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Introduction

Section breaks are used to change the layout or formatting of a page
or pages in your document. You would need to insert a section break
if you wish to vary any of the following within a page or from page
to page: margins, paper size or orientation, page borders, vertical
alignment of text, headers and footers, columns, page numbering or
line numbering or footnotes and endnotes. There are two types of
section breaks.

o Next Page Section Break - The Next Page command inserts a
section break and starts the new section on the next page.

Process Summary

Introduction

Creating a Next Page
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e Changing the Vertical
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Section

Creating a Continuous

Section Break

This type of section break is especially useful when you wish to change the headers or

footers for new chapters in a document.

® Continuous Section Break - The Continuous command inserts a section break and starts the
new section on the same page. A continuous section break is useful for creating a formatting

change, such as a different nhumber of columns on a page.

1. Open your document in Microsoft Word 2007.

2. Starting at the beginning of the document, place the cursor at the beginning of the page where
you want to place the next page section break. Remember, this would be where you would want

a layout or formatting change as described in the introduction.
3. Click the Page Layout tab on the Ribbon.

Figure 1
In the Page Setup group, click Breaks. Page Layout References Mailings Review View
4. C“.Ck Next Page under Section Breaks [rientation ~ ré Breaks = 4] watermark ~  Indent
(F|g 1/ 1) ize * Page Breaks
5. Repeat steps 2 and 3 for every next page Columns ~ | Bage
. . » Mark the point at which one page ends
section break that you want in the document. Page Setup ﬁ and the next page begins.

6. After your document is divided into sections, : E —
you can use the section breaks to configure
your formatting changes.
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Section Breaks

Column

Indicate that the text following the column
break will begin in the next column,

Text Wrapping . ﬂ
Separate text around objects onweb 4 "’
pages, such as caption text from body

HNext Page
Insert a section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.
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Changing the Vertical Alignment within a Section
1. Click in the first section for which you want to change the vertical alignment.
2. Click the Page Layout tab on the Ribbon (Fig 2, 1).

3. In the Page Setup group, click the arrow at the bottom right corner to display the Page Setup
dialog box (Fig 2, 2)

Click the Layout tab. (Fig 2, 3).

5. Beside Vertical alignment, click the down arrow and select Center (Fig 2, 4). Make sure under
Apply to it says This Section (Fig 2, 5) and click OK (Fig 2, 6).

6. Because you inserted a section break, only the section you are in will see the resulting change.

Figure 2
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|y Orientation - PE:' Breaks v 4] Watermark - | Indent Spacing
. IE Size + £ Line Numbers = || 4] Page Color = || £E Left D" : $§ Before: 0 pt
Mar-gms ES Columns = b Hyphenation - || [[]] Page Borders | % Right: 0" z :: After: |0 pt
Page Setup Page Background . Paragraph
| L9 ||

Layout

Section start: Mew page |E|
Suppress endnotes

Headers and footers

|| ifferent odd and even
|| pifferent first page
Header: |0.5" z
From edge:
‘ Footer: 0.5 =
Page

Vertical alignment:
IiEEEEEEEEEEEEN

Preview

Apply to: | This section

=] (et [
(o [ o




\VTOWSON UNIVERSITY WORD 2007: CREATING SECTION BREAKS

Creating a Continuous Section Break
1. Open your document in Microsoft Word 2007.

2. Starting at the beginning of the document, place the cursor at the location within the page where
you want to place the continuous section break. Remember, this would be where you would want
a layout or formatting change as described in the introduction.

Click the Page Layout tab on the Ribbon. In the Page Setup group, click Breaks.
Click Continuous (Fig 1, 1).
Repeat steps 2 - 4 for every continuous section break that you want in the document.
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After your document is divided into sections, you can use the section breaks to configure your
formatting changes.

Figure 1
Page Layout References Mailings Review View
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size ™ Page Breaks
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: E o Column !

Indicate that the text following the column
break will begin in the next column,

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Next Page

Insert a section break and start the new
section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new

b—d- section on the next even-numbered page.
Web == :

. :st i i Odd Page

Insert a section break and start the new
marke P:t section on the next odd-numbered page. )
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