Sample Columns File

Newspaper columns:

The get the most out of this document, turn on your hidden characters.  Press Ctrl+Shift+8.

Would you like to arrange text differently on your page?  Maybe use two or three narrower sections like a newspaper?  Here, we will explain how to set up columns and give you some tips to help make maintaining your document easier.

The first thing you need to know about columns is that if you do not want your entire document to use them, you will need to use section breaks to start and stop the columns.  The second thing you need to know is that it will be much easier to work with sections if you can see the hidden formatting marks in Word.  Press Ctrl+Shift+8 to show the hidden formatting marks (and Ctrl+Shift+8 again to hide them).

Inserting a continuous section break:

1.  Place your cursor to the left of the text that should be in columns.

2.  Click on the Insert menu and choose Breaks (Word 2007:  Page Layout tab, Breaks drop-down arrow, and select Continuous.  Skip next 2 steps).

3.  In the Break dialog box, select Continuous.

4.  Click OK.

You should now see the text "Section Break (Continuous)" with double lines to the left and right in your document.

Start multiple columns:

1.  Click on the Format menu and choose Columns… (Word 2007:  Page Layout tab, select the Columns drop-down arrow).

2.  In the Columns dialog box, select the number of columns you want.  For today, choose 3.

3.  Put a check in the "Line between" check box if you want a line between your columns.  (Word 2007:  Page Layout tab, Columns drop-down arrow, click More Columns, and check "Line between.")

4.  Your columns do not need to be the same width.  Make adjustments in the Width and spacing section of the Columns dialog.  If you want more or less space between your columns, you can adjust that as well.  The important thing to remember is that the width of the first column plus the spacing plus the width of the second column cannot exceed the space between your page margins.

5.  Click OK.

If you have enough text, you should see that you have two columns on your page.  Newspaper columns fill up the left column to the end of the page then wrap to the second column.  When that column is full, the text continues in the left column of the next page.

Stopping columns:

The simplest way to do this is to insert a continuous section break and format the new section into a single column.  Here is how:

1.  Place your cursor to the right of the last text to be in columns.

2.  Click the Insert menu and select Breaks.

3.  Select Continuous in the Break dialog box.

4.  Click OK.

5.  Click on the Format menu and select Columns…

6.  Set the Number of columns to 1.

7.  Click OK.

Another Section Break (Continuous) should have appeared after step 4.  Make sure your cursor is below it before you continue to step 5.

You now have a section of text in multiple columns in your document.  These steps are the same no matter how many newspaper columns you have.

To help you see what was going on in this document, we turned on the Hidden Characters prior to creating the first section break.  Besides allowing you to see the section breaks, this also lets you see paragraph marks, tabs, spaces, and other common characters.  These characters are not printed, but are very important; being able to see them may make editing your document much easier.  If you do not want to see these characters all the time press Ctrl+Shift+8 on your keyboard.  This key combination is a toggle switch, turning on the hidden characters if they are off, and off if they are showing.

When working with columns, knowing where you have section breaks can be very important, especially if you are changing any of the settings relating to page setup.  Most page setup settings can be applied to your entire document or to individual sections.  Whenever you have multiple sections in a document, what you select or where your cursor is can make a difference when applying settings.  It can also affect the behavior or look of your columns.  So turn on your hidden characters before making changes in the Page Setup dialog box, especially if you have columns.

Recently we explained how to set up Newspaper columns.  Text in newspaper columns flows from column to column and page to page as the amount of text increases.  Parallel columns are usually shorter than newspaper columns, and are visually more horizontal.

Parallel Columns

Parallel columns require column breaks and more section breaks than Newspaper columns.  They are harder to maintain, but can be very effective in some documents.  

We will explain how to set them up in this tip:

1.  Press Ctrl+Shift+8 to turn on hidden characters.


2.  Starting with a blank document, type your opening paragraph or "=rand(1,8)" and press Enter.  This will give you some text to work with.


3.  Click on the Insert menu and choose Breaks [Word 2007:  Page Layout tab, Breaks drop-down arrow, and choose Continuous.  Skip to step 5] (your cursor should be on a new line below your paragraph).
4.  Select Continuous in the Breaks dialog box and click OK.


5.  Click on the Format menu, and choose Columns… (Word 2007:  Page Layout tab, Columns drop-down arrow, and More Columns).


6.  Choose Three and click OK.

7.  Type some text or "=rand(1,3)" and press Enter.


8.  Place your cursor at the end of your text, click on the Insert menu, choose Breaks, select Column break, and click OK (Word 2007:  Page Layout tab, Breaks drop-down arrow, select Column).


9.  You are now in your second column. Repeat steps 7 and 8.

10.  You are now in your third column.  Repeat step 7.


11.  Because this in the last column, we need to create a section break to get back to the first column.  Click on the Insert menu, choose Breaks, select Continuous, and click OK (Word 2007:  Page Layout tab, Columns drop-down arrow, select Continuous).


12.  Repeat steps 7 through 11 until you complete the column section of your document.

13.  To continue with normal text after your columns, make sure your cursor is after the last Continuous section break, then click on the Format menu, choose Columns, select One, and click OK (Word 2007:  Page Layout tab, Columns drop-down arrow, select One).

Note:  You do not want to use a column break in step 11 because that will put you on a new page in the first column, and more than likely you will have a lot of unwanted empty space.



Note:  You can turn hidden characters off when you are done editting your document by pressing Ctrl+Shift+8 again.  Remember this is a toggle switch, so you can use it again to turn them back on.

You may notice that your text looks somewhat like a table.  In the next tip, we will show you how to make your document use a table, and look like it has parallel columns.  In general, one method takes no longer to use than the other.  If you share your documents, however, it may be better to use a table, editing documents with parallel columns can be tricky.

Table to Make Parallel columns
	Another way to work in columns is to use a table.  A table consists of rows and columns.  When making newspaper type columns, you can use one row per page and move to the second row when you reach the end of your page.  For parallel columns, you can use rows to make section breaks so that the columns are parallel.  To make your table look even more like columns, you can hide the borders.  Depending on exactly the look you want, you may want to keep some borders.  In this tip, we will make a small set of parallel columns in a table and then completely hide the table borders.

	1.  Click in your document where you want the parallel columns to appear.
	2.  Click on the Table menu, choose Insert, and then Table (Word 2007:  Click on the Insert tab, select Table, and choose Insert Table).

	3.  In the Insert Table dialog, choose the number of columns you want.
	4.  Choose the number of rows you want; for today, choose 3.

	5.  Choose Fixed column width in the AutoFit behavior section of the Insert Table dialog.
	6.  Click OK.

	7.  Enter a small amount of text in each cell of the table.  You can type "=rand(1,3)" and press Enter to make text quickly.
	8.  Click on the Table menu (Word 2007:  Go to the Table Tools Layout tab), choose Select, and then Table.

	9.  Click on the Format menu (Word 2007:  Go to the Table Tools Design tab, click on the borders drop-down arrow) and choose Borders and Shading.
	10.  Click on the Borders tab.

	11.  Click on the None sample in the Setting section of the Borders and Shading dialog box.
	12.  If you want some borders, click on the appropriate icons in the Preview section of the Borders and Shading dialog box.

	13.  Click OK when you are done.
	14.  You may see faint borders (if you go to Print Preview, you will not see them); these are gridlines that show where the table cells are.  To hide the gridlines, go the the Table menu and click Hide Gridlines (Word 2007:  Table Tools Layout tab, click View Gridlines).


Now you should have text in a table that looks the same as parallel columns.  One benefit here is that a table can have formatting applied to it as a unit.  A second benefit is that you are not likely to delete a column break or section break accidentally.

