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Inserting Section and/or Page Breaks

Purpose To insert a section break and/or a page break.
Process
STEP ACTION RESULT/RESOURCES
1 Click the Page Layout group.

NOTE: Be sure that that the cursor is in
the body of the document not in the
header or footer.
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2 In the Page Setup group, click the Breaks
drop down menu.

Click the “Page” option under “Page
Breaks” to insert a page break.

Click the “Next Page” option under
“Section Breaks” to insert a section break.
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Page tig
Mark the point at which one page ends
and the next page begins.
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FELY Column
= PFOCE J__— Indicate that the text following the column
== break will begin in the next column,
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Iy Text Wrapping
1 1= Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

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

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