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Module 4: Working With Columns
Objectives:
At the completion of this lesson you will be able to: 
· Creating and Editing Newspaper Columns
· Formatting Newspaper Columns
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Creating and Editing Newspaper Columns
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Newspaper columns are characterized by text that flows down to the bottom of a column and then continues at the top of the next column to the right. Once you define the structure of newspaper columns, you can format and edit the existing text and add new text as desired. Word displays newspaper columns side by side in Print Layout view and one column at a time in the 
other views.

Creating and Modifying Column Structure
You create newspaper columns by first selecting the text you want to format, if necessary, and then defining the column structure. In a document that already contains text; you might choose to format only a portion of the text into columns.

[image: ][image: ]Word lets you define column structure by using the pre-defined Columns options from the Page Setup command group on the Layout ribbon illustrated in Figure 4-1. There are more options in the More Columns dialog box, illustrated in Figure 4-2 which enable you to customize the width and spacing of the columns. Once you define columns in a document (if you are working in another view) Word displays the document in Print Layout view. [bookmark: _Ref191099245][bookmark: _Ref191099225]Figure 4‑2: The Column Options Dialog Box


Figure 4‑1: The Pre-defined Column Options 












After you create columns, you might need to modify their structure. You can redefine the number of columns by using the re-defined options, or you can make multiple structural changes through the Columns dialog box.  Word also lets you modify the width and spacing of columns by using the column markers on the ruler, illustrated in Figure 4‑3. If you have defined evenly spaced columns, dragging any column marker changes the width or spacing of all columns. If you cannot drag a column marker to widen a column, you might need to reduce the width of an adjacent column first. 
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To create or modify column structure:

To create columns
1.	Select the desired text, if necessary.
2.	Select the desired number of columns from the Columns drop down options from the Page Setup command group on the Layout ribbon. 

To modify columns
1.	Select the desired text, if necessary.
2.	From the Layout ribbon, from the Page Setup command group, select More Columns.
3. 	In the Columns dialog box, in the Presets area, select a column type.
or
3.	In the Number of columns scroll box, delete the existing value and type the desired number of columns.
4.	In the Width and spacing area, select or deselect the Equal column width check box, if necessary.
5.	In the Width and spacing area, for each column, delete the existing values and enter the required width and spacing in the appropriate scroll boxes, if necessary.
6.	Choose OK.

To change column width and spacing using the ruler:
1.	Ensure that the Equal Column width check box is unticked.  Place the insertion point in the desired columns.
2.	On the ruler, position the mouse pointer over the column marker (16 small white dots) between the columns.
3.	When the pointer turns into a double arrow and displays the message “Move Column”, drag the column marker to the desired position.





In the following exercise, you will create and modify column structure.

		1.
	Open Convention cruises.docx
	

		2.
	Make sure the ruler is displayed
	

		3.
	Select the first three paragraphs
	

		4.
	From the pre-defined Columns options on the Page Setup command group on the Layout ribbon to select the 2 Columns option
	The selected text is formatted into 2 columns.

		5.
	On the second page of the document, select the heading Accommodation and the text below it through the end of the document
	

		6.
	Choose More Columns from the Page Setup command group
	The Columns dialog box appears.

		7.
	In the Number of columns scroll box, delete the existing value and type 4
	

		8.
	Choose OK
	The dialog box closes, and the selected text is formatted into 4 columns. The text remains selected.

		9.
	From the More Columns dialog box choose 3 from the Presets area
	The Number of columns value changes to 3.

		10.
	Deselect the Equal column width check box
	

		11.
	In the Col #1 Width scroll box, delete the existing value and type 6
	

		12.
	Choose OK
	The dialog box closes. The text is formatted into 3 columns, and the first column is wider than the others. The text remains selected.

		13.
	On the ruler, position the mouse pointer over the middle of the column marker between the second and third columns
	The pointer becomes a double arrow and displays the message Move Column.

		14.
	Drag the column marker to the left
	The second column becomes narrower, and the third column becomes wider.

		15.
	On the ruler, position the mouse pointer over the right edge of the column marker between the first and second columns
	The pointer becomes a double arrow and displays the message Left Margin.

		16.
	Drag the column marker to the left
	The spacing between the first and second columns is narrowed.

		17.
	Save the document as Convention cruises 1.docx
	



[bookmark: _Toc1890962][bookmark: _Toc432597136][bookmark: SelectingandEditingColumnText]
Selecting and Editing Column Text
After you define the column structure, you can add, delete, modify, and format text in the columns by using the same techniques you use for other document text. If you select text that spans more than one column, Word automatically selects the text in the next column as you reach the end of the first column. You can then drag the mouse up to deselect unwanted text in the second column. As you add and delete text, Word adjusts the text spacing to fill each column correctly.


To select column text:

1.	Make sure the text at the beginning of the desired selection is displayed in the document window.
2.	Drag to select the text, dragging up the last column to deselect unwanted text if necessary.

To move the insertion point to another column:

1.	Click the mouse anywhere in the column.





In the following exercise, you will select and edit column text.

		1.
	Make sure Convention cruises 1.docx is open in the current window
	

		2.
	On the first page, display the About Each Ship heading in the document window
	

		3.
	Drag to select the heading About Each Ship and the two columns below it
	

		4.
	On the Home ribbon, from the Font Size drop-down list, select 14
	The font size of the column text increases.

		5.
	Examine the document’s appearance in Print Preview, and then close Print Preview
	To accommodate the larger font size, Word has expanded the two columns to a second page.

		6.
	On the first page, display the paragraph beginning with The Tropical Star
	

		7.
	Drag to select the paragraph beginning with The Tropical Star and ending with the largest barbecue you’ve ever seen., dragging up in the second column to deselect unwanted text if necessary
	

		8.
	Press DELETE
	The paragraph is deleted.

		9.
	Examine the document’s appearance in Print Preview, and then close Print Preview
	To fill the empty space left by the deleted paragraph, Word has repositioned the text in the two columns onto a single page.

		10.
	On the second page, click the mouse to the right of the last sentence (...twenty-four hours a day.) of the paragraph with the heading Fine Dining
	The insertion point moves to the column.

		11.
	Type You are sure to find something to suit your tastes!
	To accommodate the new text, Word moves the text at the end of the second column to the top of the third column.

		12.
	Save and close the document
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Formatting Newspaper Columns
To help make your newspaper columns more professional in appearance and easier to read, you can format the arrangement of text in the columns. You can change the way text is distributed within the columns by balancing the column lengths or by forcing a new column. Word also lets you customize the way paragraphs are divided between columns, pages, and titles, and phrases are divided between lines.

Balancing Column Lengths
If the columns on a page of your document do not fill the entire page, you can have Word balance the column lengths. When Word balances column lengths, it divides the text as equally as possible among the columns, creating columns that are approximately the same length. You balance column lengths by inserting a continuous section break at the end of the columns as illustrated in Figure 4‑4
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[bookmark: _Ref191101385]Figure 4‑4: The Continuous Section Break Option




To balance column lengths:

1.	Place the insertion point at the end of the last column.
2.	From the Page Setup command group on the Layout ribbon, choose Breaks, Continuous.





In the following exercise, you will balance column lengths.

		1.
	Open Columns.docx
	The document appears in Whole Page view.

		2.
	Place the insertion point at the end of the document
	The insertion point moves to the end of the columns.

		3.
	From the Layout ribbon, choose Breaks, Continuous
	

		4.
	Save the document as Columns 1.docx
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Forcing a New Column
You might decide that you want the text at the end of one column to appear at the top of the next column. You can force text into a new column by defining a column break. Previously balanced columns are no longer balanced once you force a new column.


To force a new column:

1.	Place the insertion point immediately before the text to be moved to the next column.
2.	From the Layout ribbon, choose Breaks.
3.	From the Break options, select the Column break option button.
4.	Choose OK.



In the following exercise, you will force a new column.

		1.
	Make sure Columns 1.docx is open in the current window
	

		2.
	On the last line of the first column, place the insertion point immediately before the underlined heading
	

		3.
	From the Page Setup command group on the Layout ribbon, choose Breaks
	

		4.
	Select the Column break option button
	The heading moves to the top of the second column, and the columns are no longer balanced.

		5.
	Save and close the document
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Setting Text Flow Options
By setting text flow options, you can change the way paragraphs are broken at the end of a column or page. Text flow options can be applied to any document, but are particularly useful when you are working in columns. You use the Paragraph dialog box’s Line and Page Breaks tab, illustrated in Figure 4‑5, to change text flow options.  You can open the dialog box from the Paragraph drop down button at the right hand foot of the Paragraph command group on the Layout ribbon.  You can also access the Paragraph dialog box from the right-click Shortcut menu, by clicking Paragraph…
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[bookmark: _Ref378523506][bookmark: _Toc379133589]Figure 4‑5: The Paragraph Dialog Box’s Line and Page Breaks Tab

Table 4‑1 describes the most commonly used text flow options.

	Option
	Description

	Keep lines together
	Prevents a page break within the selected paragraph(s).

	Keep with next
	Prevents a page break between the selected paragraph(s) and the paragraph that follows.

	Page break before
	Prevents a page break before the paragraph.

	Widow/Orphan control
	Prevents the first or last line of each selected paragraph from appearing by itself at the top or bottom of a page.
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To set text flow options:

1.	Place the insertion point in the desired paragraph.
or
1.	Select the desired paragraph(s).
2.	From the Layout ribbon, choose the drop-down arrow in the Paragraph command group.
	or
2.	From the right-click shortcut menu, choose Paragraph...
4.	In the Paragraph dialog box, select the Line and Page Breaks tab, if necessary.
5.	On the Line and Page Breaks tab, select the desired option check box(es).
6.	Choose OK.





In the following exercise, you will set text flow options.

		1.
	Open Columns Two.docx
	The document appears in Print Layout view.

		2.
	Scroll down in the document until the bottom of the first page and the top of the second page appear in the document window
	The last paragraph on the first page continues at the top of the second page.

		3.
	On the first page, place the insertion point in the second column’s last paragraph
	

		4.
		Click on the Paragraph launcher from the Paragraph command group on the Layout ribbon
	The Paragraph dialog box appears.

		5.
	Select the Line and Page Breaks tab
	The Line and Page Break options appear.

		6.
	Select the Keep lines together check box
	

		7.
	Choose OK
	The dialog box closes, and the entire paragraph moves to the top of the second page.

		8.
	Scroll down to the bottom of the second page and the top of third page in the document window
	A heading is at the bottom of the second page and its paragraph is at the top of the third page.

		9.
	On the second page, place the insertion point in the heading at the bottom of the second column
	

		10.
	From the shortcut menu, choose Paragraph…
	The Paragraph dialog box appears.

		11.
		On the Line and Page Breaks tab, select the Page break before check box, and then choose OK
	The dialog box closes, and the heading moves to the top of the third page.

		12.
	Scroll down to the bottom of the fourth page in the document window
	The last heading in the first column of the fourth page needs to move to the top of the second column.

		13.
	On the fourth page, place the insertion point in front of the last heading in the first column
	

		14.
	Insert a Column Break using the Breaks button in the Page Setup Group on the Layout Tab
	The heading moves to the top of the second column on the fourth page.

		15.
	Save the document as Columns Two 1.docx
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Inserting Nonbreaking Spaces
In documents that are displayed in columns, Word sometimes inserts an automatic line break at a space between words in a title, heading, or proper name. If you want to keep specific text on a single line, you can insert a nonbreaking space instead of pressing the SPACEBAR to create a space between words. You can apply this technique when working in any document.     


To insert a nonbreaking space:

1.	Place the insertion point at the desired location.
2.	Press CTRL+SHIFT+SPACEBAR
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You can change the case of words and phrases in your document, by applying capitals (UPPER CASE), no capitals (lower case), by creating a large letter at the beginning of a paragraph (Sentence Case) or applying capitals to the start of each word (Title Case). You can change case using the button in the Font command group on the Home ribbon, or you can use a keyboard shortcut.
[image: ]
Figure 4‑6: The Change Case options


Change case button method
1. Select the text you want to change. 
2. On the Font command group on the Home ribbon, click Change Case button. 
3. Click the capitalization option you want. 
Change case using keyboard shortcut
1. Select the text you want to format. 
2. Hold the Shift key down and press the F3 function key on the keyboard.  Repeat the key-stroke to toggle through the change case options.
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Change a background
The background color to the document can be changed from default color of white to a different color; can apply a texture or picture instead of color, or change settings for patterns.


1. On the Page Backgrounds command group, on the Designribbon click the Page Color drop down options
2. Click the new color you want.
3. Click More Colors to see additional color choices.
4. Click Fill Effects to change or add special effects, such as textures, or patterns.
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[bookmark: _Toc432597143][bookmark: DropCap]Drop Cap
This feature helps to create a large dropped initial capital letter.  You place the insertion point in the paragraph where you want a dropped capital to be.  Then you click the Drop Cap button on the Text command group from the Insert ribbon illustrated in Figure 4‑7.
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[bookmark: _Ref191109959]Figure 4‑7: The Drop Cap options
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Figure 4‑8: The Drop Cap dialog box




1. Click into the paragraph that you want to begin with a "drop cap," a large dropped initial capital letter.  The paragraph must contain text.
2. From the Text command group on the Insert ribbon, click Drop Cap. 
3. Click Dropped or In margin.
To further modify the dropped cap:

1. Click Drop Cap Options from the Drop Cap button.
2. Select any other options you want from the Drop Cap dialog box. 


Remove a large dropped initial capital letter
1. Click the paragraph that contains a "drop cap," a large dropped initial capital letter. 
2. From the Drop Cap options on the Text command group on the Insert ribbon click None. 








[bookmark: _Toc432597144][bookmark: Assignment]Assignment
	1.	Open Newsletter.docx.
	2.	On the first page, format the text from the heading Main Street, USA through the paragraph that follows the heading Tomorrowland into two evenly spaced columns. Then use the More Columns options to change the width of each column to 6.5cm.
	3.	In the columns, delete the heading Liberty Square and the paragraph that follows.
	4.	Using the ruler method, move the first column’s right margin one cm to the right.
	5.	Scroll down to the columns below the heading EPCOT Center, and force a new column at the beginning of the paragraph beginning with In World Showcase…
	6.	In the paragraph beginning with In Future World, insert a non breaking space between the words Universe and of.
	7.	Scroll down to the columns at the end of the document (under the heading OTHER LOCAL ATTRACTIONS), and then balance the lengths of the columns.
	8.	Near the bottom of the first column, apply the necessary text flow option so that the heading Kennedy Space Center appears directly above the entire paragraph that follows it.
[bookmark: _GoBack]	9.	Save the document as Newsletter 1.docx, and then close the file.
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