USING COLUMNS
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OPTION 1

Applying Columns with the Toolbar
Click the Columns icon on the toolbar and select the number of columns.
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OPTION 2

Applying Columns with the Dialog Box
FORMAT | COLUMNS

The dialog box provides additional options: a line separating columns, different gutter spacing, and unequal columns.
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Note the Apply to option.

OPTION 3
Creating Linked Textboxes

You can give the effect of columns by having linked textboxes, so that the “overspill” from one textbox will go into another textbox (even on another page).
1. Create the textboxes to be linked.  

2. Rightclick the border of the first textbox. and select Create Text Box Link. 

3.   Click in the empty textbox that you want the text to flow to.  When you move the upright pitcher over a text box that can receive the link, the pitcher turns into a pouring pitcher.

EXERCISE

In Word, open the file children.txt.  Apply the two-column format.  Experiment with the gutter spacing and a line between columns.  Try a three-column format.
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