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Working with Page Break in a Document

Adding page breaks to your document can make it appear
more organized and it can also improve the structure of the

text. Page break separates the content in between pages and it
allows the user to start on a new page.

Click here to learn how to easily insert page breaks.
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Productivl.T.y showcases tips & tricks on various

office and branch applications.
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Working with Page Break in a Document

MS Word 2003 MS Word 2007
1. Click Show/Hide icon.
NOTE: It is an essential tool while working with the page break. It indicates where the page break is inserted.
On the menu bar, click the icon li to access Show / Hide In the Home tab, under the Paragraph group, select li
command.
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2. Position the cursor where you wish to insert the page break.
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3. On the menu bar, click Insert >

Break...

Page Numbers...
Date and Time...
AutoText
Field...
Symbol...

—d Comment

3. On the Page Layout tab, in the Page Setup group, click Breaks.

Home Insert References Mailings Revii
SN e crro—

Fonts ~ — ¥ Line Numbers ~
Margins Orientation Size Columns __ ,
[O] Effects - Z S = « b Hyphenation ~

Mhemes

4. Break pop-up window will be displayed. Select the Page

break in the Break Types and click OK.

P

Break

Break types

@ iPage break
() Column break
(") Text wrapping break
Section break types
() Mext page
i) Continuous
(") Even page
(7) Odd page

[ ok

][ Cancel

4. In the Page Breaks group, click Page.
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NOTE: You may also use Ctrl + Enter as shortcut to insert a page break.
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We value your feedback. Please help us improve our ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form.
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You may also email your comments and suggestions to ict-process

Click here for back issues of Productivl.T.y in MyLink.

jlhuillier.com.
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