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Working with columns
• Microsoft Word provides the user to 

convert or work with text into columns of 
whatever number of columns as required

• Newsletters, brochures and other 
documents may use columns to help the 
reading of large amounts of text in a 
smaller area than other documents

• Sometimes you may want to work with 
columns in a part of a larger document or 
just for a small amount of text

• Newsletters are especially noted for using 
columns, in similar fashion to newspapers

• The image on the left illustrates the use of 
columns, it uses a 3-column model with 
lines between the columns within the body 
of the newsletter



Selecting Columns
• Text can be typed and then selected for 

placing into columns, or …
• Formatting of a page or part of a page 

can be designated for columns prior to 
typing the text

• Some people prefer to type first, then 
format for layout

• As always, select the text or places 
within the document requiring a 
column model of layout

• The screenshot on the right shows 
some of a document text selected 
ready to be placed into two columns



Column commands
Location of commands:
Layout tab > Page Setup grouping > 
Columns > number of columns
 As you can see from the screenshot 

opposite, the column command 
button allows for quick option of 
One, Two, Three, Left with more 
sized right, Right with more sized 
left, and More Columns options

 The text is selected, we could click 
two equal columns from the drop 
down options and only the text 
selected will become two columns 
instead of one (the current default 
for most documents)



Two Column Selected



More Column Options
Clicking on the “More Columns” drop down 
option allows us to alter the following:

• Presets of what had been offered on 
the drop down from the column button

• To type the number of columns 
required or use the up/down 
instruction buttons

• Designate the width of specific columns
• Designate the spacing between specific 

columns
• Mark columns of equal width
• Provide for a line between columns
• To start a new column
• Apply selections to the selected text,

sections or the entire document via the 
drop down options



Column Break

Command for column break:
Layout tab > Page Setup grouping > Break

Occasionally we will want text to be pushed 
onto the next column, in similar fashion to 
inserting a page break when we want to 
push onto another page from the selected 
entry point

Select the entry point by clicking the place 
for inserting the column break

Use the “Break” drop down / button 
located within the same Page Setup 
grouping, right next to the Columns button 
within the Layout tab



Column Break inserted

Command for column break:
Layout tab > Page Setup grouping > Break

The screenshot opposite illustrates a break 
in the column at the sub-heading originally 
part way down a the first left hand column

Before and After …
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