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How to split columnsin Word - Instructions on
dividing columnsin Word 2007, 2010, 2013, 2016

How to divide a column in Word - Instructions on how to divide a column in Word 2007, 2010, 2013, 2016. In
order for your text content to be presented scientifically beautifully and visually, dividing columnsin the text is
also alayout. Popular version. The article below helps these

In order for your text to be scientifically presented and visualy pleasing, splitting columns in the text is also a
preferred text layout. The following article helps you divide columns in Word 2007, 2010, 2013, 2016.

Hudng dén cdch chia cdt trong Word 2007, 2010, 2013, 2016
Thu ThuatPhanM em. vn
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Léng tring trimg Nuwrérc wo gao

Léng tréng va long dd tnimg ga n dep da mit bing nide vo gao 13 phireng phép
déu of tac dung lam dep rat higu rat hiéu qua va an toan, Nudc vo gae chira nhigu
qud. Trong tning gd i enzim vitamin B, cf tdc dung rat t5t trong viéc lam mém da
Lysozyme gitip tigu diét vi khuin trang da va se khit I8 chén léng. Ngoai ra, tinh bit gao
dudi da, dic biét 1A da nhém cdn gidp ban ti mun, ldm mé vél thim va chéng l3o
Bén canh lam sach chat nhdm héa

tnimg g4 cén lam se khit 15 chan Céch thipe hign: Cho gao vao nwrdc, vo qua mét lan
BOSES s AA réi di nudre déu di Tiép tuc cho nudc vira dil va vo
Cach thie hién: Ban chuan bi1 gao ldn hai. B nudre gao vao mit cai cai v rdi 0 yin
qua trimg g4, 1 _muﬁﬂg cd pr.ué khodng 4 — 5 tiéng cho tinh bét gao ling xudng. Sau

Divide columns in the text ie you will divide the text content into multiple columns, the text will automatically
write column 1 and then the next column. For example, divide the following text into 2 columns:

Select the text to divide the column -> on the Layout tab -> Columns -> select the value to split the column, for
example, here should divide the column, select Two:
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Left 1 trimg

ig va ldng dd trieng ga déu cé tac dung lam dep rat hiéu qua. Trong

=6 enzim Lysozyme gitp tiéu diét vi khudn dwdi da, d4c biét 1a da nhivn.

| lam sach chét nhin, trieg ga con lam se khit I6 chan 16ng, ngira mun
_ing da.

More Columns.

Céch thire hign: Ban chudn bi 1 qua trirng ga, 1 muéing ca phé mat ong, 1/2 munng ca phé
déu 6 liu, c6 thé thém vao vai glot tinh dau ban y&u thich, sau d6 tron déu cac nguyén liéu cho
dén khi c6 hén hop nhuy&n va min, dip 1&n m#t khoang 15 — 20 phut réi riva sach bang nuéc
mat. Méat na ndy gitp da min mang, trang sdng tw nhién.

o
M
i Right
M
M
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Nwrée vo gao

Lam dep da mat béng nudc vo gao la phwong phap rét hiéu qua va an toan. Nudc vo gao
chira nhigu vitamin B, cé tac dung rét tot trong viec lam mém da, Irang da va se khit 18 chan
16ng. Ngodi ra, tinh bt gao con gitp ban tri mun, lam md vetthém va chéng l3o héa.

Cach thwe hién: Cho gao vao nuéce, vo qua mbt 1&n réi 6 nwée dau di. Tiép tuc cho nwrée
vira dd va vo gao lan hai. B4 nwéc gao vao mdt cai cdi td roi d& yén khoang 4 — 5 tiéng cho
tinh bét gao ling xuéng. Sau d6, ban nhe nhanq d6 phéan nwérc trong di, ding tinh bat gao thu
duroc dé massage da mat réi rira bang nuréc sach.
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After selecting the number of columns, the text content is divided into 2 columns of equal width:
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J Léng tring trimg Lam dep damét bing nuéc vo gao 1a
- Léng tring va léng dé trirng ga déu cé tac phurong phap rét higu qua va an toan. Nudc
‘E dung lam dep rét hiéu qua. Trong trimg ga vo gao chifa nhiéu vitamin B, c6 tic dung
" c6 enzim Lysozyme gitip fiéu diét vi khudn rdt 16t frong viéc lam mém da, trang da va
: dudi da, dic biét 13 da nhém. Bén canh lam se khit 1§ chén l6ng. Ngodi ra, tinh bét gao
E sach chat nhém, trimg ga con 1am se khit 1§ con giiip ban tri mun, lam mé vét tham va
"~ chén Iéng, ngira mun va 1am tring da. chdng lao héa.

“ Céch thwe hién: Ban chuén bi 1 qua trimg Céch thiec hign: Cho gao vae nuée, vo
B g4, 1 mudng ca phé mat ong, 1/2 mubng ca qua mét 4n réi d6 nude déu di. Tiép tuc cho
: phé dau 4 liu, c6 thé thém vao vai giot finh nudc vira di va vo gao lan hai. D6 nuéc
3 i1 R0 WD TR, S0 G (i Gl e gao vao mét cai cai t6 réi dé yén khodng 4
= nguyen IK;E“ cho df" kh"w por "‘-"p""ﬁ"“f‘, — 5 tiéng cho tinh b6t gao lang xudng. Sau
| va min, dap lén mat khoang 15 — 20 phat réi ~ ) L. ~

a . . . o L dé, ban nhe nhang dé phan nuéc trong di,
- fira S.ad' ‘bang TM !'nat Mi_il.I;Ia ney gip diing tinh bt gao thu durgc dé massage da
8 da min mang, trang sang tw nhién. mt rdi rira béing nuér sach.

é Nwéc vo gao
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But Word shows the default dividing 3 columns (to the value of Three) if you want to split into more columns

and split columns of different widths, with lines below you as follows:

Step 1: Select the text to divide the column -> on the L ayout tab -> Columns-> More Columns.
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= spacing of your columns, or use i . e e e e
B one of the preset formats. w&re gao vao mot cai cai to roi dé yén
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Step 2: A dialog box appears to select the number of columns to divide, change the value in the Number of
Columns section:

Columns ? oo

Left Right

Line between

@er of columns: |2

‘Width and spacing Preview
Col# Width: Spacing:
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g11em |5 =
El Equal column width
Apply to: |Selected sections | Start new column

I 5] 4 1| ! Cancel

Step 3: To create aline between divided columns, select Line between:
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Humber of columns: |2 = C . Line between }

‘Width and spacing Preview
Col# Width: Spacing:
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El Equal column width
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Apply to: SEIEt:tedsectmns et Start new column

t.rk. b Cancel

Step 4: To adjust the width of columns you deselect in Equal column width -> change the width of columnsin
Width , the distance between columnsin Spacing -> click OK:
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Mumber of columns: = Line between

Width and spaci Preview
Col # Width: Spacing:
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c [] Equal column width ]
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The results you have format the column display type and the width of the columns:

ik

1k




In case you want to convert the first 2 rows of column 2 to column 1 to divide 2 contents into 2 corresponding

columns as shown:

Y ou just need to put the mouse cursor at the last position of the line 2 to move -> click the Layout tab -> Breaks

-> Columns:
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Long trang trimg

Léng trang va long dd trimg ga
déu cé téac dung lam dep rét hiéu
qua. Trong tring ga cé enzim
Lysozyme gilip tidu digt vi khudn
dudi da, dac biét la da nhon
Bén canh lam sach chat nhém,
triing ga con 1am se khit 18 chan
léng, ngira mun va lam tring da
Cach thic hién: Ban chuén bi 1
qué trimg ga, 1 mudng ca phé
mét ong, 1/2 mudng ci phé ddu
4 liu, c6 thé thém vao vai giot tinh
dau ban yéu thich, sau dé trén
déu cac nguyén liéu cho dén khi
c6 hén hop nhuyén va min, dap
lén mat khoang 15 — 20 phat roi

English (United States) 23

rira sach bang nudc mat Mat na nay giip da min
mang, frang sang tu nhién |

Nwérc vo gao

Lam dep da mat bang nuéc vo gae la phurong phap
rét hiéu qua va an toan. Nuéc vo gao chira nhiéu
vitamin B, c6 tac dung rét tt trong viéc 1am mém da,
tring da v se khit 1§ chin 16ng. Ngoai ra, tinh bét gao
con gitip ban tri mun, lam m& vét tham va chang ldo
hda.

Céch thyc hién: Cho gao véo nuéc, vo qua mét lan
rdi d6 nurdre ddu di. Tidp tuc cho nrdc vira dd va vo
gao lan hai. D& nuéc gao vao mot céi cai 16 roi dé yén
khoang 4 — 5 tiéng cho tinh bdt gao lang xudng. Sau
dd, ban nhe nhang dé phan nwdc trong di, ding tinh
bt gao thu duoc dé massage da mat réi rira bang
nirre sach.
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Léng tréng trimg
Long trdng va long d trimg ga
déu cé tac dung lam dep rét hig
qua. Trong tréng ga cd el
Lysozyme gitp tiéu diét vi khdan
dudi da, dac biét la da nh
Bén canh lam sach chat nhd
trimg ga con lam se khit 16 cha
16ng, ngira mun va lam tréng da
Cach thic hién: Ban chuén bi 1
qua trimg ga, 1 muéng ca phé
mét ong, 1/2 mufng ci phé diu
6 liu, cé thé thém vao vai giot tinh
déu ban yéu thich, sau d6 trén
deéu cac nguyén liéu cho dén khi
c6 hon hop nhuyén va min, dap
lén mat khoang 15—20 phuit roi

rira sach bang nudc méat Mat na nay gidp da min

mang, trang séng tw nhién ]

2 P

English (United States) 5

Nwére vo gao

Lam dep da mat bang nwée vo gao 1a phurong phap
rét hiéu qua va an todn. Nudc vo gao chira nhiéu
vitamin B, cé tac dung rét tot trong viéc 1am mém da,
tréng da va se khit 18 chan I6ng. Ngoai ra, tinh bét gao
con gitip ban tri mun, ldm mé vét thdm va chéng ldo
héa.

Cach thyc hién: Cho gao vao nwéc. vo qua médt lan
rbi d6 nuwrérc dAu di. Tidp tuc cho nwréc vira dd va vo
gao lan hai. B4 nréc gao vao mdt cai cdi té roi dé yén
khoang 4 — 5 tiéng cho tinh bét gao lang xuéng. Sau
d6, ban nhe nhang d phin nuéc trong di, ding tinh
bét gao thu dwoc dé massage da mat réi rira bang
nwrére sach.
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As aresult, you have moved the content to break into column 1, you just need to delete the blank line on the
same column 2 to compl ete the transfer process:
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Bén canh 1am sach chat nhén,

~

ré Léng tréing trimg |

- Long trdng va long dd trimg ga Nwérc vo gao

? déu c6 tac dunglam dep rat hiu Lam dep da mit bing nuéc vo gao la phuong phap
° qud. Trong trimg ga cb enzi‘m rat higu qud va an toan. Nuéc vo gao chira nhiéu
2 Lysfzyme gjl.'lp Iifu d@ vi khL{én vitamin B, cé tac dung rat tét trong viéc 1am mém da,
rz dudi da, dac bigt la da nhén. triing da va se khit I3 chéin ling. Ngoai ra, tinh bit gao

. con gilip ban tri mun, lam mé& vét tham va chéng léo
trimg ga coén lam se khit 16 chan héa
16ng, ngira mun va lam tréng da )
X Cach thwe hién: Cho gao vao nwée, vo qua mét lan
Cach thwc hién: Ban chuan bi 1
qué trimg ga, 1 mudng ca phé
mét ong, 1/2 mufng ca phé déu

rbi d6 nudc dau di. Tiép tuc cho nirde vira di va vo

gao lan hai. D6 nudc gao vao mét cai céi to réi dé yén

& liu, c6 thé thém véo vai giot finh khoang 4 — 5 tiéng che tinh bét gao ling xufng Sau
déu ban yéu thich, sau dé troén d6, ban nhe nhang dé phan nwéc trong di, ding tinh
déu cac nguyén ligu cho dén khi bét gao thu duoc dé massage da mat réi rira béng
c6 hén hop nhuyén va min, dap nuée sach.

1én mat khoang 15 — 20 phut réi
rira sach bang nudc mat. Mat na
nay giip da min mang, tring

2] sang tur nhién. -
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In case you want to create large letters at the beginning of paragraphs to increase the aesthetics of the text,
simply highlight the letters to be created on the Insert tab -> click the Drop Cap icon -> select the type of Drop
Cap to create -> As aresult, you created the first capital letter:
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Also, if you want to leave multi-column mode, want to return to the original state with only 1 column, you just

need to go to L ayout -> Columns -> choose One:
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So with some manipulations you can divide columns in versions of Word 2007, 2010, 2013 as well as word
2016. Wish you success!

Y ou finished reading the article "How to split columnsin Word - I nstructions on dividing columnsin Word
2007, 2010, 2013, 2016" edited by the TipsM ake team. We hope this article has provided you with many useful
tech tips and tricks. Y ou can search for similar articles on tips and guides. Thank you for reading and for
following usregularly.
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