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Word 2013 full-text tutorial (Part 12): How to break
pages, paragraph breaks

How to break pages, paragraph breaksin Word 2013 helps you to change paging or document formatting easily.
Invite you to consult!

1. Word 2013 Complete Tutorial (Part 9): Use Line and Paragraph Spacing
2. Word 2013 Complete Guide (Part 10): Bullets, Numbering, Multilevel list in Microsoft Word
3. Word 2013 Complete Guide (Part 11): How to create hyperlink links

When executing a multi-page document, there will be times when you want to control the text flow more
accurately. Adding Breaks to a document can help you organize the structure more closely and more coherently
and can improve text flow. Depending on how you want to change paging or document format, you can apply
page break or section break .

Please see the video How to break pages, paragraph breaksin Word 2013 below:

Page break - page break

Page break allows you to move the text to the next page before the end of a page. Y ou can use page breaks if
you are writing an article with atitle page or a directory ( reference book reference ) to make sure it starts on a
new page. In the example below, our chart is divided between two pages. We add a page break so the chart is
displayed entirely on a page.

Insert page break

1. Place the insertion point where you want to create space. In the example, we will place it in front of the
chart.
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Place the insertion
point at the beginning
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move to the next page
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2. On the Insert tab, click the Page Break command. Alternatively, you can press Ctrl + Enter on the

keyboard.
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3. Page breaks will be applied to documents and documents that will move to the next page. In the example, the
chart will move to the next page.



The break will be

applied and the

text will move to
the next page

MOMTHLY REVENUE
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Clurh. Guarter 4 : Guearter 1

Union Grove Public Schools | $42,600 | $53.600
Janis Undfied School Distict | $31,200 | $42.400
Melion Foundation | $16,000 | $1%,000

Right Hand infemational | $5,200 $6,400

DigiPaws.com | $3.40D | $4.400

MecDowed Plants | $2.400 [ $4.600
Spaulding Doors £12.400 | $13.600
LF. Properfy Manogement | $64.500 $66.319
Cenlral Coliage System | $84,024 | 472,050

1. By default, page breaks are hidden. If you want to display page breaks in your document, click the Show /
Hide command .
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Section break - Breaking the segment



The section break creates lines between different parts of the document, allowing you to format each section
separately. For example, you want a section to be divided into two columns without the need to add columns to
the document. Word 2013 offers several break sections such as:

Section Breaks

Mext Page
’ ' Insert a section break and start the new
section on the next page.

Continuous

Insert a section break and start the new
eection on the same page.

| 3 Even Page
41

s Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

1. Next Page: Thisoption adds a paragraph break and moves the text after switching to the next page of the
document. Thisis useful for creating a new page with a standard format after a page containing column
format.

2. Continuous: This option inserts a segment break and allows you to continue working on the same page.
This type of page break is useful when you need to split a paragraph from columns.

3. Even Page and Odd Page : These options add segment breaks and move text after breaking into odd or
even pages. These options can be useful when you need to start a new section on an even or odd page ( for
example, a new chapter of a book ).

I nsert segment breaks

In the example below, we have added a paragraph break to separate a paragraph from the two column list. This
will allow us to change the paragraph format so that it no longer appears to be in column format.

1. Place the insertion point where you want to break the page. In the example, we put it at the beginning of a
paragraph that wants to be separated from the column format.



CLIENTS OVERVIEW

The company has added 13 new clients to its roster between December 2012
and January 2013,

NEW CLIENTS

« Bancroft Preparatory » Peterson’s Precision
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: :2:;[2?;{ E:ig;rs High he list above, four clients are )
school schools, three are non-profits, and six

are small to medium-sized
businesses. New categories of
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firms, and editing housas.

s Homes ond Hope Charify

« Julia A, Clark Middle School

o Little Jumpers Equestrian
Squad

* Masor-Bowers Editing and
Proofreading

2. On the Page L ayout tab, click the Breaks command, and then select the section you want to extract from the
drop-down menu that appears. In the example, we select Continuous so the text is still on the same page as the
columns.
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3. A paragraph break will appear in the document.

CLIENTS OVERVIEW

The company has added 13 new clients to its roster between December 2012
and January 2013.

NEW CLIENTS
» Bancroft Preparatory o Little Jumpers Equestrian
Acadermy Squad
» Candy Coaoters and Shakes » Maoson-Bowers Editing and
Ice Cream Parlor Proofreading
» Frehouse Dalmatian Rescue » Peterson's Pracision A section
+ Fly by Day Events Landscaping break will
« General T. Sanders High « Shepard, Smith, & Wolfe appear
school » Tillie's Breakfast and Grill
» Homes and Hope Charify + Wakanda Middle School
o Julia A, Clark Middle school
bf the list above, four clients are business clients we serve include:
schools, three are non-profits, and six landscaping, event planning, law
are small to medium-sized firms, and editing houses.

businesses. New categories of

4. Text before and after the break section can be individually formatted. Apply the formatting options you want.
In the example, we apply a column format to the paragraph so that it is no longer formatted into columns.
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5. Text will be formatted in the document.



CLIENTS OVERVIEW

The company has added 13 new clients to its roster between December 2012
and Janvary 2013,

MNEW CLIENTS

» Bancroft Preparatory » Little Jumnpers Eguestrian
Academy Squad

* Candy Coaters and Shakes *  Mason-Bowers Edifing and
Ilce Cream Parlor Proofreading

+ Frehouse Dalmation Rescue o Peterson's Precision

» Fly by Day Events Landscaping

» General T, Sanders High » Shepard, Smith, & Wolfe
School » Tilie's Breakfast and Grill

+ Homes ond Hope Charity + Waokonda Middle school

* Julig A. Clark Middle Scheol

fof the list above, four clients are schools, three are non-profits, and six are small
to medium-sized businesses. Mew categories of business clients we serve include:
landscaping, event planning. law fims, and edifing houses.

Page break types

When you want to format the column display or specify text around the image, Word 2013 provides a few
additional page breaker options:
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Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.
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1. Column : When creating multiple columns, you can apply a column break to balance the appearance of
columns. Any text after the column break will start in the next column.
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serve include: landscaping. event planning. law firms, and editing houses.
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1. Text wrapping : When inserting photos or icons into documents, you can use text-wr apping break to
start typing text below the image.
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WESTBROOK-FARKER TRAINING SERIES: SALES

When describing the function of a database to potential

’ ]
-.‘ '. clients, II's important o relay the informafion in the
- ' equivalent of layman's terms. The more the client can
understand about how databases work, the greater the
. !' potential for a sale.

This training document will outline the major talking points each sales
representative should impress upon the potential client:

* Whatis o dotabase?
* Database models
« Working with a database

Remove page breaks

By default, break will be to hide. If you want to delete the break, you will have to display the break on the text.



1. On the Hometab, click the Show / Hide command.
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2. Determine the segment split you want to remove. Set the insertion point before that break .
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| Page Break 1 Place the
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of the break

3. Press the Delete key. The page breaks will be deleted from the document.
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DATABASE WEB APPLICATIONS

Application Quarter 4 _Quarter 1

DataFielder | $118.656 | $121.975

DataHoop | $152,011 | $167,004
DatabaseReporter __§_.‘52,733 ___}_5? 840
RounData | n/o $48,650

See also: Word 2013: Instructions for using Microsoft and OneDrive accounts
Having fun!

Y ou finished reading the article "Word 2013 full-text tutorial (Part 12): How to break pages, paragraph
breaks" edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and
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tricks. Y ou can search for similar articles on tips and guides. Thank you for reading and for following us
regularly.
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