


[bookmark: _Toc52790336]Three Levels of Formatting
· Character Formatting
· Where to find most character level formatting:
· Right-click, Font  Font Dialog Box
· Character level formatting is stored in the characters

· Paragraph Formatting
· Where to find most paragraph level formatting:
· Right-click, Paragraph  Paragraph Dialog Box
· Paragraph level formatting is stored in the paragraph marks

· Section Formatting
· Where to find most section level formatting:
· Alt+P + S + P  Page Setup Dialog Box
· Section level formatting is stored in the sections

· To set a section break:
· [image: ]
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Column
Indicate that the text following the column
break wil begin in the next column.
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=1 TextWrapping
S|  Separate text around objects on web
pages, such as caption text from body text.

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

Even Page
Inserta 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.
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