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Slide 1
Text Captions: Click the Insert tab
In this document, we want to insert a page break before paragraph VI.  

There are two ways to do this:
1.  Add a simple page break at the beginning of the paragraph.
2.  Associate a page break with the paragraph so paragraph VI always appears on a new page, even if additional text is added.

To insert a page break, first click the 'Insert' tab.

Try again...
PAGE and 
SECTION BREAKS




			


Slide 2
Text Captions: Try again...
The insertion point is already positioned at the beginning of the paragraph.

To insert the page break, click the 'Page Break' button.
PAGE and 
SECTION BREAKS
Click the Page Break button




			


Slide 3
Text Captions: A page break is inserted before paragraph VI.

In the next screen, the page break will be removed so we can demonstrate another method.

PAGE and 
SECTION BREAKS







			


Paragraph page break
Text Captions: Try again...
The second method  associates a page break with the paragraph. For this method, first click the 'Page Layout' tab.
PAGE and 
SECTION BREAKS
Select the Page Layout tab




			


Slide 5
Text Captions: Click the Paragraph... button
Try again...
Next, you need to open the 'Paragraph' dialog box, as you did in earlier versions of Word.

Click the 'Paragraph' dialog box launcher - the little angled arrow at the corner of the 'Paragraph' group on the Ribbon.

PAGE and 
SECTION BREAKS




			


Slide 6
Text Captions: Click the Line and Page Breaks tab
Try again...
The 'Paragraph' dialog box is the same as in previous versions of Word.  Since it usually displays the 'Indents and Spacing' tab, you need to select the correct tab. Click the 'Line and Page Breaks' tab now. 

PAGE and 
SECTION BREAKS







			


Slide 7
Text Captions: Select the Page break before check box
Try again...
The 'Page break before' is where it always was in previous versions of Word.

Click the option for 'Page break before.'


PAGE and 
SECTION BREAKS




			


Slide 8
Text Captions: Click the OK button
Try again...
To close the dialog box, click the 'OK' button.
PAGE and 
SECTION BREAKS




			


Slide 9
Text Captions: The page break has been inserted.  The result looks similar to the first method; the difference is that the page break travels with the paragraph, so the heading always appears on a new page.

In the next screen, a different part of the document will be displayed so you can insert a section break.


PAGE and 
SECTION BREAKS







			


Section Break
Text Captions: Select the Page Layout tab
Try again...
Section Breaks

'Schedule A' should begin a new section.  The cursor is already positioned correctly.

Section breaks are found on the 'Page Layout' tab, in the 'Page Setup' group.

First, click the 'Page Layout' tab.
PAGE and 
SECTION BREAKS




			


Slide 11
Text Captions: Click the 'Insert Page and Section Breaks' button
Because this Word 2007 screen is not maximized, the 'Breaks' group is not fully displayed.  You can see the icon only, plus the extended tooltip because we pointed the mouse at the icon for you.

At left is a picture of the group as it appears on a maximized screen.

Click the 'Insert Page and Section Breaks' button on the Ribbon above to continue.
PAGE and 
SECTION BREAKS
Try again




			


Slide 12
Text Captions: Select the Next Page option
Try again...
Word 2007 offers the same options for breaks as earlier versions, with a more graphic display.

Click the 'Next Page' option to insert the section break in the document.

PAGE and 
SECTION BREAKS







			


Slide 13
Text Captions: Click the 'Draft' button
Try again...
The section break has been inserted.

The document is displayed in 'Print Layout' view, To see the section break more clearly, click the 'Draft' View button at the bottom of the screen.
PAGE and 
SECTION BREAKS




			


Slide 14
Text Captions: The document is displayed in 'Draft' view (formerly 'Normal' view), and you can see the section break clearly.

You have completed this tutorial. The next slides allow you to verify that you know how to insert page and section breaks in Word 2007.
PAGE and 
SECTION BREAKS
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