Page Breaks and Section Breaks: What’s the Difference?

People often get page breaks and section breaks mixed up. The problem usually starts with something similar to the following scenario:

You are working on a document. You want to go to a new page. You start pressing the Enter key until the new page appears. One day, someone tells you that you need to enter a “page break”. And so you go looking for one… and you look and you look.

You finally locate a command on the Insert menu, “Break”. You click it and get the following dialog box:
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You see different types of “breaks”. You were told “Page break”, but you see an option that says “Next page”… and the problems begin.

MS Word provides two types of breaks, page breaks and section breaks.

A page break is used for just that – to push all text that follows onto the next page. In most cases, unless you are working with advanced formatting features, this is the command you want.

To insert a page break quickly, without having to open the Break dialog box, on the keyboard press <Ctrl+Enter> (that is shorthand for saying to press the Ctrl key and the Enter key at the same time).

Other options that you might use are:

· Column break: If you are working with columns, this forces all of the subsequent text into a new column.
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Text wrapping break: This is used to force a LINE break in the middle of a paragraph. It should be used sparingly. It is helpful when you have text[image: image2.png]



which absolutely MUST go onto the next line but remain in the same paragraph. 

So just what is a section break? 

Do you see that line above? That is a section break. A section break let’s you change the document layout, for only that specific section. For example, if you want a document with a horizontal and a vertical page, you would use a section break. Do you want different headers and footers to appear on only one page of your document? A section break is the answer.

However, section breaks must be used very carefully, otherwise they will completely mess up your headers and footers. Headers and footers are a topic to themselves.

That funny character is a line break








©2008 D. Hemstreet. For more information contact CEOGuay@gmail.com


