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Microsoft Word 2:
Page Setup, Breaks, Numbers, Tables

Page Layout
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Pages

Found on the insert ribbon. Allows you to break the
page where your cursor is located and start working on
the next page
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Page Number
Page number is used to add page numbers to a document

Use the preformatted setups to choose placement
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To Change the look click
the format page numbers
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Chapter starts with style: |Heading 1
|Ise separator: (hyphen)
Examples: 1-1, 1-A
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Inserting a Table - great for organizing
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Designing a better table
Once the table is created you will be in V| Header Row | First Column
design mode. If you lose the options for

design and layout simply click in your table
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Example of a basic table

Date First Last Phone
21304 Fred Flintstone 555-6565
141802 Barney Eaubble 548-6265
21804 IMarsha Brady 555-8796
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Examples of changed tables

Fred 555-6565
T FAG caoE It is completely your choice
Date First Last Phone and design

2113/04 Fred Flintstone 555-6565

1/18/02 Barney Fubble 548-6265

2412704 ¥arsha Date First Last FPhone

""""""""" 213504 Fred Flintstone 555-6565
1/18/02 Barney Fubble 548-6265
2118/04 Iarsha Erady 555-8796




