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Columns, Breaks, Bullets, Symbols, Numbers Information 

 

Columns 

Perhaps you have seen brochures with two or three columns of information.  Or perhaps you 
have read magazine articles or newspapers that have information written in a column format.  
The Column Feature can be used even if a document has already been typed as a full page.  In 
fact, it is easier to type all the information first, using the full page before putting it into 
columns. 
 
Once material is typed, it can be selected and put into columns.  The steps are: 

1.  Select (Highlight) the text to be put 
into a column 

2. Click on PAGE LAYOUT tab, and 
choose columns. 

 
 
 
 
 
 
 
3.  The pull down menu that appears, allows a selection of column types.  
Notice the diagrams next to the choices to display how that particular choose 
would look. 

 
 
 
 
 

4.  If you click, “More Columns, a Columns 
dialog box appears again displaying how 
the columns would look.  However, here 
changes can be made to the spacing 
between columns.  Notice just below the 
“Left” column displayed there is a small 
box that can be checked to put a line 
between your columns if you prefer. 

5.  Once the column type is selected, [ENTER].  The text is divided as per your choice.   
6. Perhaps, though, the columns are not even or don’t contain the information in the order 

you prefer.  A column break can be used to put the information where you want it. 
7.  A column break is found in PAGE LAYOUT tab, Page Setup group, Breaks topic. This 

feature will force the columns to display as you would like them to. 
8. Please see About Breaks on Page 2. 



CAPS 111 Columns, Breaks, Bullets, Symbols Information by Fran Wells is licensed by CC-BY 4.0 Page 2 
 

ABOUT BREAKS 
 
A document can be divided into Page Breaks and Sections Breaks.  Formatting mark can display 
following a break.  Using the Show/Hide key allows you to see the section break and labels the 
type of break. 
 
When a document is divided into sections, each section can have different layout settings 
including different page orientations, different margins, or different headers or footers and the 
changes on that particular section will not interfere with other sections.  A section is a portion 
of the document that is separated from the rest of the document by section breaks.  Section 
breaks are formatting marks that are inserted in a document to show the end of a particular 
section.  .  Documents can be put into sections even after all the materials has been typed.  
Section breaks can easily be removed if not needed.  
 
There are many types of Section breaks.  
To see the choices, click on PAGE 
LAYOUT, Page Setup, Breaks.    
 
 

 
 
The pull-down menu displays many types of breaks divided 
into two categories – Page Breaks and Section Breaks.  See 
the table on the next page that describes each type. (A page 
break was used to force the table to the next page.  This was 
used so the entire table is together.) 
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BREAKS 
Page Breaks How it divides document 

Page Forces the text following the break to begin at the top of the next page. 

Column 
Forces the text following the break to begin at the top of the next column on 
the same page 

Text 
Wrapping 

Forces the text following the break to begin at the beginning of the next line.  
Used on web pages and captions. 

Section 
Breaks 

 

Next Page 
Begins a new section and mo9ves the text following the break to the top of 
the next page 

Continuous 
Begins a new section on the same page but keeps the same formatting of the 
previous page 

Even Page 
Begins a new section and moves the text following the break to the top of the 
next EVEN-numbered page 

Odd Page 
Begins a new section and moves the text following the break to the top of the 
next ODD-numbered page 

 
 
 

Bulleted Lists   
 
Bullets are characters that appear before an item in a list.  These characters add emphasis to 
the list.  The Bullet feature is found by clicking on HOME tab and finding the Paragraph Group.  
In that group on the top row from left to right are bullets using some symbol, numbered lists 
and multi-level lists.  You can find the right list by hovering over each icon. 
 
 
A list may look like this:   
 
 

But could look like this: 
 
 
 

To change the bulleted list to use a different symbol, select the entire list and then click on the 
bulleted icon.  Any symbol in the bullet library can be used chosen and will quickly replaces the 
previously used bullet.  
 

Remove Bullets 
To remove bullets, in the same dialog box as the Bullet Library is a choice for None. 
  

Fruits 
Apples 
Oranges 
Lemon 
Limes 

Fruits 
 Apples 
 Oranges 
 Lemon 
 Limes 
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Symbols 
Different symbols besides checkmarks or circles can be used on a list.  To find a different 
symbol, click on the INSERT tab, and find the Symbols Group on the far right side (usually).  Click 
on the down facing arrow under the word “Symbol” to see some choices.  However, if you click 
on “MORE SYMBOLS,” you have hundreds of choices.  Each font type has its own symbols for 
things but you can use these symbols even if you aren’t using the same font type.  The best 
ones are in the Wingdings (1 and 2) and Webdings groups.  In the Font box click the down -
facing arrow and scroll to the w’s.  Scroll bars to the right of the symbols allow you to see many 
more types.  Notice each character has a character code.  If you know the code number, you 
can find your symbol quickly by typing in the code.  If you find something you like, press the 
INSERT button at the bottom of the screen.  The character will display in your document.  It can 
be copied and pasted elsewhere.  It also can be enlarged by increasing the font size.   
 

Changing bullet symbols 
To add a symbol to a bulleted list, first open the bullet icon (HOME tab, Paragraph Group, 
Bullets).  Click on the arrow next to the bullet icon’s box.  At the bottom of the dialog box are 
the words “Define New Bullet.”  Click on that and it will take you to another dialog box.  In the 
upper left corner is the word “SYMBOL” click on that and it will take you to the same menu of 
symbols described above.  Chose a symbol and click OK and it becomes a symbol you can 
choose when making a bulleted list. 
 
 

Numbered Lists 
 
Numbered lists allow different for numbering systems that may enhance your document.  Click 
on HOME tab, find the Paragraph Group, and click on the icon in the top row for the Number 
List.  You can always find the correct icon by hovering over it with the mouse. 
 
You list may look like this   
 
 

But it could look like this. 
 
 
 

By selecting the list, it can be changed to bullets or numbers very quickly by clicking on the icon 
you wish to use.  If the numbers get out of order, they can quickly be put in the correct order by 
removing the numbering and then applying the numbering again to the list.   
 

Remove Numbers 
In the Numbers Library in the Number List, there is an option for None. 
 
 

Fruits 
Apples 
Oranges 
Lemon 
Limes 

Fruits 
1. Apples 
2. Oranges 
3. Lemon 
4. Limes 


