
WORD DEMO
Before you do anything else print this document on an imagewriter with the Times fonts installed on your startup disk.  If 
these fonts are not installed the format will be off and you will not understand the point of this demo.
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The biggest complaint users have about Microsoft WORD is that it can't mix text and graphics on the same line.  Granted it is not as easy to do this in  
WORD as it is in PageMaker, but it is not all that difficult with a little practice and a ruler.

The Secret
1. Start by setting your page margins.  This example has 3/4 inch margins all the way around.

2. Pull down the document window

3. Select Division Layout

4. Under "Break", Select "Column"

5. Under "Number of Columns", type 4 

6. Under "Column Spacing" type .25 inches.

Return to the document window and type your heading.  Center the heading.  It doesn't move over very far because it is centered in a column that 
is approximately 1.6 inches wide.

The Hidden Secret of Microsoft Word is…

Under the Edit menu select show rulers.  A right margin marker will be showing in the ruler at approximately 1.6 inches pointing left.  

The problem with Microsoft WORD is not the software… it's the instruction manual. 



Select only the line with your heading in it.

Drag the right margin to the 7.5 inch mark.

#*%$# Microsoft.  Why don't you want anyone to know that WORD can overlap columns.  This feature should have been an entire chapter in the 
manual.
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