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Header-to-Footer Break Dancing

There’s just no better way to describe the frustration and aggravation that many users of Word have when trying to set up proper headers and footers. To get around the anomalies, we’ve seen people use textboxes, put section breaks on every page, and all sorts of other workarounds. This month, we share the secrets that make this process easy. We describe the different section breaks, when to use them, and how to get control of your headers and footers.

What are Breaks for?

Under the Insert(Break menu, there are several types of breaks. They control your page layout and affect the use of headers and footers from one page/section to the next. To test some of the information provided below, you’ll want to have your Show/Hide button set to ON.

Types of Breaks and When to Use

Page Break

Page breaks are easily inserted by hitting Ctrl+Enter on your keyboard. Instead of hitting the Enter key a number of times to get your cursor to the top of the next page, use Ctrl+Enter instead. This inserts a manual page break. The problems with using paragraph returns to get to the next page are these:

· If you later add text somewhere, you must readjust all of the paragraph returns so that your text isn’t all moved down.

· Some printers print differently than others. If you use a page break, the text on the next page is sure to print at the top of the page. If you use paragraph returns, the printer driver may actually shift these up or down. The longer the document, the worse the shifting.

It is not necessary to use page breaks in your documents at all. Certain paragraph formatting accomplishes some of the reasons we use page breaks. For instance, If I want to ensure that the text in my paragraph above stays with the bullets that follow it, regardless of how much text I insert on pages above it, I would click inside that paragraph, hit Format(Paragraph, choose the Line and Page Breaks tab and choose the Keep with Next option. This keeps the paragraph return on the same page as the next paragraph return.

When discussing styles, we said that you would not need to use paragraph returns to put space between your paragraphs. This is the perfect example to explain why an additional paragraph return between the above paragraph and its following bullets does not work well with other Word features. Here, the Keep with Next would only ensure that the leading paragraph of text would stay on the same page with the spacer paragraph return and not with the next bulleted item’s paragraph return.

Column Break

This break simply allows you to move to the top of the next column in a newsletter or other column layout. When you have not set any columns, Word still *assigns* one column. So, in effect, a column break works as a page break when you have not formatted to use columns.

Text Wrapping Break

The text below a text wrapping break is forced to drop below the item being wrapped around. This is great to use when you’re starting a new paragraph while the text is wrapping, and it would not look right to have the first sentence cut off.

As shown here, if you place a text wrapping break just before this paragraph, this paragraph would be forced to reside below the picture and aligned to the left margin instead of partially wrapped with this last text not wrapping.

Most of us would much prefer to have the above look like this instead:

The text below a text wrapping break is forced to drop below the item being wrapped around. This is great to use when you’re starting a new paragraph while the text is wrapping, and it would not look right to have the first sentence cut off. We have inserted a text wrapping break right here(
As shown here, if you place a text wrapping break just before this paragraph, this paragraph is now forced to reside below the picture and aligned to the left margin as it is now.

Next-Page Section Break

The least confusing section break is the next-page section break. It combines a section break with a page break. It allows you to change headers and footers from one page or group of pages to the next. By default, the next-page section break assigns the headers and footers to be *Same as Previous*. We provide more information about this later in the newsletter.

Continuous Section Break

If we had our way, this section break type would not exist. Suppose you have a long list of bullets and you would like them to appear side by side instead of vertically down the page. Above the list, you can insert a continuous section break, format the bulleted list area to be two- or three-column layout, and then insert another continuous section break below the bulleted list, and format back to a one column layout. Likewise, if you were to select the bulleted list and then format a multi-column layout, Word would automatically insert the continuous section breaks for you.

So why don’t we like them? Virtually any column layout you might want to use is be much easier produced in a Word table, while avoiding confusion about the number of sections in your document. If you have a 300-page document with 7 chapters, you will have 8 sections; the first section being the cover page and Table of Contents. If you have 3 areas of column formats, you’ll have 11 sections. This would drive even the best Word Desktop Publishers insane trying to figure out which section they’re in, and the chapter they’re in.

Even-Page Section Break

Suppose you are using a duplex printed layout. Duplex means you’re printing the document two-sided. You may want every new Chapter of your manual to start on an even page or left-hand page. This is highly unlikely, so we’ll save the description of this, which is similar, for the next section break type.

Odd-Page Section Break

More likely to be used than an even-page, the odd-page section break is like a next-page section break, except that it forces the page number to be that of the next available odd page number. Suppose our chapter 2 is 9 pages long. It began on page 11 and ended on page 19. We want the next chapter to start on the next odd page, or page 21. Inserting an odd-page section break makes that occur.

Okay, so we’re not crazy about this section break either. Why? We’ll tell you:

· Some printers do not recognize the appropriate duplex printing commands of Word. Hence, you are forced to insert any blank pages that may exist. In our example above, page 20 would not even exist. So your duplex print job could get all messed up by printing page 21 on the back of page 19 instead of making a blank page 20.

· If you’re printing this document and copying it with a duplex copier, again, you won’t have the blank page 20 to insert and print onto the back of page 19. So you could easily waste tons of paper.

What’s our workaround? Use regular next-page section breaks instead. It is far nicer to have the blank page and, perhaps, as statement like *This page intentionally left blank*, than to deal with the issues above. As you move from one page to the next, you’ll know exactly where you are. If you’re an experienced Word user, perhaps you understand these issues. But what happens when you move onto another job or get a promotion? The person who takes your place must also know of these anomalies. We have found that we may know how to use Word’s features to their fullest. However, the best Word users understand that everyone is not as experienced.

Same as Previous

This is the one that confuses us all. We’ll summarize how we got to this point:

1. You found that you needed to insert section breaks to change your headers and footers.

2. You inserted a next-page section break at the bottom of each page preceding the next chapter’s heading.

3. You layout your first section under Page Setup to have a different first page because this allows you to have a cover page without a header or footer, and a Table of Contents with a header and footer.

4. You go to View(Header and footer, and you type your Table of Contents header in.

5. You hit the Show Next button on the header/footer toolbar. You change “Table of Contents” to read “Chapter 1”.

6. You save, close, and go to lunch.

7. You come back from lunch, and open your document, only to find that your Table of Contents header now reads Chapter 1.

Why?? View(Header and footer. Go to the Header for Section 2. Section 2 should be your first Chapter. Note that on the left it says *Section 2 Header*. On the right, it says *Same as Previous*. Turn the Same as Previous setting OFF with the button on the header/footer toolbar. Hit the Show Previous button so that you can see your table of contents heading. Change it to read “Table of Contents” instead of “Chapter 1”. Hit the Show Next button to go to Section 2 Header again. It should still read “Chapter 1”. Hit Show Next to go to Section 3 Header. Turn the Same as Previous setting OFF, and change the heading from “Chapter 1” to “Chapter 2”. Hit the Show Next button to go to Section 3 Header, turn Same as Previous OFF, and change “Chapter 2” to read “Chapter 3”, and so on. Likewise, you could go through all headers, and turn the Same as Previous off on all of them, and then fill in your chapter names.

Footers are less likely to need the Same as Previous setting removed. Most people put chapter titles in the headers. If you’re putting them in the footer, you’ll need to do the same as we described above, except you’ll be changing settings on the footers instead.

Some Rules to Guide You and a Few Extras Thrown In

· The *Different First Page* layout is nice to use in the first section when you have a cover page, or in every section if each of your chapters has its own cover page. It’s also nice to use to create stationery that is already set up for a different header on page 2. See our downloadable stationery for sample one-page templates that are already set up for different headings on page 2. We inserted a page break, set *Different First Page*, change the heading on page 2, and then deleted the page break. And you thought it couldn’t be done!

· The *Odd/Even Pages* layout is nice if you need to have, for instance, your chapter name and page numbers on the outside of the pages when you’re printing double-sided.

· If you are on *First Page Header Section 4*, the Same as Previous setting is telling Word to use the same header as the previous First Page Header—not the previous header. Suppose Section 3 was the only section that was not set up as different first page? Then it is taking the header from First Page Header Section 2.

· If you are on *Odd Page Header Section 4*, the Same as Previous setting is telling Word to use the same header as the previous Odd Page Header—not the previous header.

· You will find it much easier to use the Insert Page button on the header/footer toolbar than to use the menu item. The menu item inserts the page number into a text box. These text boxes have been known to float around, and even get lost. Use the big # sign button on the header/footer toolbar instead. You can easily center, left-align, or right-align the page numbers.

· Always put a paragraph return at the bottom of your header and at the top of your footer. This allows space so that the body of your document does not sit *right below* your header text or *right above* your footer text, which could confuse the reader.

· Can’t get your logo to sit properly with your text in the header? Insert a 2-column, 2-row table. Paste or insert your logo. Set your logo NOT to float over text (Word 97) or set it to be inline with text (Word 2000 and XP). Then place it inside the top-left cell. Put desired text in other cells and left/right align, remove the borders from the table (keep the bottom one if you want) and do a print preview to make sure you like the layout.

More Info?

Let me know if we should elaborate more on any of the section/header/footer information we’ve provided here. We want all readers to now understand section breaks and be able to control their headers and footers. If you don’t—tell me why, please!  BreakDancing@TheWordExpert.com.
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Quickies

Clipart and Screenshots

Still trying to use the clipart that came with Office? Forget about it! Use the Clips Online feature. If you’re like us, and tried Clips Online a few years ago, there was virtually nothing. These days, however, Clips Online is easier to search and download than ever. We recommend it highly!

Dreamboat is still a proponent of SnagIt! software by TechSmith. She’s been urging people to use it for over three years. It works better than Alt-Print Screen, is capable of providing any number of outputs (like directly to a designated file folder as a GIF or JPG), and can even capture those dropdown menus that disappear when using the Alt-Print Screen method. We receive NO compensation for this plug to TechSmith. We just believe it’s a must-have if you’re using screenshots of any kind.

PowerPoint

· To jump to slide 18 while playing your show, just type “18” (without the quotes) and hit enter.

· There is no nice way to convert from or to presentations created in other programs. You’ll likely end up with slides that just contain one graphic each, and they’re not easily editable.

· Create your presentation in Word by applying Heading 1 to all lines that should be a title and Heading 2 to all lines that should be bullets. Then hit File(Send to(Microsoft PowerPoint.

· PowerPoint XP finally has protection features. For previous versions, try www.Aladat.com for PowerPoint utilities.

Access

· The commonly forgotten shortcut keys. Everyone knows they exist, but they forget what they are: Ctrl+’ copies the value of the previous record. Ctrl+: inserts the current time. Ctrl+; inserts the current date.

· When creating data fields in your table, don’t use spaces. Doing so may later force you to have apostrophes, quotes, or brackets in your calculations and expressions. Make your captions pretty, but your field names should be efficient!

· Don’t use Access’ reserved names. Words such as Date, Time, and ID are “names” that Access uses internally. Using them in your field names can cause problems—now or later. Precede your fieldname with the table name or some derivation of it to distinguish it from an Access reserved name, such as “InvDate” instead of just “Date”. It is safe, however, for your Caption to read “Date”.

Excel

· Create a Table of Contents (TOC)? Are you crazy? A whole lot easier than you think. Just go to cell A1 in each sheet. Hit Insert(Name(Define. Give the cell a name; use the sheet’s name if you’re not already. On your first sheet—your TOC—type each sheet’s name. Select the cell that you typed the first name in. Hit Insert(Hyperlink. Hit the Bookmark button and then choose the name you gave to cell A1 on that sheet. This is an especially nice method to use if you’ve hidden your sheet tabs for other purposes. Put a nice big title for your workbook above the TOC. Then hit Ctrl+a and fill all the cells white or some other color.

· Keep your sheet names and workbook names short. Store your workbooks in short directory names, and not too deep into a folder tree. Why? Formulas are only allowed to be a specific number of characters (1,024 in Excel 2000). When linking from one workbook to another, your formulas could become extremely long. An alternative is not to use those names in formulas. Rather, link to the external workbook on a hidden sheet in your workbook. Then in your formulas, use the reference in your current workbook. To find out more about limitations in Excel, do a search for “specifications” in the help files.

· I hit tab and jump ten columns to the right. Why? Check out the selections under Tools(Options, Transition tab. Make sure none of the *Transition* checkboxes are checked. These settings make Excel using Lotus 1-2-3 navigation and formula settings.

· Can’t open your Excel file? Office XP’s recovery features are great. If you can’t open your file and don’t have XP or access to it, Dreamboat will gladly attempt to recover your file free of charge. Dreamboat@TheWordExpert.com 

Word

· Why some files act really strange: The content has been copied from the web and pasted into the document; this has been known to create paragraph returns that you CANNOT delete. The file has been saved as HTML, and then opened and saved as a Word document again; this causes text to NOT print for no explicable reason. Saving your files as plain text or RTF, closing, and then reopening in Word can help a lot.

· If the text in your table cells disappears beyond the edge of the cell, check your paragraph indents and make sure they’re zero. Format(Paragraph . . .

· If you’re really close, but just can’t get that one final thing to work right in your Word document, what do you do? Call Dreamboat at 215-536-4538 and pay just a buck a minute, or email the document with as much information as you can provide—she’ll likely do it for free. Dreamboat@TheWordExpert.com
Site Stuff

New Web and Name

Okay, so TheWordExpert has more information about Word, but still has lots of information about the entire Office Suite. And the forums cover the whole Office Suite too. What’s up with that?

TheWordExpert will soon merge with TheOfficeExperts, a web created by us. In hindsight, this is what we should have done in the first place. TheOfficeExperts will still provide tons of information about Word, but will include all the other Office applications too. The goal is to educate our audience about Office, to use the programs to their fullest, and to learn to automate procedures that you now spend too much on. We hope that in combining this into one web, you’ll never need to go anywhere else. We’ll soon be announcing the new technical support forum, which supports email notifications, private messages, file uploads, and other goodies that the current one does not support.

Monthly Cartoon compliments of Bill Browning
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