
How to Make Columns



This document is actually two 

pages, typed. I want to turn it 

into a page, with two columns.



Then, go to Format and select Columns

I need to highlight all the text I want to 

include in the columns FIRST.



This Dialogue box will appear.

Note several things:

1. Number of columns is 1.

2. Width is 6.5”

3. The Preview shows only 1 column.



Because I want 2 columns, I could 

either click this button or change this 

to 2. Both actions do the same thing.

Note several things:

1. Width is 3”

2. Spacing is 0.5” 

3. The Preview shows 2 columns.

Note:  You can change the Width or 

Spacing by using the up/down 

arrow keys.



Okay, I have 2 columns.


