[bookmark: _Toc256366010]Page Breaks, Widow/Orphan Control
1. Open Fun Poetry from quia.com
2. Save as Fun Poetryxx on your S: drive
3. Set up the3-column Header as follows:
a. Name, period-work station, Fun Poetry
4. Insert Page Breaks 
a. Place the insertion point at the beginning of the bolded line “Get up! Get up!”
b. On the Insert ribbon, Pages grouping, click on Page Break 
c. Place the insertion point at the beginning of the line “My Penmanship is Pretty Bad”
d. InsertPagesPage Break 
e. Place the insertion point at the beginning of the line “Peter Passed a Note Today”
f. Hold the ctrl button and press Enter
5. Format the Title on the cover page
a. Select the Title (Fun Poetry) and then click on Title in the Styles grouping on the Home ribbon
b. Select the Subtitle (By Kenn Nesbitt) and then click on Subtitle in the Styles grouping on the Home ribbon
6. Format the page titles
a. Change title of each poem to Heading 1
7. On the Home Ribbon, Styles grouping, click on Change Style
8. Under the Style Set submenu, select Word 2007 from the menu
9. Learning about Widows and Orphans
Widows are single lines of a paragraph that appear at the bottom of a page. Orphans are single lines of a paragraph that appear at the top of a page. As a general rule, we always want to keep at least two lines of a paragraph together. The Widow/Orphan control option will force MS Word to keep at least two lines of a paragraph together eliminating Widows and Orphans. 
Although this document doesn’t have any Widows or Orphans, it is important for you to learn how to control them for the reports unit we will do. 
a. HomeParagraphLaunch Button
b. Click the Line and Page Breaks tab
c. Select the Widow/Orphan control check box. 
10. Save as Fun Poetry.doc and close this document.
11. Do not dropbox today.

