Formatting a Cover Page

If you are writing a report, you will probably want to create a cover page. In most word processors, this would be done as a separate file. In Word you can format a cover page as part of the document containing the report. This is done by making the cover page one section and the rest of the report another section. To do this, follow these steps:

1. At the beginning of your document, enter the information you want for your cover page. Don't worry about formatting yet; just enter the text. 

2. Position the insertion point at the beginning of the report, but after the cover page information. 

3. Select Break from the Insert menu. You will see the Break dialog box. 


4. Click on Next Page. 

5. Click on OK. 

6. Format the text in your cover page as you desire. You can even change headers, footers, and page margins. (If you change the page layout, make sure you only apply the changes to the section you used for your cover page.) 

