	Linking Text Boxes in a Word Document

Curriculum Areas: Language arts/math/social studies/science 
Grade Level: 4 and up
Application: Microsoft® Word 2002 and 2000
Tip: Link text boxes together when creating a newsletter or newspaper in Word. 

Description: Place text boxes anywhere in a document, even on different pages, and then link them together so that the text flows from one text box to another. This feature definitely comes in handy when creating multipage newsletters or newspapers. Text boxes also give you the flexibility to design more sophisticated layouts and place text exactly where you want it. 

Sample: 

Linked Text Boxes




	

	

	

How to: 

1. Start with a blank document in Word 2002. 

2. Before you type the text for your newsletter or newspaper, create a text box where you would like to place an article. The Text Box tool is found on the Drawing toolbar. (If the Drawing toolbar is not visible, on the View menu, click Toolbars, and then Drawing.) 

3. Type the text of the first article. When you run out of room in the text box and want to type the rest of the article elsewhere, even on another page, just create another text box where you would like to continue the text. (If necessary, insert a page break to start another page.) 

4. To link the two text boxes together: 

a. Click within the first text box. 

b. Click the Create Text Box Link button on the Text Box toolbar. (If the Text Box toolbar isn't visible, on the View menu, click Toolbars, and then Text Box.) The insertion point turns into the linking tool, which looks like letters flowing out of a container. 
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c. Click within the second text box, the one that you want the rest of the text to flow into. Now, when the first text box fills up, the rest of the text you type will automatically flow into the second text box. 

5. Continue creating text boxes anywhere in your document, even on different pages. 

6. Click within one of the text boxes and use the Previous Text Box or Next Text Box buttons on the Text Box toolbar to jump from one linked box to another, even if they are on different pages. These tools make it easier to work with the text in one article when it flows onto the following pages. 



Source:  http://www.microsoft.com/education/default.asp?ID=LinkTextBoxes
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