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            INTRODUCTION

          

        

      

    

    
      This book is part of the Easy Word 365 Essentials series of titles. These are targeted titles that are excerpted from the main Word 365 Essentials series and are focused on one specific topic.

      If you want a more general introduction to Word, then you should check out the Word 365 Essentials titles instead. In this case, Word 365 for Beginners which covers paragraph and page formatting in Word as well as other introductory topics.

      But if all you want to learn is how to format paragraphs and pages in Word, then this is the book for you.

    

  


  
    
      
        
          
          

          
            PARAGRAPH FORMATTING

          

        

      

    

    
      In the last chapter the focus was on how to format individual words. Sure, you can apply that kind of formatting to every word in a document, but the formatting itself happens at the word level. Now it’s time to move up to the paragraph level.

      Most paragraph formatting options are located in the Paragraph section of the Home tab. Some of the options are also available in the mini formatting menu.

      There is also a Paragraph dialogue box that includes the most options which can either be opened by clicking on the expansion arrow in the Paragraph section of the Home tab or by right-clicking in the main workspace and choosing Paragraph from the dropdown menu.

      So, without further ado:

      

      
        
        Paragraph Alignment

      

      

      In the bottom row of the Paragraph section of the Home tab there are a series of images that show four lines. If you look closely at those lines you’ll see that they represent different alignments. The left-hand one has all lines aligned along the left side, the next one has all lines centered, etc.

      These are your alignment choices.
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      They each also have a control shortcut, which you’ll see listed if you hold your mouse over each option. Align Left is Ctrl + L, Center is Ctrl + E, Align Right is Ctrl + R, and Justify is Ctrl + J.

      Here are examples of all four:
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      Notice that with left- and right-aligned every row lines up along that side but that the opposite side is “ragged” so ends at different points. With centered each row is ragged at both ends and by an equal amount so that the line is centered within that space. With justified the spacing between the words is stretched out so that each row except the last one is lined up on both the left-hand and right-hand side.

      Most documents will use either left-aligned or justified paragraphs but centered is often used for things like section headers. Right-aligned I would say is rarely used, at least in languages that read left-to-right, but it can be useful for a side note in a formatted report.

      The mini formatting bar is dynamic in Word 365, meaning the choices you see will change on you. By default, I believe your paragraph options will look like this:
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      You can see that there is an option for Center, but not the other alignment options.

      However, after I was working on this section for a bit, mine looked like this:
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      Now I can also see options for Justify and Align Left but the Line and Paragraph Spacing option is gone. At other points I’ve seen it with options for Center and Justify but not Align Left.

      Which to me makes it an option that would not be my first choice. It’s there. You can try using it. But the options in the Paragraph section of the Home tab are more consistently available.

      Your final paragraph alignment formatting option is the Paragraph dialogue box which you can open by clicking on the expansion arrow in the corner of the Paragraph section of the Home tab. Alignment is available in the top section in a dropdown under General in the Indents and Spacing tab:
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        Line Spacing

      

      

      Throughout school and also with submitting short stories I’ve always been asked to turn in double-spaced papers. But in the work world double-spaced looks horrible for a final report or memo. So chances are at some point in your life you will need to create a document that uses a different spacing than Word’s default, which currently appears to be 1.08.

      Here are examples of two paragraphs. The first has the default line spacing of 1.08. The second is double-spaced:
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      The way I usually adjust paragraph spacing is to use the Paragraph section of the Home tab. Just to the right of the alignment options in the bottom row is a dropdown menu of choices described as Line and Paragraph Spacing:
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      You can hold your mouse over each choice in the list to see what it will look like. Click on a choice to apply it.

      If you click on Line Spacing Options in that dropdown it will open the Paragraph dialogue box. Line Spacing is located in the Spacing section on the right-hand side. There is a dropdown menu for Line Spacing there:

      
        
          [image: Line Spacing paragraph dialogue box]
        

      

      Sometimes I need to use that Exactly option which will then display a font size in the At box that you can adjust.

      The mini formatting menu will usually also have the Line and Paragraph Spacing option which uses that same dropdown as in the Paragraph section of the Home tab, but as we saw above, not always.

      There are also control shortcuts for paragraph spacing. I personally have never used them because I generally am only using one paragraph format in a document so can just use Ctrl + A to select all and then choose my format from that dropdown menu.

      But if you want to use control shortcuts, Ctrl + 1 will give you single-spacing and Ctrl + 2 will give you double-spacing.

      

      
        
        Space Between Paragraphs

      

      

      I mentioned above that sometimes when formatting reports that combined portions written by different team members we’d run across a situation where the sections just didn’t quite look the same. Tracking down that difference was a challenge, so I’d use the Format Painter to sweep formatting from one paragraph to another. Often what was driving this was a difference in the spacing that was used between paragraphs in those different sections.

      Also, this is a very useful setting to use for section headers or chapter headers. The inclination most people have is to use Enter to create space between a header and the text of that section, but the problem is that it doesn’t work well when text breaks across a page. You suddenly end up with two blank lines at the top of a page, for example. Using spacing between paragraphs instead is a way to get that distance but not end up with those weird awkward blank lines in your document.

      Space between paragraphs is also basically a necessity in the default way that Word formats paragraphs since there are no indents and having that space between your paragraphs is the only way to see that break in your text from paragraph to paragraph.

      While the dropdown we just looked at for Line and Paragraph Spacing does have options for adding a space before a paragraph or removing a space after a paragraph, my default is to go straight to the Paragraph dialogue box for this one.

      The settings are in the Spacing section on the left-hand side:
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      For a chapter header I put a space after. For a section header, though, I will often have values for both before and after. Same for any sort of separator. For me this is a visual setting where you basically play around with the values to see what works well for you.

      You can also choose to not include those spaces when dealing with paragraphs of the same style by checking that box there.

      Also, if you ever have different spacing at the bottom of one paragraph and at the top of the next, Word will use the larger of the two values, not combine them.

      

      
        
        Keep Together

      

      

      Since we’re here and I’m thinking about it, I also want to mention that if you click over to the Line and Page Breaks tab in the Paragraph dialogue box that there are two useful checkboxes there.
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      Keep With Next is good for any headers you have in your document because it will make sure that the header stays with the first paragraph of that section. Otherwise you can have a situation where your header is at the bottom of the page and then the text it’s actually related to is on the next page, which doesn’t look great.

      Keep Lines Together is useful for if you have any headers that go across more than one line or if you ever want to make sure that all of the lines in a paragraph are displayed on the same page.

      Just know that in order to make these both happen, Word is going to take all of the lines to the next page, which can result in excess white space at the bottom of the previous page. (If you’re reading this book in print, you have very likely seen a few examples of that by now. I haven’t formatted this book yet, but it happens in every one of these books that there is white space at the bottom of the page either to fit an image or to keep a header and its text together.)

      Use these settings, though, to get that effect rather than trying to manually format your report. Because all it takes is someone adding a paragraph earlier in the document to ruin all of that manual formatting and cause you a lot of extra work.

      

      
        
        Indents

      

      

      There are two types of indents to consider. The first is the first-line indent that you see in many books that distinguishes the start of each paragraph. The second is when an entire section or paragraph is indented from the rest of the text.

      The indent available in the Paragraph section of the Home tab is the full-section indent. You can click on a paragraph or select a series of paragraphs or bulleted or numbered entries (which we’ll discuss in a moment) and then click on the increase indent option and it will move that text in one tab space.

      Here I’ve taken three paragraphs and indented the second one once and the third one twice to show you what that looks like:
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      (Ignore the text, I was using a book on Microsoft Excel for the text for this one.)

      To reverse an indent, use the indent option with the left-pointing arrow in the Paragraph section of the Home tab.

      Once I indented those paragraphs the increase and decrease indent options were then also available on the mini formatting menu.

      You can also adjust the indent using the Indentation section of the Paragraph dialogue box. See on the left-hand side in the screenshot below where the Left indent is 1". This is also where you need to go to apply a first-line indent to a paragraph.
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      For the first-line indent, go to the Special option in the Indentation section and click on the dropdown. Select First
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