Lesson C3b – Handout

CHANGING LINE SPACING, ALIGNMENT, AND TAB SETTINGS

Change the Line Spacing:  The default line spacing for MS Word is “Single” space.  The line spacing below has been changed to “double.”
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Procedure to Change Alignment:

Click anywhere in the paragraph you wish to change alignment
In the Formatting Toolbar, click on desired aligament tool
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Struggle and survival, losing and winning, doesn’t matter.  It’s entering the race that counts.  You enter, you can win, you can lose. . .but it’s all about entering the race.  Pam Grier

Procedure to Change Line Spacing:


Format Menu


Paragraph . . .(Dialog Box)


Indents and Spacing Tab:  


In the Spacing portion of dialog box, bring down the drop-down box for Line Spacing—select Double.


OK

Change the Alignment:  The default alignment for MS Word is “Align Left.”  Below are examples of the four alignment choices:

Align Left

Struggle and survival, losing and winning, doesn’t matter.  It’s entering the race that counts.  You enter, you can win, you can lose. . .but it’s all about entering the race.  Pam Grier

Center

Struggle and survival, losing and winning, doesn’t matter.  It’s entering the race that counts.  You enter, you can win, you can lose. . .but it’s all about entering the race.  Pam Grier

Align Right

Struggle and survival, losing and winning, doesn’t matter.  It’s entering the race that counts.  You enter, you can win, you can lose. . .but it’s all about entering the race.  Pam Grier

Justify

Struggle and survival, losing and winning, doesn’t matter.  It’s entering the race that counts.  You enter, you can win, you can lose. . .but it’s all about entering the race.  Pam Grier

Procedure to Change Alignment:


Click anywhere in the paragraph you wish to change alignment


In the Formatting Toolbar, click on desired alignment tool
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Change Tab Settings:  The default tab setting is a left tab set at every one-half inch.  Below is an example that demonstrates using the default tab setting to indent the first line:

Struggle and survival, losing and winning, doesn’t matter.  It’s entering the race that counts.  You enter, you can win, you can lose. . .but it’s all about entering the race.  Pam Grier

Here is an example of the tab setting being changed to 1.5”.  It is still a left tab:


Struggle and survival, losing and winning, doesn’t matter.  It’s entering the race that counts.  You enter, you can win, you can lose. . .but it’s all about entering the race.  Pam Grier

Procedure to Change Tab Settings:


Format Menu


Tabs . . . (Dialog Box)


Tab stop position:  Enter 1.5


Alignment:  Left


Set


OK

Justify





Center





Left





Right








