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Formatting Paragraph and Line Spacing
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The next two options on the drop-down menu allow you to change the spacing between
your paragraphs. Adding a space before or after your paragraph will create a double
space effect between paragraphs (or, a larger space than the one within paragraphs if the
text is already double-spaced).

If this “add space” option is already checked, the
label pop-up will change to “Remove space
before/after paragraph”. Removing the space will
reduce the space between your paragraphs.
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Lastly, if the presets are not what you are looking for,

you can click “Custom spacing” and type in your spacing | Paragraph spacing (pts)
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To format paragraph and line spacing in Microsoft
Word, simply stay on the “Home” resource tab and click
on the icon with four horizontal lines and a vertical

arrow, as shown in the red box.
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You will then see these options in the drop-down menu. There are a few presets
for line spacing already made.

If you are looking to create space between your paragraphs, simply click either
“Add Space Before Paragraph” or “Add Space After Paragraph”, depending on
your spacing needs.

If these presets do not contain the spacing option you are looking for, click on “Line

Spacing Options...”, highlighted in purple.

The options in the red box
allow you to customize your
line and paragraph spacing.
The box pointed out by the
arrow will show you what
your customizations will look
like in your document.
Clicking “OK” will save your
customizations.

Spacing
Before: O pt

¥ Line spacing: Single @ At: [ j:
After: 0 pt e

Don't add space between paragraphs of the same style
Snap to grid when document grid is defined

TWA DEI News @

Tabs... Set As Default Cancel m






