PRODUCTIV 'Y

Understanding Line and Paragraph Spacing

Line and paragraph spacing can make a lot of difference
in the look and feel of a document, however, it is often

overlooked.

Click here to understand their difference and to view how

to adjust them.

Prepared by Information Security and IT Governance Division of ICT.
Productivl.T.y showcases tips & tricks on various
office and branch applications.
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Understanding Line and Paragraph Spacing

MS Word 2003

2. On the Format menu, select Paragraph...

" Fia  Edil View [reert | Formal | Tools  Table  Window  Help

In Word, there are two types of spacing that are both attributes of paragraph formatting but functions differently. These are:
(1) Line Spacing - this affects the distance between the lines of text within a paragraph.
(2) Paragraph Spacing - this affects the distance between paragraphs.

Adjusting Line Spacing

1. Position the insertion in the paragraph or select the paragraphs you want to adjust.
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MS Word 2007
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2. On the Home tab, in the Paragraph group, click Line Spacing icon
, then select Line Spacing Options...
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3. Paragraph dialog box will pop-up. On the Indents and Spacing tab, in the Line spacing list box, choose one of the options:

r B
Paragraph M

Indents and Spacing |Line and Page Breaks |
! |

General

Alignment: Left [Z]
Outline level: |Body Text B

Indentation
Left: 0" S Special: By:
Right: 0" % (none) E] 2

[ Mirror indents

Spacing
Before: Opt = Line spacing: At:
After: 10pt £ Single =
[7] Don't add space between paradraf=iiii
1.5lines
Double
Preview Atleast
Exactly
Multiple
SamzeTeclamse Tet laroe Tet larse Tat Samoe Te Samsie Tet Savoe Tat Savce Tt Savmce Tt
SarzeTetlarse Tet lav e Tet Savoe Tet Savce Tet Savmse Tt Savoe Tet Sav e Tet Sam e Tt
SarzeTeclarseTetlar e Tt
[ Tabs... ] [ Default... ] [ OK ] [ Cancel ]

o Single - Single/one-line spacing where line height automatically adjusts to accommodate the size of the font and any graphics or formulas in a
line.

o 1.5 Lines - Line-and-one-half spacing (just like singe + an extra halfline of space between lines).
o Double - Double-spacing (single + an extra full line of space between lines).

o At Least - At least of the spacing that you specify in the At box. The line won't be shorter than what you specify, but it may be taller because
Word will add extra spacing for tall characters, big graphics, and superscript or subscript text.
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o Exactly - The exact spacing that you specify in the At box. All lines are exactly the same height, regardless of the size of the characters in the
line; Word doesn't add extra spacing. Note that some text may be cut off if enough space is not available.

o Multiple - Multiples of single-line spacing, as specified in the At box.

NOTE: To specify your own line spacing (For At Least, Exactly or Multiple Options), type the spacing amount that you want in the At box or
click the up/down arrow to increase/decrease the amount in halfline increments.

When done, click OK.

Adjusting Paragraph Spacing ‘

1. Select the paragraphs you want to adjust.

2. On the similar Paragraph dialog box, under Indents and Spacing tab, you may set the following:
o Before each paragraph (specify spacing amount in the Before box)
o After each paragraph (specify spacing amount in the After box)
o Or, before and after each paragraph (specify spacing amount in Before and After box).
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When done, click OK.

We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida” online survey form.
You may also email your comments and suggestions to ict-process@pjlhuillier.com.
Click here for back issues of ProductivI.T.y in MyLink.
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