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Left Aligned Title
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Right Aligned Title

When you type text on a computer, don’t press the “Enter” key until you want your paragraph to end. As you reach the end of a line, the program automatically starts a new line for you. Each automatic line ending is known as a “soft return.” 

Press the “Enter” key to end the paragraph. If you are using “block” style paragraphs, press the “Enter” key a second time to insert a blank line in your document. Each paragraph end is known as a “hard return” or “carriage return”.” 

Paragraphs can be aligned between the left and right margins with four types of alignment: left, center, right, and justified. Left, center, and right alignment are fairly obvious. “Justified” means that both the left and right margins line up evenly. To change paragraph alignment, first make sure the cursor is in the paragraph you want to align. Then click the proper alignment button on the formatting toolbar. It may surprise you that you don’t need to select the entire paragraph, though it doesn’t hurt anything if you do. Can you figure out why just the cursor’s presence is enough?
Here’s a hint: when you are working with font commands such as bold, italic, and underline, you do have to select all the text you want to change. 

Indents are one of the more confusing MS Word paragraph commands. An indent moves the paragraph away from the margin. The three main types of indents are “first line” indents, “left indents,” and “hanging indents.” There is also a “right indent” that can be combined with the left indent.

Word has special markers on the rulers for setting indents. Indents can also be set using the choosing “paragraph” from the format menu to open the paragraph dialog box.

A first line indent moves the first line of the paragraph away from the left margin. This style of indent is often used in books. It’s now considered rather old-fashioned in letter writing. Don’t use the space bar or the tab key to set a first line indent. Instead, use the first line indent marker. Once you set one paragraph with a first line indent, you only need to press “Enter” at the end of a paragraph to repeat the indent in the next paragraph.

The left indent moves all the lines of the paragraph away from the left margin. It is often used to display a long quote. It can be combined with the right indent. Frequently, the indented text is set to a smaller size so it stands out from the text even more. Below is a long quote from Ambrose Bierce’s book The Devil’s Dictionary.”
Goose, n. A bird that supplies quills for writing. These, by some occult process of nature, are penetrated and suffused with various degrees of the bird’s intellectual energies and emotional character, so that when inked and drawn mechanically across paper by a person called an “author,” there results a very fair and accurate transcript of the fowl’s thought and feeling. The difference in geese, as discovered by this ingenious method, is considerable: many are found to have only trivial and insignificant powers, but some are seen to be very great geese indeed.

Hanging indents look odd. The main purpose of a hanging indent is to set up items in a bibliography. Below are two examples of bibliographic references.

Mackay, Charles. Extraordinary Popular Delusions and the Madness of Crowds. London: Office of the National Illustrated Library, 1852. Although this book is over a hundred years old, it’s still relevant to many events of the current day. Note that each succeeding line of the paragraph is also indented.

Taylor, Stephen. Telecommunications: The Macintosh Modem Book. New York: MIS:Press, a subsidiary of Henry Holt and Company, Inc., 1992. Again, once you set up a paragraph’s style, each succeeding paragraph repeats that format until you turn it off.

Line spacing refers to the spacing from baseline to baseline within a paragraph. Word sets line spacing automatically unless you override the default values. Use the paragraph dialog box to change spacing. You can easily set a paragraph to space-and-a-half or double-spacing, or you can specify line spacing more precisely in points. You can also set spacing between paragraphs to occur automatically. 

Keep in mind that indents change individual paragraphs. If you want to change the margins for an entire document, use the “page setup” command on the file menu. 

