Add Space Before or After Paragraphs

When creating a document, space is often used to clearly identify where each paragraph begins and
ends. By default, Word may place slightly more space between paragraphs than it does between
lines in a paragraph. You can increase or decrease the amount of space that appears before and
after paragraphs by entering amounts in the Before and After fields in the Paragraph section of the
Page Layout tab. Use the up arrows next to the Before and After fields to increase the amount of
space before or after each paragraph; use the down arrows to decrease the amount of space before

or after each paragraph. The following illustrates:

0D w = -3 5 Lesson Fourdoo: - Microsoft Word - B0 X
L.z
= | S ) .

A Home Insert Page Layout 5 lings Rewiew View Add-Ins Lo
A I | " |y Orientation = =5« | ) Watermark ~ | indent Spacing =
= A 1} Size - Ed - || ‘4 Page Color - 0" =
Themes r Margins § - Arrange

- 9 I W cowmns - wr - O Page E:ur::leri o = 2
Thiemes Page Setup a | Page Background :
I 1 g 1 &4 1 5 :
=
=

On-theInsert-tab,the-galleries-include-itemsthat-are-designed-to-coordinate-with-the-overall-
look-of your-document. - You-can-use-these-galleries-to-insert-tables, -headers, -footers, -lists,-
cover-pages,-and-other-document-building-blocks.-When-you-create-pictures, -charts,-or-
diagrams,-they-also-coordinate-with-yourcurrent-document-look.1

You-can-easily-change-the-formatting 'IJ#'MEKG)E‘C'DE ument-text-by-choosing-a-
look-forthe-selected-text-from-the-Quick-Styles-gallery-on-the-Home-tab.-You-can-also-
format-text-directly-by-using-the-other-controls-onthe-Home-tab.-Most-controls-offer-a-
choice-of-using the-look-from-the-current-theme-or-using-a-format-that-you-specify-directh. 9

To-change-the-overall-look-of your-document, choose-new Theme-elements-on-the-Page-
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1. Place your cursor anywhere in the second paragraph of the sample text you created in

Exercise 2.

2. Choose the Page Layout tab. The default spacing appears in the Spacing Before field.
3. Click the up arrow next to the Spacing Before field to increase the space before the paragraph.
4. Click the up arrow next to the Spacing After field to increase the amount of space after the

paragraph.

Note: You can click the down arrows next to the Spacing Before and the Spacing After fields to
decrease the amount of space before or after a paragraph. You can also type the amount of space
you want to use directly into the fields. Space is measured in points. There are 72 points to an inch.
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