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Topics Covered

Formatting paragraphs

Stop adding extra paragraphs that
correspond to carriage returns on a
typewriter

Think of a word processing program as a
computer program, not a typewriter
substitute

Adding a page break



Observations

 Many people use a word processing
program as they would a typewriter

 To double space paragraphs, they hit the
Enter key twice

e They do not put the power of the word
processing program to use
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settings-for-your-bccount

1.—+ All-memb ers-can-subscribe-and-change-their-settings-by-lo gging-into-the-listserv-at-
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-+ In-a-weekly-digest-{once-a-week-all-at-one-time )

-+ In-a-daily-digest-{once-a-day-all- at-one-time)-q

-+ In-antindex-once-a-day-with-only-the-subject-line-forthat-dayy

-+ MNot-at-all

3.+ You-can-choose-whether-or-notto-have-the-messages-yvou-send-wia-the-listserv-sent-to-
vou

4 =+ Youcan-choose-to-receive-a-confirmation-message-after-each-ofvour-contributions
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Listzerv-Commands -

1 =+A-lst-of-commands-canbe-found-at-hitp dwww slml orglorglistserv. htm-

2+ Ibyougo-onrvacationrand-would-like-to-have-your-listserwmessages-stopped,-youcan |
send-an-email-to-the- Administrativer Address-(listservi@stenosis. wustl edu-),-leave-the- a
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send-a-megsage-to-the-same-address -leaving-the- subject-field-blank with-the-message- ¥
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What Do You See

All of the extra paragraph marks.

Two spaces after periods.

Good use of color.

Good use of bulleted and numbered lists.



To Format Paragraphs, click on the Format menu and
select Paragraphs...
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Formatting Paragraphs
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Formatting Paragraphs

* By changing the Before or After settings,
you can format individual or multiple
paragraphs.

 An example: If you have letterhead paper,
you can set the first paragraph’s Before
setting to 2.5 Iinches to account for the
letterhead and the other paragraphs at 12
pt. and you never have to worry about
your paragraphs or hit enter twice again.
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1.+ All-members-can-subscribe-and-change-their-settings-by-lo gging-into-the-listserv-at-
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2. Youcan-choose-how youwould-like-your-message s-sent-to-youy
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Listzerv-Commands

1=+ A-hstofcommands-canbe-found-at-hitp www.slml orglorglistserv. htm-
2 +Ifyouw goon-vacation-and-would-like-to-have-your-listeervmessages-stopped, -you-can-
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set shl-I mail-
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Inserting a Page Break

 Toinsert a page break, x|
move the cursor to before )
the “Listserv Commands”  "ootre
heading and click on the * page break,
Insert menu and select Column break
Break.... (" Text wrapping break
» Select Page Break and TS ATk
click OK. It will insert a (" Mext page
page break where you £ Continuaus
placed your cursor and " Even page
the pages will end where " 0dd page
ou want them to, not
zvhere Word decides. Lok | cancl




Summary

You should start using your word
processor as a word processor

It will make your documents more flexible
and give you more creative control

You can save valuable keystrokes by not
hitting the Enter key so often. B-)

Bonus Tip: You don’t have to use two
spaces after the period anymore either.
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