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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

• They do not put the power of the word 
processing program to use



Typical Document I Receive



Typical Document I Receive 2



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…



Formatting Paragraphs
• In the Spacing 

section, click on the 
Up arrow in the 
Before box and 
increase the size to 
12 pt. This will add a 
double space before 
each paragraph.

• This setting can be 
increased or 
decreased.



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 inches 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.



Document Before Formatting 
(Select whole document to format all paragraphs)



Document Before Formatting



Document Before Formatting







Inserting a Page Break
• To insert a page break, 

move the cursor to before 
the “Listserv Commands”
heading and click on the 
Insert menu and select 
Break….

• Select Page Break and 
click OK. It will insert a 
page break where you 
placed your cursor and 
the pages will end where 
you want them to, not 
where Word decides. 



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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