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4. Formatting Paragraphs

All word processing programs work in more or less the same way. In the previous
chapter we looked at how you can format characters and words, and you saw how to
make text bold, italic, and underlined.

In this chapter you’re going to go a step further and see how you can format
paragraphs. In word processing programs, a character (a letter, symbol, or number)
is the smallest unit you can format. A sentence is a larger unit of text: it begins with a
capital letter and ends with a period, a question mark, or an exclamation point.

A sentence can contain multiple lines. The paragraph is a whole block of text
consisting of one or more sentences and closed by pressing the Enter key. In this
chapter you'll learn how to format sentences, lines, and paragraphs.

In this chapter, you’ll learn how to:

recognize paragraphs

select paragraphs, sentences, and lines
select the entire text

select multiple lines

left align, right align, and justify a paragraph
center a paragraph

use formatting styles

copy formatting

:> Please note:

To work through this chapter, you'll first need to download the files
@Practice Text Hoorn.doc gnd IE_IJTwas the Night before Christmas.doc from the website and save them
in the (L3 My Documents folder (if you haven’t already).

You can read how to do this in Appendix A at the back of this book.
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Selecting a Paragraph

A word processing program recognizes the following building blocks for a text:

symbols and letters
words

sentences

lines

paragraphs

pages

the entire text

In the previous chapter, you formatted characters and words. You can also format
lines, sentences, and paragraphs in various ways. Before you do that, it's important
to understand exactly what a sentence or a paragraph is.

A sentence is a block of text that begins with a capital letter and ends with a period,
a question mark, or an exclamation point. A sentence can contain multiple lines.

A paragraph is a block of text that consists of one or more sentences. It may take
up one or more lines on paper. The next paragraph always begins at the left margin.
To begin a new paragraph, you press the Enter key.

Word 2003 can automatically select lines, sentences, and paragraphs for you.
£r6
B> Start Word 2003 ¢
£
Close the Getting Started Task Pane +£69

. _ [
Open your practice document W practice Text Hoorn.doc &4 9

G & G

£
For your document display, select Print Layout view £210
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You can select a paragraph by clicking somewhere in the paragraph three times in
quick succession.

1 1 B3 Practice Text Hoorn.dac - Microsoft Ward =g
(B Click three times T ——— T
i i i HIRWE R e T NN A . e A e Wen - ¥ WA Fx K MR A T |
qUICkly in this part of i o = ,,u[ﬂ.;.;_-;zez%mw OovoA-p

Hoorn

In the province of Morth Holland, not foa far stgrdam, lies the beautful old
harbor town of Heorn. The town acquired city rights inH1357 and reached the pealof its
alory in the saventeanth canfury. when the Dutch East Indla Company took up
residence there.

Historiz Harber

The Ol Dutch charactor of the town has been wall preserad, a5 can be seen from the
Heoofdtoren (Main Tower) al the ald harbor, & for marry people entering Hoom
from the wiater,

Bl Practice Text Hoorn. dac - Micrasoft Ward

The paragraph is now S e ey e N——

selected. It runs from the first [} 2=t sans i aaaans So ooy
Capital|ette|"t0theﬁr3ttime ) R T T T T
the Enter key was pressed

after that:

2l

Hoorn

Historic Harbor
The Ok Dutch character of the own hes been well preserved, s can be seen from Lhe
Hoofdtoren (fan Towear) al the ald harbor, & Tor marny paople entenng Hoom
from the water.
2
*
@
'
Eo@mr o H
Bage | Sec 1 11 ALEF  InZ ol T |

It doesn’t matter where in the paragraph you click. You can click at the beginning, at
the end, or somewhere in the middle. It is important, however, that you:

click evenly, don’t click click, then wait and click again
click in the same place: don’t move the mouse while you’re clicking
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After you've selected the paragraph, you can change the formatting just the way you
did in the previous chapter. For example, you can underline the text.

- u
i Click on =

P Fle Edt Vew Insert Format Tools Table Window Help Type a

N EEHSS QP E %@ S0 8 A RS RG] I 100% - @) JHRead [

A4 normal + Arial, - Arial

[ e

- Historic Hanben

The Qld Dutch character of the town has been well preserved, as can be seen from the
Hoofdtoren {Main Tower) at the old harbor, a for many people entering Hoorn
from the water

';:B.f C I i ck Somewhere in Practice Text Hoorn. doc - Microsoft Word
Bl Edt Yiew Insert Fomat Took  Table  window Help TyPe 4 qué
the text N BT R Y-S | S o @ | e [

N\NurmaHCumu-CumucSansMs -@ - B 7 u [ -8 FeE-v-A-N
[ S R B O S A T B SR RN SR SO RN =
You see that the whole N

paragraph is underlined: \

Hoord
In the province of North Holland, nof foo far from Amsterdam lies the beautiful old
harbor towin of Hoorn. The town acquired city rights in 1357 and reached the peak of its

glory in the seventeenth century, wihen the Dutch East India Company took up
residence there

I

Historic Harbor

The OId Dutch character of the town has been well preserved, as can be seen from the
Hoofdtoren {Main Tower) at the old harbor, a for many people entering Hoorn
from the water

You'll discover in this chapter that the paragraph is an important concept in
Word 2003. Some types of formatting can only be applied at the paragraph level.
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Selecting a Line

You can also select a single line. Here’s how you do that:

F Place the mouse A cacea Tes lorn e Mzl Mord

! Fle Edt Wew Insert Format  Iools  Table  Window Help Type a gue
pointer in the left NEHdG b YR s aan g0 c B IERES AT W - ueafl
. . A4 Hormal+ Comic - ComicSanss = 20 - | B 1 U |[E] T
margin beside the o !

fourth line ——\

The mouse pointer I

: Hoor‘r‘
ChangeS into ﬂ . - In the province of North Holland, not foo far from Amsterdam, lies the beautiful old

harbor town of Hoorn. The town acguired city rights in 1357 and reached the peak of its
ﬂ dlory in the seventeenth century, when the Dutch East India Company took up
residence there

- Histonic Harbon

The Old Dutch character of the town has been well preserved, as can be seen from the
Hoofdtoren (Main Tower) at the old harbor, a for many people entering Hoorn
from the water

Q Tip

Sometimes you have to gently move the mouse pointer I to the left or to the right

before it changes into ﬁ

' i
B Click with the mouse Pracice Text Hoorn doc_irasft ord

P Fle Edt Wew Insert Format Iools Table  Window  Help Type 4 que

HRR=R" RE T YA NN A R R e N

. . i A4 Mormal + frisl, - Arial ¥ 12 -
The line is selected: e T T

B3 g w - © | giead I
=|F - 7. A-J
s A

Hoorn
In the province of North Holland, not foo far from Amsterdam  lies the beautiful old

harbor town of Hoorn. The town acquired city rights in 1357 and reached the peak of its
sl C 1 the Dutch East India Compan

- n
n #l residence there.

- Historic Harber

The Old Dutch character of the town has been well preserved, as can be seen from the
Hoofdtoren (Main Tower) at the old harbor, a far many people entering Hoorn
from the water.
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4 practice Text Hoorn. doc - Microsoft Word

(:B" Click on N P Fle Edt Yew Insert Format Tools Table  Window  Help

Type & ques
EW‘Wﬁ;I‘?ﬂM EEWE Yo AL N CIENN " e W= | = 45| G ¢ 1w0% -@\_ugead!
A4 Normnal + Arial, - Arial =] - % - A 'H
K A S

The line is now italicized:\E ------ B

(B Click somewhere in \
the text

Hoorn

In the province of MNorth Holland, nof foo far from Amsierdam, lies the beautiful old
harbor town of Heorn. The town acquired city rights in 1357 and reached the peak of its
{he Dutch East india Company look un

o/o
residence there

Historic Harbor

The Old Dutch character of the town has been well preserved, as can be seen from the
Hoofdtoren (hain Tower) at the old harbor, a for many people entering Hoom
from the water

Selecting a Sentence

A sentence is a block of text that starts with a capital letter and ends with a period, a
question mark, or an exclamation point. You can also select one entire sentence. To
do that, you use the Ctrl key.

This is the Control key. It's Gl
always labeled with the i
abbreviation Ctrl: ‘

There are Ctrl keys on both e

the left-hand and right-hand = - - e
sides of the keyboard: O

I LTl I T I T T T

ITITTTYI L
) 1T

L)l J
il H§ practice Text Hoorn. doc - Microsoft Word
. ! Fle Edit View Insert Format Tools Table ‘window Help Type & questic
; | TN RN RN 2 Y - )3 o - @] dineed )
Press - P A4 Normal + Arial, + Arial - - u 1= = iE iF -7 . A -!
and keep it pressed B T

down

(B Click on the year 1357
Hoorn

In the province of Morth Holland, nof oo far from Amsterdam, lies the beautiful old

harbor town of Hoorn. The town acguir: 367 and reached the peak of its

i ury, when the Dutch East India Company fook U
residence there

Historic Harbor

The Cld Dutch character of the town has been well preserved, as can be seen from the
Hoofdtoren (Main Tower) at the old harbor, a for many people entering Hoom
from the water
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The whole sentence is now
selected:

P fle Edt Vew Insert Format Tooks Table Window  Help

Bl practice Text Hoorn.doc - Microsoft Word

Type & questic

INEESS R TR 8T |2 2 O 2 45 |Q1 9 W - @) Rread B
i A4 Normal + Arial, + Arial -2 - B I[U][ElE== CiEsm-v-a-l
Hoorn

In the province of North Holland, nos
harbor town of Heorn. IIE

{ too far fram
he t qL / rig

- Historic Harbor

The Old Dutch character of the town has been well preserved, as can be seen from the
Hoofdtoren (Main Tower) at the old harbor, a for many people entering Hoorn
from the water.

Now you can change the color of the characters in this sentence.

i_B¥ Click on

The letter color will change.

Undo

4 practice Text Hoorn.doc - Microsoft Word

P fle Edt Wew [nsert Fomat Tooks

Table window  Help Type & ques

HARE=A" REIFENENkA - R A |8 4 B REEBIS 0r: - @) Heead B

§ Ay Normal + il - sl gz (1) =il A [

] .. g T R B R 5 ‘F.E' i
Hoorn

- In the province of MNorth Holland_nat foa far framn Amsterdarm lies the beautiful old

harbor town of Heorn
B

- Historic Harbor

The Old Dutch character of the town has been well preserved, as can be seen from the
Hoofdtoren (hain Tower) at the old harbor, a for many people entering Hoorn
from the water

One of the nice features of Word 2003 is that it keeps track of everything you've
done. You can therefore easily undo your actions. For example, you can remove the
formatting changes you just made. Give it a try:

(B Click on__|as many
times as you need to

B practice Text Hoorn. doc - Microsoft Word

i Fle Edt Wew Insert Format Tooks Table Window Help
INEEH G RV E S BB e -8R

i A4 Normal + Arial, v Arial )3/“,

Type a questic

remove the
underlining on the first

paragraph —— |
(B Click in the text

- Historic Harbor

The Cld Dutch character of the town has been well preserved, as can be seen from the
Hoofdtoren (Main Tower) at the old harbor, a for many people entering Hoorn
from the water.
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Making Paragraphs Visible

You can also have Word 2003 clearly display the end of a paragraph.

. 4 Practice Text Hoorn. doc - Microsoft Word
@ C I | Ck On ! Fle Edit Yiew Inssrt Formak  Tools Table Window Help Type agu

N EH SIS0 E )

i A4 normal + Comic = Comic Sans MS

100% - -e_.y\_ugeada
Ewm-w-a-f

B |2 L

Now you see the paragraph-
end symbol T at various

places in the text: T T~
: Hoorng!
- Inthe-province-of North-Holland,-noi-foo-far-from Amsterdam, lies-the - beautiful old
] harbor-town-of- Hoorn - The town acquired-city rights-in- 1357 -and-reached the-peakof-its

\
~~ cyventeenth-century, when-the Dutch-East: India-Company took up

\residence there §
T

Histonic -Harbord!

The Old-Dutch character-of the town-has-been-well preserved,-as-can be-seen-from the:
Hoofdtoren (iain Tower) at the-old-harbor,-a- for-many-people-entering-Hoom-
from-the water ]

Now you can easily see what makes up a paragraph. Paragraphs can be long and
can contain multiple sentences. A paragraph can also be very short. Examples of

short paragraphs are the headings Hoorn and Historic Harbor.

Q Tip

When you apply paragraph formatting to the text of your document, Word stores it in
the paragraph mark (1) that falls at the end of each paragraph. If you would move
text to another part of the document and have forgotten to take the paragraph mark
with you, the formatting of that text may change.

Another Way to Select Paragraphs

You can also select a paragraph by clicking twice in the margin. Give it a try:

T3 Pl i L
pointer /] in front of BT ETE VA AT S A R Ve - @ e )
i A4 Normal + Avisl, v Arial -1z «|B I g\zzgzg. E\D.EE),A.H
the second paragraph, |~ -~ & . . . o e

i_E+ Click twice with the

mouse
\\ oor'nQJ
You see that the paragraphis | > o1 Mo
selected: -

T

Historic - Harboerd]

The-Old Dutch-character-of the-town -has-been-well-preserved,-as can-be-seen-from the
Hoofdtoren:(Main Tower) at the-old-harbor,-a for-many people-entering Hoom-
from thewater g
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Text Alignment

Word 2003 has four buttons for text alignment. You see them on the formatting
toolbar:
i A4 Mormal + Arial, - Arial -1z - B I U |

E-ls s EEIR-Y-A-H

Alignment is the way the lines of a paragraph are spaced between the margins. You
can use these buttons to align paragraphs in the following ways:

Align Left

The lines are flush against the left margin. The right margin
depends on the place where the last word in a line ends. This
is the default alignment.

Center
The lines are placed precisely in the middle between the left
and right margins.

Align Right
The lines are placed flush against the right margin. This sort of
alignment is often used in advertisements.

Justify

The lines begin at the left margin and end precisely at the right
margin. This produces straight margins on both sides. To end
precisely at the right margin, the space between the words on
a line is increased as necessary. Justified text is often used in
professional printed matter such as newspapers, books, and
magazines.

:> Please note:

Alignment is a paragraph function. That means that the selected alignment
automatically applies to the whole paragraph, not to a single sentence or line.
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You don’t have to select a paragraph before changing its alignment. You just have to
click in it.

@ Click in the second

! Fle Edit View Insert Format Tools  Table ‘Window Help Type & questi

paragraph N RN EETE RN BFO o8 dARE S For - @ mesad
NmaHMaL-MaI -1z - B 7 0 [E] Eov-a-l

[x] \E' LR RO R

Hoorng

- Inthe province of North-Hollan ‘Eﬂf too farfrom-Amsterdam  liesthe-beautiful-old
harbor-town-of Hoorn. The town-acquired-city-rights in- 1357-and-reached-the-peak-of-its
glory-inthe-seventeenth-century, when-the: Dutch-East:India-Company-took- up
residence-thers

: T

- Historic -Harborq]

The Qld-Dutch character-of the-town-has been-well-preserved -as-can-be seen-from the
Hoofdtoren {Main Tower) at-the-old harbor,-a for-many-people entering-Hoomn
from-the-water 5]

Now you can justify this paragraph.

' practice Text Hoorn.doc - Micresoft Word
E C I | ck on \ I Flle Edit Wiew Insert Format  Tools  Table ‘Window  Help Type a questi

NS H SIS 0B B9 8 E G e * @ | HRead B
B normal o+ Azl 2 gl . - - = B~ - A,H
(&) E e : e : : Justify - e - £

Compare the text with the
previous image. Pay
particular attention to the right
margin.

You see that the lines of the
paragraph are now flush with | ,

both the left and the right A Historic Harbord!

Chosae e town-has-beenwell preserved,-as-can-be-seen-from-the
. . - Hogofd
margins: \i -

oornd
the: province: of Morth- Holland, I'm(- foo- far fram- Amslerdam  lies the- beautifu
abor town of Hoorn - The-town- acquired-city rights-in- 1357 and- reached the- peal: §
gry- in- the seventesnth- century, when the Dutch- East: India- Compapyteet
ghidence there

e ain Tower) at-the-old-harbor, a for many-people-entering-Hoorm
from-the water 1

You can also align the lines just on the right margin.

5§ practice Text Hoorn. doc - Microsoft Word

':B" CIiCK on E i Fle Edt Wew Insert Format Tools Table Window Help Type a que
HAN=A" REIR= RN -y A R
. . El .5.1.2 lAhgr\R\ght”. L
The lines are neatly lined up
along the right margin, but the
left margin is now uneven:
Hoorngl

- In-the-province of Morth-Holland, not-foo-far-from-Amaterdam -lies the-beautiful-old
/ harbor town-of Heern. The-town acquired-city rights-in-1357-and reached the-pealk of its
glory-inthe-sewventeenth-century, when-the Dutch-East-India-Company took: up

residence-there

: bl

- Historic -Hanbord)

The Old-Dutch-character of the-towin-has-been-well preserved, as-can be-seen-from-the:
Hoofdtoren (Main- Tower) at the old-harbor, & for-many-people-entering Hoorn
from-the-wiater g
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Right alignment is used in special situations such as advertisements. Change the
alignment back to left now.

8 Practice Text Hoorn. doc - Microsoft Word

I Fle Edt Wiew Insert Format Tools Table Window Help Type a que

|@1oo% - (@ | faRead !

g-w-A-!

(B Click on

N EHSIS S FE KB E -8 AR

i A4 normal + Ariel,  Arial .12 -

The paragraph is now left

aligned again: : Hoorng)

Inthe province-of North-Holland,-nof foo-far from - Amsierdam, lies the-beautiful old
harbor town-of-Heorn - The town acquired city rights-in- 1357 and reached the-peak of its
gloryinthe seventeenth century,-when the: Dutch-East:India-Company-took: up
residencethere

T

Historic ‘Harboerq]

The-Old-Dutch-character-of the-town-has beenwell preserved, as-can-be seen from-the
Hoofdtoren: (Main Tower)-at-the-old-harbar, a for-many-peaple-entering-Hoom
from the water

The last alignment function is center. Just like right alignment, centering is used in
special texts. Examples are invitations, menus, poems, or the title of an article.

D} practice Text Hoorn.doc - Micresoft Word

';:B.‘ Click in Hoor'n I File Edit YWew Insert Format Tools Table Window Help Type a questi
N\ LD ESH a9 P@ls ad d9-o- 8 35 me 8 5o "@Iu&eadl
-m - B 7 u[E] - Al

5\474 Mormal + Comic + Comic Sans M5

Hoorr(d)
- In-the province-of Morth-Holland, not too far from-Amsterdam, lies the beautiful old
harbor-town of Hoorn - The- town-acquired city rights-in- 1357 and reached the-peak of its
dlory-inthe seventeenth century, when-the-Duteh-East-India-Company-took-up
residencethere 1

: 1

- Histonic -Harbord)

The-Old Dutch character-of the town has been well-preserved, as can-be-seenfrom the
Hoofdtoren: (Main- Tower)-at-the-old-harbor -a for-many people-entering Hoorn-
from-the-water |

B Now click on

iews Insert Format  Tools  Table  Window  Help Type & ques|

=4~ = 1N N5

You see that Hoorn is placed |
in the middle of the page:

Hoorng

In-the:province-of-North-Holland -nof-foo- far frarm-Amsterdam -lies-the-beautiful old
harbor town-of-Hoorn - The-town-acquired-city-rights-in-1357-and-reached the peak: of its
glory-inthe seventeenth century,when the Duteh-East- India-Company-took-up
residence there 1

T

Q Tip

You can also specify the alignment beforehand, just as other formatting attributes.
Then as you enter new, the alignment is immediately applied.




