PAGE  
3

Microsoft Word Exercise #8: Changing the Appearance of a Paragraph
This exercise requires more reading on your part than most so please read the following paragraphs carefully!  However, by the end of the next two lessons, you will be able to enhance the appearance of a paragraph by the following:

· Text justification

· Indentation

· Tab stops

· Spacing between paragraphs

· shading around text

In class, we defined a paragraph as being five to seven sentences in length.  For purposes of Word, however, a paragraph is any amount of text that ends when you press <ENTER>.  In other words, they range from a single sentence containing at least one word to several sentences containing lots of words.

In the first portion of this exercise, you will do the following:

1. Show and hide paragraphs

2. Change the alignment of text

3. Change how text is indented

4. Adding tab stops
In Word, you align lines of text in different locations along the ruler using tab stops.  These are locations along the ruler that you use to align text and by default, they are set every one half inch.  To set a tab stop using the ruler, you click the Tab Indicator located on the extreme left hand side of the ruler.  By default, it looks like an “L” enclosed in a gray square.  Each time that you click the tab indicator, a different type of tab stop appears.  When the tab stop that you want to set appears, you click the point in the ruler where you want to set the tab.  After you set a tab stop, you position the cursor (insertion point) to the left of the text you want to align and then press <TAB>.  The text aligns itself to the next tab in the ruler.  To remove a tab, you drag it away from the ruler.
TIP: in Word, you can display formatting marks to help you align and space the text in a document.  These do not appear when you print your document but are displayed in it merely for your own reference.  To toggle them on and off, click on the ¶ button in the standard toolbar.  When on, end of paragraph marks (¶) and tab stops (→) are displayed.
In addition to tab stops, the horizontal ruler also includes special markers that you can use to control how your text looks on the left or right side of the document.  You will use the following markers which are normally located on the left side of the ruler to indent text.  They may seem a bit strange at first but for now, just know that they exist and how they work:
· First line indent ((): sets where the first line of the text in a paragraph begins

· Hanging indent ((): sets where the second and all subsequent lines of text wrap after reaching the right margin.

· Right indent ((): this looks identical to the hanging indent control on the left side of the ruler but this one sets where the text wraps as it reaches the right margin and is located on the right side of the ruler.
A. System Startup (as in previous lessons)
B. Starting Word (as in previous lessons)
C. Changing the Appearance of a Paragraph
1. Begin by typing in the draft of your resume in a new document.  Include both the header and the education subheading as in previous lessons.  Don’t forget the Hope Charter School detail line just beneath.

2. Click the View menu and select the Normal option if it hasn’t been previously selected.  This is the default editing view which you can use to write and you’re your documents.  Take a moment to examine what your document looks like in this view.

3. Click the View menu once again and this time, select Print Layout.  In the space below, write two sentences at most explaining the difference between the way documents are displayed on the screen using these two views.

4. On the Standard toolbar, click the Show/Hide ¶ button to display the formatting marks.  In the space below, copy some of the marks which you see.

5. Click immediately to the left of the word “Charter”, hold down the <SHIFT> key and press <ENTER>.  Part of the line wraps to the next line.

6. Select the main header on your resume.  If done properly, the first three or four lines of your document should be displayed in a black background.

7. On the Formatting toolbar, find and click the Center button.  HINT: it’s just two icons to the right of the underline button (U).  On the space below, explain what just happened.

8. With the text still highlighted, click the Align Right button.  HINT: this button can be found by taking the mouse and pointing your cursor to any one of the buttons on the toolbar and reading the yellow tool tip text which appears.

9. Click just to the left of the first line of text in your document.  Drag the First Line Indent control to the .5-inch mark on the ruler.  In the space below, write which line of text moved and where.  Move the marker back to 0 on the ruler when finished.
10. Drag the Right Indent control on the ruler as far to the left as it will go.  The paragraph is now indented to the right.  Drag the control back to 6 inches when finished.
11. Now click on the New Blank Document button in the Standard toolbar.  A new document appears.

12. On the first line of text, type “$10.00 (adults)”, followed by <TAB>, followed by “$6.00 (children)”.

13. Make sure that the Tab Indicator button shows the Left Tab icon and then click the 2-inch mark on the ruler to set a left tab.  In the space provided, describe the change you saw.

14. Now remove the tab at the 2-inch mark by clicking on it and dragging it away from the ruler.  Notice what happens.  You may wish to experiment adding and removing individual left hand tabs.

15. Click on the New Document icon in the standard toolbar.
16. On the first line of text, type <TAB>, “$10.00 (adults)”, followed by <ENTER>, <TAB>, followed by “$6.00 (children)”.

17. Select the entire document by typing <CTRL> - <A>.

18. Click the Tab Indicator three times to change to the decimal tab.

19. Finally, click on the ruler at the 2.5-inch mark to set a decimal tab and in the space provided below, write the character by which these two lines of text are aligned.  HINT: change the dollar amounts in each line and take note of the alignment.
