Microsoft Word Exercise #9: Changing the Appearance of a Paragraph (con’t.)
In today’s exercise, we will be completing our exploration of the decimal tab.  Next, we will continue with a brief discussion on spacing between the lines within a paragraph.  To add space between paragraphs, you can press <ENTER> to insert a blank line.  Sometimes, however, more precise control is desired.  For example, instead of indicating a new paragraph by indenting the first line, you could create a more professional appearance by adding twelve points of blank space before a new paragraph.  We will, therefore, be using the Paragraph dialog box to control paragraph spacing.  Finally, we will take a brief look at borders and shading.

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

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

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

4. Click the ruler at the 2.5-inch mark to set a decimal tab at 2.5 inches.

5. Drag the decimal tab you just set at 2.5 inches to the 2-inch mark and in the space below, briefly describe the change which just occurred. 
6. Press <CTRL> - <HOME> to move the insertion point to the top of the document and then click Paragraph on the Format menu.  The paragraph dialog box appears.

7. In the Spacing area, click the After up arrow two times to display 12 point and then click the OK button.  In the space below, describe the change which takes place to the text below.

8. Type <CTRL> - <A> to select the entire document.
9. Click the Borders and Shading selection on the Format menu.  The Borders and Shading dialog box appears with the Borders tab selected.
10. In the Setting area, click the Shadow icon to select that border style.

11. Click the OK button.  In the space below, briefly describe the change which occurred.

12. Call up the Borders and Shading dialog once again.

13. This time, click on the Shading tab and select the Light Yellow color box on the color palette (third column, last row) and then click OK.  Briefly describe the change in the space below and ask your teacher review your work for a grade.
