Lesson 5

Change Line Spacing Within a Paragraph


Open document titled How 8 glasses a day

1. Select the paragraph(s) you want to change.

2. Change the line spacing to 2.0.
Format a document
 Select the title Center it  Bold it Change the Font Type, Size, and Color

Add a Border and Shading to a Paragraph

To add a border to a paragraph:

1. Select the paragraph(s).

2. Choose Page Layout Tab,   Borders and Shading.

3. Select the Borders and Shading tab.

4. Select a Setting (None, Box, Shadow, 3-D, or Custom).

5. Apply a Style, Color, and/or Width.

6. Click OK.

To add shading to a paragraph:

1. Select the paragraph(s).

2. Choose Page Layout Tab,   Borders and Shading.

3. Select the Shading tab.

4. From the Fill palette, select a Fill color.

5. If necessary, select a pattern from the Style drop-down list.

6. Click OK.

Bonus – remove the italics from one of the paragraphs and fix the spacing. 
