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WHAT’s New? l

Gan e Paragraph Spacing using Keyboard Shortcuts\

Save tons of your time in changing your paragraph
spacing without leaving your keyboard.

Fast-acting keyboard shortcuts (with Ctrl key) will do.

Read below to know more...

y

NOTE: Productivl.Ty is a regular email publication of Information Security and
IT Governance under NCVI. For comments and suggestions, kindly email:

ict-process@pilhuillier.com

(&Kk Next> Missed an issue? Click here fo visit the Productivl.T.y section
in Mylink for back issues.
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Quickly Format a Paragraph Spacing (MS Word 2003/2007)

Place the insertion point in the paragraph that you want to format and then choose on the following shortcuts (depending on the
line space formatting you want to apply):

KEY COMBINATION ACTION
[Ctrl] [1] For Single spacing

b the insert tan, the galeres ncude Bema that ace Sesgred 10 coodnate wih the oversd ook of

Your SOCIment. You can Use these galeres 10 et tabies, header, footen, bty cover pages, sodd

On the InLert 1ad, the gafie et FClude Lems that are desgned o COwSnate wen the averad 0ot of
d VOUS BOOUHTHNT. YOU (3% wie these Balenes 10 Nt tadles, headers, 100167t ksts, Cover pages, and

DN GOUNTINE Bulding Diocks. WhHes you Creste DICTUres, (harts, or Sagramn, they sho coortnate Other Bocument buidng DIOCHS. When you Ceate SClures, Chars of Qg ams, They %S¢ (oondvane
th yoor ~t i 0o
WA your cerrent docuiment ook with your current document ook

[Ctrl] [2] - For Double spacing

o the inert tab, the galleries mchade Rami that are desgned 5o coordnate with the overat ook of

YOur SOCUMNL. YOU CBN e these galeries 10 miert tables, Meadery, footery, M1 Cover pages. mnd a

ot ¢ Jocurment busdding Dlocks. Whee you Owate pictutes, charts, o dagran, they ss0 (0ordinate

Ons the Mserttal, the galenes mclade N That irw Jesgned 1o Locedinate with 1he Overall ook of
FOUr SOCUMENT. YOU Gl Wi these galenes 10 maert tables, Meaders, Tooters, sts, Cover pages, and
WAN YOur CUITR NIt Socument ook

cthar document bulding blocks, When you creste pxtures, charts, or diagram, they sho coordinate

W YOuT CTent Socuma nt ok

[Ctrl] [5] To achieve the setting in between (For 1.5 spacing)

b‘ the Iiert a0, the galeres Noude Sems that are Sesigned 10 COSranate with the oversl ook of

Onthe inset tab, the galienes nckude Bemt that sre desgned 10 Co0rdnate with the cveral ook of
your document. You Can use these galleries 1o nsest tables, headers. footers, Bt cover pages, snd

Your dOCEment, YOu G wid the b gallerins 10 inlart tabied, headery, focteny, Bity, cover pages, and
Sther Socument bukding Slocks, When you oreate ptured, tharty, or diagrama, they s coordmate

WS YOS CUrment AaumEnt Iook, Othe! docurme=? Suldng BIochs. When you Ceate DCTureL, Chants, Or Sagrami, they %0 coordnate

With your current docume nt look

To format multiple paragraphs, simply select the paragraphs and press the appropriate shortcut keys.
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