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Character vs. Paragraph Formatting  
 
 
Character formatting is the application of formats such as bold, italic, underline, font type, and font size to 
a selection of text. A standard method of using character formatting is to highlight the text, then choose the 
format you like, either from the formatting toolbar, or from the menu bar using format, font. 
 
 

 
 
 
Paragraph Formatting is the application of formats that effect an entire paragraph, such as alignment (left, 
center, right, justify), indents, bullets and numbering and line spacing. Paragraph formats can be accessed from 
the formatting toolbar, or from the menu bar using Format, Paragraph. 
 

 
 

 
 

Using Show/Hide to Reveal Non-Printing Characters 
 
Your standard toolbar contains a ‘show/hide” button which allows you to toggle on the display of non-printing 
characters in your document. This includes spaces, tabs, paragraph marks and others items which may influence 
the appearance of your document. It is recommended that you keep show/hide on while you are perfecting your 
formatting. 
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Setting Indents 
1. From the menu bar, select Format, Paragraph. 
2. Full indents (left or right) are set on the left side of 

the window. 
3. First Line and hanging indents are set from the 

‘special’ drop down menu on the right. 
4. Once your indents are set, click OK. 
5. To apply an indent (such as a first line indent) to 

every paragraph in a document, select all the 
paragraphs, and then use Format Paragraph to set 
the indents. 

 

 
 
 
  

Custom Tabs 
Many people use the tab key on their keyboard, rather than indenting. The tab key will provide ½ inch space (by 
default), and can be placed anywhere in a line of text. Indents will only appear at the beginning of a paragraph.  
Because tab can be used multiple times within a paragraph, custom tabs can be very helpful to line up text in 
columns, as you see below: 
 

 
 

Setting Custom Tabs 
 

1. Be sure the ruler is displayed at the top of your Word window. If it is not, select View, Ruler to make it 
visible. 

2. Select the type of tab stop you want to set by clicking on the tab symbol on the ruler 
 

 

Types of indents 
Full Indent: This paragraph has a full 
indent applied. All lines of text in the 
paragraph are indented ½ inch from the left 
margin. Full indent is the default in Word, 
and is what you get from the ‘increase 
indent’ button on the formatting toolbar. 
 
Full indents can be set on the left margin, 
right margin or both. 

 
First Line Indent: This paragraph has a 

first line indent. Only the first line in the paragraph 
is indented, and the rest start at the left margin. 
 
Hanging Indent: This paragraph has a hanging 

indent, which is used in bulleted lists and 
footnotes. All lines except the first are 
indented. 

2 
3 

1 
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Tab type Tab Symbol 

Left Tab: aligns text with the tab position as a left 
margin.  
Right tab: aligns text with the tab position as a 
right margin.  
Center tab: centers text on the tab position. 

 

Decimal tab: Aligns the decimal point in a 
number on the tab position.  

 
3. Click the location on the ruler where the tab stop is to be located. Use your keyboard’s tab key to move 

the cursor to that position and begin typing. 
4. To clear a custom tab, drag the tab marker off the ruler. 
5. To change a tab position, drag it to a new location on the ruler. 

 

 
 

Using the Format Tabs Dialog 
1. From the menu bar, select Format, Tabs 
2. Type the value, in inches, that you wish for your tab, click the set button and click OK. 

Setting a Tab Leader 
A tab leader places a line (solid, dotted or dashed) before the tab. It is a good way to create a signature or date 
line in a document. 
1. From the menu bar, select format, tabs 
2. Type the value, in inches, where you would like your signature or date line to end (the leader will print 

before the tab stop) 
3. Choose the type of tab leader you’d like  
4. Click set and click OK. 
5. Press the tab key in your document to observe the tab leader 
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Line Spacing 
By default, the text in a document is single-spaced. Spacing is a paragraph-formatting feature, and will be found 
in the Format, Paragraph dialog. 
 
1. Select the paragraphs you wish to apply double spacing to. 
2. From the menu bar, select format, paragraph. 
3. In the line spacing area, set the spacing you want, and click OK. 
 

 
 
Shortcut for double spacing: 
Click in the paragraph you wish to set double spacing for and press Ctrl + 2. 

Tables 
 
A table is a grid made up of rows and columns. Tables can be a simple way to organize and present information, 
and the borders can be displayed or hidden.  

Creating a Table 
1. Be sure your cursor is in the location you wish to place the table. 
2. From the menu bar, select Table, Insert, Table. 
3. Select the number of columns and rows you wish to start with, and click OK. 
 

 

 
 

3
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4. Column width and row height can be adjusted by dragging the column or row borders. 
5. As you enter information into the table, you can navigate from cell to cell using the tab key. 
 

 
 
 
 
6. The tables menu, and the tables and borders toolbar, will allow you to customize many aspects of your table. 

If you don’t see the tables and borders toolbar, turn it on from the menu bar, by selecting View, Toolbars, 
Tables and Borders. 

 

 
 

Inserting and Deleting Columns and Rows 
1. Select a column by clicking once at the top edge f the column, or by using the table menu’s table select 

column option. 
2. To add a column, select table, insert, column. The new column will be inserted to the left of the selected 

column 
3. To delete a column, select table, delete column. The selected column will be deleted. 
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Merging and Splitting Cells 
1. Select two cells in your table, by clicking and dragging, or using shift + arrow keys 
2. Select table, merge cells 
3. To split a cell, simply click in the cell and select table, split cell. In the split window, select the number of 

columns and rows you wish to create from this cell, and click OK. 
 

 

 
 
 

Showing or Hiding Table Borders 
1. Select the entire table 
2. From the menu bar, select Format, Borders and Shading 
3. Select the borders tab, and select the type of border you want 
4. Observe the sample where you can click to add or remove individual parts of the grid 
5. When the table borders are to your liking, click OK 
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Shading Part of a Table 
1. Highlight the top row of the table 
2. From the menu bar, select Format, Borders and Shading 
3. Select the shading tab and select a color  

Tip: If there will be text in the row, light gray is a good color for shading. Notice that there are different 
shades of gray available. Although darker shading looks nice in the original print, it doesn’t photocopy well. 
If your row has text in it, an you will be photocopying, don’t shade more than 10-20% gray. 

 

 

 
 

Outline Numbering 
Word has an outline numbering feature which allows you to set up your document outlining in advance and 
easily switch from main numbers to indented letters or other characters of your choice. 

Setting Up the Outline Structure 
1. From the menu bar, select Format, Bullets and Numbering 
2. Select the Outline Numbered tab 
3. Click to select an outlining type 
4. To customize the style, click the customize button 
5. The first level of the outline is selected.  
6. You can set the type of numbering you wish, the number to start at, and other features. 
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7. Click to select the second level of outline 
8. Set the type of numbering and other features for this second level 
9. Continue in this fashion for each level of outline you will use 
10. When the levels are set, click OK 
 

 
 

Using Outline Numbering in Your Document 
1. Type the first entry in your outline. When you press enter, you will start a new line with 2) or the next 

number at that level of the outline. 
2. If you wish to go to level 2, click the increase indent button on the toolbar 
3. When you finish typing entries at that level, click the decrease indent to return to the main level of indent. 
 

 
 

Page Setup Issues 

Margins 
1. From the Menu Bar, select File, Page Setup. 
2. Select the margins tab. 
3. Adjust the margins as needed. 
4. Set the part of the document you wish to change, and click OK. 
5. If you are using Headers and Footers, be sure not to overlap your top margin with your header margin or 

your bottom margin with your footer margin. 
6. If the document is to be bound, you may wish to select the “mirror margins” checkbox, and set the inside 

and outside margins, rather than left/right margins. 
7. A gutter allows extra space in addition to the margin for binding a document.
 

7 
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Setting Page Numbers 
1. From the menu bar, select Insert Page Numbers. 
2. Select the placement for the page number (header or footer). 
3. Select the position for the page number (left, center or right). 
4. Use the checkbox to determine whether you wish the page number to appear on the title page. 
5. If you wish to change the type of numbering ( 1,2,3 vs. A,B,C vs. I,II,III) , use the format button. 
6. Click OK. 
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Editing the Page Number or other Header/Footer 
When you use “Insert Page Numbers” it places the page number in a header or footer. They can only be edited 
from the header/footer window. 
1. From the menu bar, select View Header and Footer. 
2. This brings you to the header area. On the Header/Footer toolbar, select the button for “Switch between 

header and footer” if you would like to edit a footer. 
3. You can type in the header or footer area, or use the toolbar to add fields. 
4. Highlighting and deleting the page number field will remove page numbering. 
5. Page numbering can also be set directly in this area (instead of from Insert, Page Numbering). 
 

 
 

Using Page Breaks and Section Breaks to Control Document Layout 

Page Breaks 
Word automatically does a page break when your text reaches the bottom margin of your document. Sometimes 
the breaks are not where you would like them. To insert manual page breaks: 
 
1. Position your cursor where you would like the page break to occur. 
2. Press Ctrl + Enter 
3. If your show hide button is “on”, you will see the page break in the document (it will not be visible in print). 
4. The page break can be deleted if necessary, by clicking once on it and pressing the delete key. 
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Section Breaks 
When you create a new document, it is mad up of just one section, which can be one line or many pages in 
length. A section can be as small as a single paragraph, however, and a document may be broken into sections if 
you wish to vary the formatting throughout. The kinds of changes that can be applied to individual sections 
include: its margins, orientation (portrait/landscape), headers and footers, and paper size. 
Using sections to make one page “landscape”: 
1. Position your flashing cursor at the bottom of the last “portrait” page. 
2. From the menu bar, select Insert, Break. 
3. Select the Next Page option button and click OK. 
4. Position your cursor at the bottom of the page that is going to be 

“landscape”. 
5. From the menu bar, select Insert, Break. 
6. Select the Next Page option button and click OK. 
7. Position your cursor on the page you would like to make “landscape”. 
8. From the menu bar, select File, Page Setup. 
9. On the Paper Size tab, select Landscape. 
10. Be sure the Apply To: window says This Section, and click OK. 
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A few favorite tips and shortcuts 
 

Ctrl + X Cut 
Ctrl + C Copy 
Ctrl + V Paste 
Ctrl + 2 Adds double spacing to the selected paragraph 
Ctrl + 1 Single spaces the selected paragraph 
Ctrl + 0 Removes or adds one line of space to the paragraph 

before the selected paragraph 
Ctrl + spacebar Removes all character formatting from the selected text 
Ctrl + Q Removes paragraph formatting from the selected 

paragraph 
Ctrl + A Highlights the entire document 
Ctrl + Home Moves the cursor to the beginning of the document 
Ctrl + End Moves the cursor to the end of the document 
Home Moves the cursor to the beginning of the line 
End Moves the cursor to the end of the line 
F5 Opens Go To/Find/Replace window 

 
 
Remember to save your work regularly, and to make at least one backup copy of your document. 
 


