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Paragraph formats
Practice exercise
Paragraph alignment refers to the alignment of text between the margins. The default alignment is flush left (even left margin, ragged right margin). Left alignment displays an uneven right margin.
When a paragraph is justified the left and right margins are even. Sometimes large gaps appear between words, particularly when using columns. Hyphenation can be used with justified text.
When the Increase Indent button is clicked the paragraph is indented from the left margin to the first tab set on the Ruler. When you press Ctrl M the paragraph will be indented to the next tab stop. 
[bookmark: _GoBack]This paragraph will be indented two tabs. When typing make sure your cursor is on the line under the paragraph before changing paragraph formats.
The Line and Paragraph Spacing button on the Formatting toolbar is used to change line spacing. You can also use Ctrl 5 for 1.5 spacing, Ctrl 1 for single spacing and Ctrl 2 for 2.0 spacing. Use the numbers on the top row of the keyboard. 
2.0, otherwise known as double line spacing is adds very large spacing between lines. This is seldom used in formal business documents, however if you are writing an essay or report that someone is going to mark or edit, you may be requested to use double spacing to leave room for comments.
