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06 Line + Paragraph Spacing 
Introduction 
As you design your document and make formatting decisions, you will 
need to consider line and paragraph spacing. Changing the spacing in 
a document can improve readability. 

  

Play the video by clicking the link below: 

Line + Paragraph Spacing  

About Line Spacing 
Line spacing is the space between each line in a paragraph. Microsoft Word 
allows you to customize the line spacing to be single-spaced (one line high), 
double-spaced (two lines high) or any other amount you want. The default 
spacing in Word is 1.08 lines, which is slightly larger than single-spaced. 

In the images below, you can compare different types of line spacing.  

Default line spacing Single Line Spacing Double Line Spacing 

 Line spacing is also known as leading (pronounced to rhyme with “wedding”).  

  

http://www.gcflearnfree.org/word2013/line-and-paragraph-spacing/1/
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Exercise 06a 
Using the sample as a guide, follow the directions below to complete the line 
spacing exercise. 

 Open a file on your computer: 
Word 06a Template SPACING 

 Save the file in your Documents Folder: 
File > Save As > Documents 

 Name your file by typing in the File Name box: 
Word 06a YourFirstNameLastInitial SPACING 
Save as type: Word Document 

 Click Save 

To format line spacing: 

 Select the text you wish to format – select the first paragraph of text. 

 On the Home Tab, click the Line and Paragraph Spacing command. 
A drop-down menu will appear. 

 Move the mouse over the various options. A live preview 
of the line spacing will appear in the document.  

 Select the spacing 1.0 (single line spacing). 
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 Select the second paragraph  

 Choose 2.0 from the drop down menu (double line spacing). 
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Fine-tuning line spacing 

Your line spacing options aren’t limited to the ones in the 
Line and Paragraph Spacing menu (single, double, multiple) 

To adjust line spacing with more precision, we will use the line spacing 
called Exactly.  

When you choose this option, the line spacing is measured in points, just 
like font sizes. Generally, the spacing should be at least the same as the 
font size or larger. 

For example, if you’re using 12 pt (point) text, you could use line spacing 
between 12 and 15 points. 

 Select the following paragraph:  

 In the Home Tab, click the Paragraph setting command to open the Paragraph 
and Line spacing pop out window. 
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 In the Paragraph and Spacing dialogue box, 
in the Line Spacing drop down menu choose: Exactly. 

 At: Choose 12 pt from the drop down menu. 

Change the line spacing of the 3 remaining paragraphs in your document. 

 Paragraph 2 – change line spacing to Exactly 13 pt 

 Paragraph 3 – change line spacing to Exactly 14 pt 

 Paragraph 4 – change line spacing to Exactly 15 pt 
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About Paragraph Spacing 

When you press the Enter key, the insertion point is moved down to the next 
line. Just as you can adjust spacing between lines (line spacing), you can adjust 
the spacing before and after paragraphs, essentially any place where you have 
pressed the Enter key. 

This is useful for separating paragraphs, headings and subheadings. 

In this exercise, we’ll increase the space after the paragraphs to separate them 
from each other. This will make our document easier to read. 

 Scroll down to page 2 

 Select the Lake Sturgeon text from the subtitle down to the bottom of the 
story. Note: When setting line or paragraph spacing, It is not necessary to 
select every single word or character on the first or last line of a selection. 

 In the Home Tab, If you click the show formatting symbols icon,         you will 
see there are new paragraph lines throughout the text.  Wherever a new 
paragraph line  is placed in a document, the paragraph spacing will be 
inserted before or after it, whichever type of spacing you choose. 
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 In the Page Layout Tab, under the Spacing heading, click the arrows on the 
right side of the box to 6 pt in the Spacing After Box. Your paragraph spacing 
will be changed in the text. You will see space between paragraphs. 

 Select the text in the Salmon story then hold down the Ctrl key to select the 
text in the Whale Shark story. 

We are not selecting the titles as we don’t want to add space after them.  
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 In the Page Layout Tab, under the Spacing heading, 
type 6 pt in the Spacing After Box. Your paragraph spacing 
will be changed in the text. This will add 6 pt of space after 
each paragraph.  

 Select the Title Whale Shark. 

You will now add space between Whale Shark and the end of the last story.  

 In the Page Layout Tab, under the Spacing heading, either click the arrows to 
the left of Before or type 18 into the Spacing Before Box. 

Your paragraph spacing will be changed in the text.  
18 pt of space will be added between the stories.  

 Save your document and email it to your instructor.
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Exercise 06b 
Using the sample as a guide, follow the directions below to complete a title page. 

 Open the Word 2013 Application. 

For this exercise, you will start from a blank document instead of 
a template: 

 From the Word application, click Blank Document 

 Save the file in your Documents Folder: 
File > Save As > My Documents 

 Name your file by typing in the File Name box: 
Word 06b YourFirstNameLastInitial SPACING 
Save as type: Word Document 
Click Save 

 Go to https://www.coolgenerator.com/story-title-generator  
to generate a story title 

 Type the following text on your page, press the enter key after each line: 

Your Story Title 

Your First Last Name 

Word Exercise 6b  

Digital Technology 

Today’s Date 

 Select the text 

https://www.coolgenerator.com/story-title-generator
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 In the Home Tab, centre the text. 

With the text selected, make the following changes 

 Font Size: 14  

 Font Style: Candara  

 Select the first line of text 

You will now move the text down on the page. To do this, you will use the 

paragraph spacing tool, instead of pressing the enter key several times: 

 In the Page Layout Tab, type 132 pt in the Paragraph Spacing Before box:  

You will now move down the last two lines of the text: 

 Select line:  Exercise 6b 
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Save your assignment and email it to your instructor.   

 

Exercise 06c 

Using the sample as a guide, follow the directions below to complete the exercise. 

 Open a file on your computer: 
Word 06c Template SPACING 

 Save the file in your Documents Folder: 
File > Save As > My Documents 

 Name your file by typing in the File Name box: 
Word 06c YourFirstNameLastInitial SPACING 
Save as type: Word Document 
Click Save 

Invitation 1 - Change the following Line Spacing + Paragraph Spacing 

 Select the 3 lines of text as shown below. 

 To bring the text lines closer together, 
change the Line Spacing to Exactly 18 pt. 
(See pages 4 +5 in this document to locate the line + paragraph spacing tools.) 
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 Select the 3 lines of text as shown below. 

 Change the Line Spacing to Exactly 16 pt  

 Select the text as shown below. 

 To add space between the paragraphs of text, 
change the Paragraph Spacing After to 8 pt 
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Invitation 2- Change the following Line + Paragraph Spacing  

 Select the 3 lines of text as shown below. 

 To bring the text lines closer together, 
change the Line Spacing to Exactly 23 pt. 

 Select the 3 lines of text as shown below. 

 Change the Line Spacing to Exactly 17 pt  

 Select the text as shown below. 

 To add space between the paragraphs of text, 
change the 
Paragraph Spacing 
After to 8 pt 
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Note: When you add paragraph spacing (spacing before, spacing after), 
space will be added only where returns  exist. 

In many situations, paragraphs are continuous text with a return after 
each paragraph. 

In this exercise, the paragraphs were created by forcing the end of the 
line with a Soft Return by pressing the Shift + Enter keys at the end of 
the line. 

When you add Paragraph Space After or Space Before, the Soft Returns 
are ignored and the 3 lines are treated like one paragraph.  

 Save your assignment and email it to your instructor.  

Soft Return 

Regular Return 

Soft Return 

Soft Return 

Soft Return 

Regular Return 

Regular Return 
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