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Understanding Report Formats

Double-space 
between quotes

Begin title 2" down 
from top of page

Title is UPPERCASE, 
centered, and boldFirst line indented

Quotes are single-spaced 
and indented about 1" 
from left

Body text is 
double-spaced
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Using Paragraph Formats
 Setting paragraph alignment

Character formatting: Select the entire block of text you want to format.
Paragraph formatting: Simply click in the paragraph to select it. 

Align left

Align center

Align right

Left 
Center 
Right 
Justify

Center 
alignment on 
the Mini 
toolbar
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Using Paragraph Formats
 Setting line spacing 

Word’s new default 
line spacing

Open the Paragraph dialog 
box, where you can also 
set line spacing

Toggle between adding and 
removing space before and 
after paragraphs
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Indenting Text from the Left

Decrease indent Increase indent

Left margin 1/2–inch indent
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Setting Indents on the Ruler

Left margin

Indents first line 
of paragraph

Indents rest of 
paragraph

Indents all lines of 
paragraph from the left

Right margin

Indents all lines of 
paragraph from the right
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Setting Tabs with the Ruler

Choose the 
type of tab 

Click the ruler to 
set the tab 

Heading is centered 
by the center tab
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Modifying Tabs with the Ruler

Select the table 
before modifying tabs

Reposition tab 
by dragging it

Delete tab by dragging 
it off the ruler
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Using the Tabs Dialog Box

Type a precise 
tab position

Modify default tabsSpecify alignment

Choose a 
leader style
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Tap Enter to generate a new bullet or number.
Tap Enter twice to turn off bullets or numbering.

Using Bullets and Numbering

Tap Shift + Enter to move the cursor to the next line 
without creating a bullet. 
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Define a new bullet 
or numbering style

Bullets library

Numbering  library

Using the Bullets and Numbering 
Libraries
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Choose a number 
style from this list

A variety of fonts for 
customizing a 
numbering style

Customizing Bullet and Number 
Styles

 Choose from a variety of symbols, 
pictures, and fonts
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Restarting or Continuing Numbering
 AutoCorrect smart tag appears when you 

start additional numbered lists in a 
document
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Using the Paragraph Space Setting
 Pad the space between paragraphs 

with a precise amount

Paragraph spacing controls in 
the Paragraph group (Page 
Layout tab of the Ribbon) 

Paragraph spacing controls in 
the Paragraph dialog box 
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Using Borders
 Apply borders to selected text, 

paragraphs, and pages

Borders options in the Borders and 
Shading dialog box  

Borders options on the Ribbon  
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Using Shading
 Apply shading to selected text, 

paragraphs, and pages

Shading options in the Borders and 
Shading dialog box  

Shading options on the Ribbon  
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Setting Page Numbering
 Insert at various positions on the page

Choose a  
numbering position

Choose a numbering design
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