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MODULE 10 BASI C PARAGRAPH MENU OPTI ONS

Thi s nodul e expl ains the various options available in the Paragraph menu.
The Paragraph nenu all ows you to format your docunent.

When you conme to the indented paragraph with a check mark, follow the instructions.

PREREQUI SI TES

Conpl etion of Modules 6 and 9: DoCUMENT CREATION  C HARACTER STYLES.

OBJECTI VES

At the end of this nmodule you will have | earned:
1. How t o open the Paragraph nmenu.
2. How to change the Units on the margin scale.

3. How to Ali gn paragraphs/docunents.
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BASI C PARAGRAPH FORMATTI NG

Adj usting margins and spacing is known as formatting, and this nmodule will explain the
basic formatting options available in the Paragraph nmenu.

) Enter the Editor.
) Open your docunment directory; Get BASI C PARAGRAPH.
) Begin reading fromthe screen. The headi ng bel ow ( THE PARAGRAPH MENU)
shoul d be visible on the screen. If it is not on the screen, check to see if the
title in the document nenu is correct.
If you have not selected the proper title, open the docunment directory, select the prop
title and get the correct docunent.
THE PARAGRAPH MENU
The Paragraph nenu contains options to format paragraphs. To bring the Paragraph
nmenu into view on the screen, you nmust use two of the special function keys on the

keyboar d.

) Locate the key (on the keyboard) which has com witten on it. This is the
command key.

To bring up the Character and Paragraph nmenus, you rnust hold down the cov key while
you press and rel ease the Lox key, then rel ease the cov key.

) Locate the LoX key.
In order to display the Character nenu, you had to highlight a character, word, or line
To display the Paragraph nmenu, you nust do a paragraph selection. To display the
Par agr aph nenu:

) Select the paragraph directly above this one.

) Hold down the covm key while you press and rel ease the Lox key.
Rel ease t he cov key.

A menu (which [ ooks like the follow ng exanple) should be visible above your docunent
wi ndow. This is the Paragraph nenu.
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Par agr aph Menu

Par agr aph nenu Neutral Detail Apply
Units: In Picas Pts Styl e:

Align: Left Right Cr Just Vert: None First Next Sane colum
Lead: before:<15> after:<0> |ine spacing: <b>pts.

New page: Before After Footnote text: Start Cont

Tabs: Left R ght Cr Aign on:.<> Leader default tabs:<28> units
Keep: Start Cont Heading keep:<0> pts.

Msc: Profile Printer vert.pos.:<0> units Line # Of

|]__left marginfofst |ine in paragraph right margi n of paragraph|
[l left margin of all except first line in paragraph
I ﬁo 1?0 1?0 2?0 2?0 3?0
) Look at the top line of the Paragraph nmenu. It has Neutral the sane as the

Character menu. You shoul d highlight Neutral before applying any new
options to your docunent.

) This nenu also has Detail. Only the npbst comon options are di spl ayed when
you open the Paragraph menu.

) Al options which are showmn white on black are presently activated.

) Look at the bottom of the menu where the long grey bar is |located. The
exanpl e bel ow denponstrates the purpose of this bar

Mar gi n Bar

| left margif first line in paragraph right margin of paragraph|
|| left margin of all other lines in paragraph L

This is the margin bar; it can be mani pul ated using the mouse. The margin bar is used !
set the margins of a paragraph. Wen you first open the Paragraph nmenu, the nmargin bar
i ndi cates where the margins for that paragraph are set.

The margin bar allows you to indent or extend three margins in a paragraph

1. You may adjust the left margin of the first Iine of the paragraph (indent the firs
line).
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2. You may adjust the left margin of all other lines of a paragraph

3. You nmay al so adjust the right margin.

Underneath the margin bar is a carriage scale nuch like the one on a typewiter. The
nunbers on the carriage scale indicate horizontal distance.

Margin Bar with Carriage Scal e

| left margf first Iine in paragraph right margi n of paragraph|
|| left margin of all other lines in paragraph L
50 100 150 200 250 300

| | | | | |

The carriage scale is used when setting margins so you know at what distance each
margin is set.

Margins are neasured fromthe left printing edge of the paper. Zero (0) on the carriag
scale in the Paragraph nenu is equal to 1.2" fromthe |left edge of the paper

The carriage scale may be changed to display any one of several different units of
neasure (inches, picas, or points).

) Look at the second I|ine of the Paragraph nmenu beginning with Units.
Units................... Ref.er.s .t.a .a .uni.t. .aof. .measure whi ch you nmay choose
when working with horizontal distance (nargins and
tabs).

Units are displayed on the carriage scale below the margin bar at the bottom of the
Par agr aph nenu.

The unit of neasure which is highlighted (currently oN) is autonmatically applied to the
carriage scale below the margin bar, but does not affect the docunent. This is only fo
your conveni ence when neasuring di stance.

) Notice which unit of measure option is currently highlighted on the nenu
(Units: Pts.)
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) Notice the nunbers displayed on the carriage scal e

Points.................. Ther.e .ar.e .appr.axi.mat.ely 72 points to an inch.

When the Points option is marked, there are about 14 visible units of measure per inch
Each unit of neasure represents approximately 5 points.

Picas are the standard unit of neasure when dealing with nechanical typing devices

(typewiters, for exanple). There are 6 picas in one inch (12 picas in two inches, 18
in three inches, etc.).

When the Picas option is oN, each nunmber on the carriage scale (6, 12, 18, etc.) indicat
an inch. There are twelve divisions in each inch when using the Picas option.

Margin Bar with Carriage Scal e

| left margif first |line in paragraph right margi n of paragraph|
|| left margin of all other lines in paragraph L
6 12 18 24 30 36

| | | | | |

) Mark Picas in the Units line of the Paragraph nenu

) Look at the nunbers on the carriage scale

Picas................... The .carr.i.age .scal.e .i.s marked off in units of 6 picas
per inch.

When the Picas option is oN, the carriage scale displays inches divided into twel fths of
inch (each inch on the carriage scale has twelve visible units of neasure).

) Mark Inches in the Units |ine of the Paragraph nenu.

) Look at the nunmbers on the carriage scale

Inches.................. I.nches .ar.e .a .canveni.ent way to neasure di stance
when doi ng col umar materi al
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When the Inches option is oN, the carriage scale displays inches divided into ei ghths of
inch (each inch on the carriage scal e has eight divisions).
) Mark Points again.
) Look at the next line of the nmenu - Align:

Just is presently marked. This neans the paragraph is justified. You also have the
option of having paragraphs flush Left, flush Right, or Centered (Cr).

) Select the above paragraph

) Mark Neutral

) Mark Left.

) Apply.
The paragraph shoul d now have ragged right margins.

) Sel ect the paragraph again.

) Mark Right.

) Apply.
The paragraph shoul d now have ragged | eft nargins.

) Select the above four I|ines.

) Mark Cr.

) Apply
The lines should be centered on the page.
You will learn about Vert: (Vertical Alignnent) for columar material in a |later nodul e
The next |ine on the Paragraph nmenu is Lead: Leading (pronounced led) is the anount of
white space between |ines and paragraphs. This is specified in points. The nornal
setting is equal to a double carrier return between paragraphs and one point |eading

between |ines of a paragraph. This paragraph has 15 points before it, and there are 5
poi nts of |eadi ng between the |ines.
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) Select the above paragraph.

) Change the | eading before: to 12 <12>

) Change the line spacing: to 1 <1>

) Apply.
Notice how the |ines of the paragraph are now cl oser together.

) Change the | eading back to 15 and 5 and Apply.
New page: allows you to tell the systemwhere you want to start new pages. Tabs: allow
you to set Left tabs, Right tabs, Centered tabs, or align on a decimal point. The deci!
poi nt can be changed to any other character. |If you do not set tabs, the system
automatically presets them Tabs will be covered in another nodule.
You are going to change the nmargi ns on the above paragraph.

) Select the paragraph.

) Move the cursor to the top 0 on the left side of the Margin Scale, press and

hol d down the | eft nobuse button, and nove the top margin bar to 30. Rel ease

the | eft npuse button.

) Move the cursor to the lower 0 on the left side of the Margin Scale, hold down
the I eft nobuse button, and nove the |ower margin bar to 60.

) Move the cursor to the right side of the margin scale, hold down the [eft nopuse
button, and nove the right margin to 450. Release the |left npuse button.

) Mark Apply.

The first line of the paragraph should be indented 30 units fromthe nargin; all other |
of the paragraph will be indented 60 units.

) Select the sanme paragraph again.

) Myve both left margin bars to O.

) Myve the right margin bar to 410.
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) Apply.

If you wanted to change the formatting on the entire docunent, you would highlight the
entire docunment and Apply. To highlight the entire docunent:

) Hold down the Com key.

) Touch the e key.

The entire docunent is now underscored. Rarely will you want the entire docunent
formatted exactly the same way. You will normally highlight each area separately.

) Be sure the nenu is Neutral

) Mark Left.

) Select the entire docunent - Com e.

) Apply.

) Change the entire docunent back to Justified.

You can use the DO key to repeat the sane operation on several different areas of your
docunent .

) Practice using the Align and margin format options. Use the DO key to invoke
the Apply instruction

You can use the Look key to copy | ooks fromone paragraph to another. You will select
the paragraph that is to copy formatting properties from another paragraph. Scroll to !
par agr aph whose "I ooks" are to be copied. Hold down the Look key while selecting the
paragraph to be copied (it will be underlined). Release the Look key.

) Select the above paragraph

) Hold down the Look key.

) Select the paragraph above it.

) Release the Look key.

) Continue using the Look key.



)

Save this docunent

under the title <your

i nitials-Paragraph- Menu>.
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SUMMARY B ASI C PARAGRAPH FORMATTI NG

To open the Paragraph nenu:...Select a paragraph (as a paragraph).

Hol d down the cov key while touching the
LOK key. ©oM LOXK.

TO CHOOSE THE ALI GNVENT

Justified margins............. Mark Just.ifi.ed .i.n .the Align: line of the paragraph
menu. The paragraph will be flush on the left
and right nargins.

Centered............ .. ... .... Mark .Centered.i.n.the.Al.i.gn: line of the
par agraph nenu. The paragraph will be
centered between the left and right nargins.

Flush on right margin only....Mark. Flush right in the Align: line. The
paragraph will be flush on the right margin only.

Flush on left margin.only..... Mar.k .El.ush .left in the Align: line. This is the
preset option and provides flush left margin
only.

Apply .o \Wen .al.i.gnnent.,. .spaci.ng .and .nargi ns are set

as you desire, mark Apply.

TO SET (OR CHANGE) MARG NS

Units. ... .. Mar k. Points.option.on.the.second |ine of the
par agr aph nenu.

FI RST LI NE

1. Move the cursor into the upper left corner of the grey margin bar (on
the top O in the margin bar).

2. Hold down the LEFT nmouse button while you pick up the top left margin bar.

3. Wen the margin bar is lined up at the proper nunber of units on the
carriage scale, Release the nouse button

OTHER LI NES
1. Move the cursor into the lower left corner of the grey margin bar.

2. Hold down the LEFT nouse button while you pick up the lower 0 in the
mar gi n bar and nove the cursor to the correct position

3. When the margin bar is lined up underneath the proper number of units on
the carriage scale, Release the nouse button
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RI GHT MARG N
1. Move the cursor to the right corner of the grey nmargin bar.

2. Hold down the LEFT nouse button while you nove the cursor to the correct
posi tion.

3. Wen the margin bar is lined up, Release the nouse button.

Apply . When .al.l. .mar.gi.ns .have .heen .set as you desire,
mark Apply.




