Formatting Paragraphs

This paragraph has a first line indent.  It is called a first line indent because, as you can see, the first line of text has been indented in from the left margin but all the other lines in the paragraph are aligned with the left margin.  

This paragraph has a hanging indent.  It is called a hanging indent because, as you can see, the first line of the paragraph is aligned with the left margin and all the other lines in the paragraph have been indented so it looks as if all these lines are hanging from the first one.  This is the opposite of a first line indent.

This paragraph has a left and right indent.  This means that both the left and right margins have been increased, so the line length of the text is smaller than on the previous paragraphs.  In this example the text has been indented by 3 cm from each margin.

It is also possible to change the line spacing in a document.  Generally we use single line spacing which looks like this.  There is no space in between each line of a paragraph, but you should leave a clear line space in between each paragraph.

This paragraph has been set in double line spacing.  This means that there is a clear line space in between each line.  You would probably use this option if you were typing a manuscript or a draft document where you wanted to make handwritten changes to the text.  This would make it easier to edit.

This paragraph has been set in 1.5 spacing.  This means that it is in between single and double line spacing, i.e. the gap is larger than single line spacing but smaller than double line spacing.  If you look closely you will see the difference between this paragraph and the one above.

In this example the text has been formatted into three columns.  The text within each column can be formatted in different ways (i.e. left aligned, fully justified) just like individual paragraphs.  Columns are most commonly used for producing articles in newspaper format, or data within a table, possibly with gridlines
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