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automated function rather than trying to double-space the document manually. Compare the appearance of a

In double-spacing a document, it can be an important and money-saving step to use your word processor's
manually double-spaced page to one that has been double-spaced using the format function.

% WordPerfect 9 - Document]
E File Edit “iew Inzert Fommat Tool: ‘Window Help

TN SRy var:
ITimesNewHDman j|12 ﬂ B 7 U §|<Nune> ﬂ

Indoble spacing a docureent, it can be an iroportant and money-saving step to wse your word
processor's antoraated funetion rathey than tying to double space the docurnent maroally,

Corpare the appearance of a marually double spaced page to one that has been double spared

wing the forat fimetion. 2
0
|4 | D
Document] Docurment2 I*AaB &  Insent | Pg1ln223 Pos 273" Y

* WordPerfect 9 - Document2
E File Edit “iew Inzert Fommat Tool: ‘Window Help _Iﬁllﬂ

|TimESNEWHDman ﬂ|12 ﬂ B r 0 §|<Nnne> ﬂ

It dovhle spacing a docuraent, it can be an tgortant and monewsaving step o nse your word
processor's antoraated funetion rathey than tying to double space the docurnent maroally,
Corpare the appearance of a marually double spaced page to one that has been double spared

wing the forat fimetion.

o4 e | 4

|4 | i
Document Document? I* AB % Inzert Fg1Lln217 Pos 273" ﬁ




Though the two may look very similar at first glance, from a formatting point of view, they are extremely different.
The documents below are the same two documents, with non-printing characters turned on. (Non-printing characters
include spaces, paragraph marks, and tabs.)
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You should be able to see the difference immediately. The first document, which was double-spaced using the format
function, shows a paragraph mark at the end of the paragraph only. The second document, which was manually
double-spaced, has a paragraph mark at the end of each line. (This denotes each time the Enter key was pressed.) If
you were to grammar check this document, you would also see that the program considers each word at the
beginning of a line to be incorrect (shown as a blue underline). If the program believes that there are a large number
of grammatical or spelling errors, it may slow the program down. If you consider at least a single error per line for
every line of a 300-page manuscript, the decrease in productivity may become quite noticeable. (Of course, you
always have the option to turn these functions off.)

The true difficulty with manual double-spacing becomes apparent when the work is to be formatted for print.
Formatting for print normally includes changing the margin specifications of your document, which can dramatically
alter the layout of your manuscript. The images below show what can happen when the margin settings are changed
and the document is fully justified for print.



* WordPerfect 9 - Document]

@ File Edit “iew Ingert Fommat Tool: ‘wWindow Help

DEE&E& ) 2Ro o Y@ A —
|TimesNeth:nman ﬂ|12 j B 7 I §|<Nnne> ﬂ s 2 =
ﬁ-dmﬁle-spﬂcingﬂdncmmnt,-it-can-he-an-imp::rtant-and-mnm;r— .
saving step 4o use smur-word processor's antornated fonetion-rathey
than -trying -to-double -space -the -docwrment -roanal by -Corapa e -the
appeararce of = -tranually dole spaced-page -toore that as been "
dovble spaced using dhe formatfunction 9 [
Kl | B
Documentl Documents | L3 AE% Inzert | Fg1Lln 362" Pos 4.72" //4
% WordPerfect 9 - Document?
E Eile Edit “iew |nzert Fommat Tool: Window Help _|E’|5|
DSEE ) 2Bo o~ ¥R/ -Ag-|=E-=-5E
|TimesNewHDman jl'lE j B 7 U §|<Nune> ﬂ i ‘Ef %
In-dmible spacing -a docurnent, 4t -can-be -an-lroportant -=nd-rone |
saving steprto-usesor-word- 9
9
processoy'santnmated fimctionratherthantrying do-donble spac ethe
docurnerteaanally. -
q
Corpare -the -appearanc e -of-a-anually double-spaced -page ¢oone -
that -hashe en-dodble spaced - m
= S
uging the formatfunction 0
KN | B
Document] Document? L3 AE% [nzert Pg1Lln3 75" Poz 373" é

The manually spaced document has lost much of its original formatting, and will have to be corrected before the
document can be converted to single-spacing. This means removing all paragraph marks, which do not denote an
actual paragraph. (Using a find and replace function to correct this will simply eliminate all uses of paragraph marks,
leaving your document without paragraphs.)

Double-spacing a single-spaced document. In order to double-space a single-spaced document, first select the
text you wish to double-space. You may choose Edit, Select, and then All from the toolbar or Ctrl+A to highlight the
entire document.
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For smaller selections of text, use Shift and your arrow keys or left-click and your cursor.

Once you have selected your text, go to Format in your toolbar, Line, and then Spacing. A window will open,
displaying numerical spacing options and a document preview graphic.
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Set the numeric value to 2.0 for double-spacing and select OK. Your selected text will then double-space. When this
formatting option is enabled, all text entered into the document will automatically double-space.

If you wish to single-space a double-spaced document, follow the above procedure, but enter 1.0 as the numeric
value.

Screenshots are of Corel WordPerfect 9
and older or newer versions of this program may differ slightly in appearance.
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