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Test Series Microsoft Word

Module 6 - Paragraph Indenting, Alignments and Line Spacing in MS
Word

Definition
- Paragraph Group
The Paragraph Group in Microsoft Word on the Home Tab
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@ : CSE refers to a cc_)llection of tools and
o/ features available under the "Home" Multi-Level
tab that are used for formatting and sutoren Thered X Decreate increase Sort | L
_ organizing paragraphs in a document. e _\\ N / Charscters
These options help you adjust the A e
appearance and layout of text blocks, Align ™ T> 7 /E B o
control alignment, spacing, and i 7/ . -
_ indentation, and apply list formats such Reht Justy (RUES & Paragraph Shacing
as bulleted or numbered lists.

— Banking &
LLLILITEI Use of Paragraph Group

The Paragraph Group in Microsoft Word is used to control the formatting, layout,
Central Govt and structure of paragraphs in your- document. By using the tools within the

pehmai Paragraph Group, you can enhance the readability, organization, and overall
appearance of your content
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Key Features in the Paragraph Group:

i State Govt.
Services Alignment - This allows you to align your text in different ways:

e Left Align: Aligns text to the left margin.

¢ Center Align: Centers the text between the left and right margins.

it LAW e Right Align: Aligns text to the right margin.

N I o Justify: Stretches the text to fill the entire line, creating even spacing

between words.

Line and Paragraph Spacing - This feature adjusts the space between lines of
EmrBaﬁce text within a paragraph and the space between different paragraphs:

e Single, 1.5 lines, Double spacing, or custom spacing options.
¢ Add or Remove Space Before/After Paragraph: Adjusts the space above or
below paragraphs.
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Railways & Metro
= Services Indentation - This lets you set how far the text is indented from the left or right
margins:
«Many Moreg ¢ |ncrease Indent: Moves the text to the right.
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Test Series ¢ Decrease Indent: Moves the text to the left.

Non - Printing Characters:

= - o v i - E T Normal
_ Non-printing characters in MS Word are special 1' e
o CBSE formatting marks that are visible on the screen ! 1.5
& but do not appear when the document is | 15
printed. These include symbols like paragraph : 20
I:I marks (1)), spaces (), tab characters, and line i 25
breaks, which help you see formatting details ! 20
@ P [#] I and organize the document more easily. | LindSpacing Options
. : 2*_ Add Space Before Faragrapk
_ Use of Alignment in MS Word i = penite S B er Paragraph

Alignment in MS Word is used to position text consistently within the document,
ensuring a clean, organized appearance. It helps in controlling the text's
placement, whether left, center, right, or justified.

__ Banking & Use of Line and Paragraph Spacing in MS Word

nsurance
Line and paragraph spacing in MS Word are used to control the amount of space
between lines of text and between paragraphs. This improves readability,
ensures the document looks neat, and helps in organizing content effectively.

Central Govt.

g Line Spacing Options

I

In MS Word, line spacing options allow you to adjust the vertical space between
m iR o lines of text. The main options include:

LTI @ Single: Default spacing, where lines are tightly spaced.
¢ 1.5 lines: Adds a little extra space between lines for better readability.
¢ Double: Adds more space between lines, often.used for academic or formal
W\ documents.
S PR ¢ At least: Sets a minimum line spacing, ensuring text doesn’t overlap with
larger fonts or graphics.
e Exactly: Sets a fixed line spacing that won't change, even if the font size
increases.
¢ Multiple: Allows custom spacing, like setting it to 1.2 or 1.8, for more control
LLLLEEM over spacing.
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Line Break

Railways & Metro
='"  Services Line Break (Shift + Enter): It moves the text to the next line without creating a
new paragraph. This is useful when you want to start a new line, but keep the
.many more} text in the same paragraph.
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Use of Indent in MS Word

Indentation in MS Word is used to create space between the text and the
document’s margins, helping organize content and improve readability. It is
commonly used to structure paragraphs, lists, and dialog.

CBSE

I

Keyboard shortcuts for the Paragraph group in MS Word:
e Left Align: Ctrl+L

e Right Align: Ctrl+R

e Center Align: Ctrl+E

e Justify Align: Ctrl+J

¢ Increase Indent: Ctrl+M

¢ Decrease Indent: Ctrl+Shift+M

Assignment using Paragraph Group In MS Word and Save file with

— Banking & the name “Natural Sources”
nsurance

Introduction:

Renewable energy refers to energy derived,from natural sources that are

[any el replenished naturally, such as sunlight,'wind, and'water. The impettance of
ervice renewable energy is increasingd@s we face the challenges of clinfate change,

rising energy demands, and.depléting fossil fuel resources.

(Use Font Color = Orange, Alignment = Left and Font Style = Bold)
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m State ,G°"t- Current State of Renewable Energy:

SCALLIIN Brief overview of existing refiewable\energy sources solar, wind, hydro, and
geothermal.“Adyances in technology and infrastructire, making renewable
energy more accessible and cost-effective. Examples of countries leading in
sis LA renewable energ{adoption, such asiBenmack; Germany, and China.

A I (Use Font Color = Green, Alignment = Right and Font Style = Italic)

Potential for Growth:

Renewable energy could provide the majority of global energy needs in the
MBA future, with projections suggesting it could be the dominant energy source by

Entrance 2050.The decreasing cost of renewable technologies, such as solar panels and

wind turbines, making it more affordable for both individuals and businesses

Integration of renewable energy into the power grid and how energy storage

Railways & Metro technology is improving.

='_  Services (Use Font Color = Sky Blue, Alignment = Right and Font Style = Bold.)
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~many moref Environmental and Economic Benefits:
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Test Series Reduced greenhouse gas emissions and their impact on combating climate
change. Creation of green jobs in the renewable energy sector. Energy
independence for countries relying on imported fossil fuels, leading to a more
secure energy future.

(Use Font Color = Navy Blue, Alignment = Center and Font Style = Italic.)

Challenges to Overcome:

Intermittency of renewable energy sources, such as solar and wind, and the need
for efficient energy storage solutions. Initial investment costs in infrastructure
and technology. Political and economic resistance from fossil fuel industries and
countries with vested interests in traditional energy sources. The.need for global
cooperation in transitioning to renewable energy on a large scale.

(Use Font Color = Purple, Alignment = Right and Font Style = Underline.)
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.Many more
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