
How to Get the Formatting 
Correct

Office 2007



The real key to formatting is 
to always type drafts using 
single spacing.

The second key is to know 
how to alter the underlying 
formatting code.  This is the 
theme of this tutorial.



Okay, start by clicking on the button called 
Show/Hide Paragraph Marks

Now, you need to know how to read a few of the 
codes (Really only a few matter):

1)  The code at the end of Student Name is called 
Line Break.  This is created when you 
<Shift>+<Enter>
2) The code at the end of Assignment X is called a 
Paragraph Break. It is created when you <Shift>.
It is the default code.
The code at the beginning of each paragraph is a 
Tab.   



Special trick:  Sometimes the Tab moves the 
entire page of text.  There is a trick to overcome 
this: 

In front of the Tab for the second paragraph 
there is a “dot” .  (Note that this same symbol is 
found between each word).  It signifies using the 
space bar.

I found that if I use the space bar THEN tab, I 
avoid the funky moving of my paragraphs.



Advance Level Lesson

You can change out the code using the Replace button.

In this example I will replace all Line Breaks with Paragraph 
Breaks.

Codes to know when using Replace:
^l  means line break
^p means paragraph break
^t means tab


