My name is: 

Lesson Three

Enter Key and Spacing

Watch your teacher’s demonstration about the return key. Then practice with this lesson. 
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Inour lives, we usually
love our jobs, s we enjoy goit| r times we don’t
havea great job. but we get a | ly. sometimes we
‘might even havea terriblejob{  Line Spacing Options

say it’s best to haveajob you dd Space Before Paragraph
paycheck. Ofcourse it Would § = | aag space stter parsgrapn
paycheck, too! While some peopleTiever really consiaerTooking for both an
ideal job and a great paycheck, others spend their lives searching for one.

Youwill change the spacing in the paragraph, without the enter key:

1. Usethemouseandselect all of the paragraph. [T
3quick clicks will do it!
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3. Move your mouseto find Spacing. Pull downto
choose2.0. That’sallyouneed to do! No return key for spacing!

2. Find Paragraph near the top of the page.





Practice One: Separate the days on the line below. Move the cursor after the last letter in each day. Click. Press the enter key. Move the cursor again to the end of the next day. Click and press enter. Repeat. When you finish you will see one day on one line.

My week

SundayMondayTuesdayWednesdayThursdayFridaySaturday

Spacing Lesson: Read the paragraph. Ask your partner or use a dictionary to be sure you understand the vocabulary. 
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Y ou will change the spacing m the paragr:
1. Usethemouseand select all of the patagraph. # %dld(swﬂl doit!
2. Find paragraph nearthe top of the page. Paragraph and then a dialog
box will open.
3. Find Spacing. Click on the arrow under Line Spacing. Change Single to
Double. Click on the Okay button. That’s allyou need to do! No return
Key forspacing!

B AaB assca amca aaBbe - A DT

3y Replace
THeadingl TNormal TNoSpaci. Heading2 - Change
s > 92 = GO0 3 sea-

5| Editing

Clipboard &

Extra Practice: Writea short paragraphabout the best job for you. Think
abouttheideas in the paragrapgh on page two. Whatis important to youat
work? Whatinterests you? What doesn’tinterestyou? What work could
you enjoy for along time? Why?

When you write your pargragph. the computer automatically chooses single
spacing. After vou finish writing vour paragraph. change the spacing to
Bl
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Every week I am busy. I go to school and I go to work, too. I take care of my family. I take care of my home. Sometimes I see my friends. Sometimes I talk to my friends on the phone. We don’t have time to see each other. I am happy when we send email. I like read email.

You will change the spacing in the paragraph, without the enter key:

1. Use the mouse and select all of the paragraph. 3 quick clicks will do it!
2. Find Paragraph near the top of the page. 

3. Move your mouse to find Spacing. 

4. Pull down to choose 2.0.  That’s all you need to do! 
No return key for spacing! Your computer changes the spacing for you. 
