Paragraphs Module 9

9 . Paragraphs

When typing a text it is important to create good formatting. Not only to make it more
readable, but also to assist you as a writer to keep overview of what you have typed.
Below is an example of a text with a good formatting:
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In this module you will learn:

1. What sub-paragraphs are;
2. arranging and formatting sub-paragraphs;

3. adjusting line-spacing

In the above fragment you can see how the text is arranged into different parts, which
each have their own header. They are separated by whitespace.

In the daily use of language a paragraph is a collection of sentences that belong to
each other. In Writer on the other hand a paragraph is a piece of text closed by
pressing the Enter-key. So in Writer whitespace, a header of a paragraph and the title
of a chapter are also individual paragraphs.
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By pressing Enter a paragraph-marking (]) is put in place, which with a press on the
Nonprinting-Characters button ] are made visible.

With Writer you can format your text per paragraph. So for instance you can centre,
indent, adjust line-spacing or add numbering per paragraph.

One of the basic principles of Writer is that you first have to select a part of a text
before you can edit it. This also applies to paragraphs.

When you want to select one single paragraph, it is sufficient to put the cursor
somewhere in the paragraph. Selection by dragging is only necessary when you want
to edit more than one paragraph at the time.

Because formatting works per paragraph, you have to be able to see where one
begins and ends. So it is quite useful to make the paragraph-markings visible. You
accomplish this by clicking the Nonprinting Characters button | in the standard
toolbar. Spaces are displayed as raised points ().

Assignment 9.1 Showing paragraph-markings

1. Open the Paragraph file in the Writer B2 folder of the RedNose CD.
2. Make, by using the Nonprinting Characters button T, the paragraph markings visible.
3. Count the paragraph markings. How many paragraphs are there according to Writer?

You will find the answer on the bottom of this module.

The formatting of a paragraphs is saved in the {-sign. When you remove this sign the
paragraph formatting is passed on to the following paragraph. The two paragraphs are
being merged and share the same formatting.

As a first example of paragraph formatting you are going to look into alignment. For the
alignment of a paragraph you use the same buttons you use for any other piece of text.

In the following assignment you are going to align paragraphs in different forms.
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Assignment 9.2 Alignment 1

1. Make sure the file Paragraph on your RedNose CD is opened.

2. The first paragraph of the first piece of text should be aligned to the right.

3. Put the cursor in the first paragraph, by clicking in it.

4. |= (Click the Align Right button in the formatting toolbar.

5. Next we centre the second paragraph, justify the third paragraph and align the fourth
paragraph to the left

6. |= (Click, in the second paragraph of the first piece of text and select Centred.

7. |= Justify the third paragraph of the first piece of text.

8. |= Select the fourth paragraph of the first piece of text and click the Align Left button.

Note: When you want to align more than one paragraph at the time, you need to
select the complete paragraphs. Just clicking in the paragraphs will not suffice.

Assignment 9.3 Alignment 2

Change, in the same way, the second piece of text.

Make the first two paragraphs Centred.

Make the last two paragraphs Justified.

N
N

3. Close the file Paragraph without saving the changes.
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