I’d like everyone to follow these guidelines for paragraph spacing when preparing a MSW file for this course. 
It will permit me to save some paper when I print out materials submitted and hopefully save a few trees. 
============================================================

Formatting the Line and Paragraph Spacing of MSW Documents –

In order to put additional line spaces between paragraphs or major points in MSW, many people use extra “HARD RETURNS.” This means that the “enter” key is pressed to put in blank lines.

Instead of doing that, please follow these steps:

1. BEFORE BEGINNING TO TYPE YOUR DOCUMENT, click on the “format” tab at the top of the MSW window. This will mean that your entire document will be correctly formatted for paragraph spacing 
2. Select the “paragraph” item and . . . 
3. Under the “indents and spacing” tab, look down to the “spacing” section

4. Make certain that “single” appears in the “line spacing” window

5. Notice that the number appearing in the window next to “before” and “after” can be changed from “0” to something else. I suggest that you insert “4 pt” in the “before” window. 
This will put in 4 points of space before each “hard return / enter” command. This number can be changed to alter the overall paragraph spacing within an entire document or sections if necessary but 4 points works well for most applications.
6. If you want to put in a regular single space instead of the space with 4 extra points, depress both the “enter” and “shift” keys together. This produces a “SOFT RETURN” which is a regular single space. This is how a SOFT RETURN appears in a MSW document when the “Show/Hide” formatting command is turned on


7. In order to either increase or decrease the paragraph spacing of your document, all you need to do is go to the “edit” tab and click on “select all” and follow the steps above. 
8. Please remember, DO NOT USE HARD RETURNS TO INSERT BLANK LINES BETWEEN PARAGRAPHS OR LINES!
