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Abstract

An explanation of how to type paragraphs properly within word processing documents. An explana-
tion of how tabs and returns are treated; including the use of the show/hide feature.

1 Word Wrap

Word wrap is the feature of breaking lines between and not within words, except when a single word is
longer than a line. So, when your line is full of text, the word processor automatically jumps to the next line.
Sometime, the text may wrap in an unwanted location. To make the reading easier, you need to proofread
word wrapping location and insert special characters. Two things to be concerned with are how to control
word wrapping with nonbreaking hyphens and nonbreaking spaces?

e Insert Nonbreaking Hyphens

If there is a word with hyphen at the end of a line, the first word and the hyphen may appear on the first
line, and the second word will be in the next line. So, to keep word with hyphen together, replace the regular
hyphen with a nonbreaking hyphen. A nonbreaking hyphen prevents the word with hyphen from becoming
separated at the hyphen. To insert a nonbreaking hyphen, press Ctrl4-Shift+Hyphen.

e Insert Nonbreaking Spaces

Sometimes text willwrap to the next line if a word does not fit at the end of the line, so some words should
be kept together for improved readability. To prevent words from separating due to the word-wrap feature,
you can insert a nonbreaking space. To insert a nonbreaking space, press Ctrl+Shift+Spacebar between the
two words that you want to keep together.
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Examplewithh ut Nonbreaking hyphen and spaces: Date word-wraps
at the hyphen

Prince William and Kate Middleton will marry on April
— — =29 atWestminster Abbey, Clarence House has
announced,

The prince's private secretary, Jamie Lowther-Pinkerton, said
the couple chose the Abbey for its "staggering beauty", 1,000- — — —
year royal history and its feeling of intimacy despite its size.

Nenbreaking Example using Nonbreaking hyphen and spaces:

space keeps
words together Prince William and Kate Middleton will marry on
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Nonbreaking The prince's private secretary, Jamie Lowther-Pinkerton, said
the couple chose the Abbey for its "staggering beauty",

hyphen keeps ]
phone number I,ODCLI\rearrwal history and its feeling of intimacy despite its

onsame line

Figure 1

2 Show/Hide spaces, return, and tabs

I cannot tell you how helpful using this feature can be. If you get used to working in Word with this feature
turned ON, you’ll keep yourself out of so much trouble! As you type text, Word inserts nonprinting marks
or symbols. To see these symbols click the Home tab, in the Paragraph group, click Show/Hide button that
look like a reversed “p”. When you click it you will see the different characters that show you there are
spaces, returns, and tabs on your text.
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