Adding space between paragraphs in Word (97/98/2000)

Here's a way to be more efficient when typing in Microsoft Word. Instead of pressing [Enter] to insert a blank line of space between your paragraphs, press [Ctrl]0 before you type, using the zero key at the top of the keyboard (not the one on the numeric keypad). This keyboard shortcut changes the current paragraph's formatting to include 12 points of blank space at the beginning of the paragraph. When you press [Enter] to begin a new paragraph, Word carries this formatting over to the new paragraph as well so that 12 points of space appears between the original paragraph and the new one. To turnoff this formatting, place the insertion point in the paragraph you want to change, then press [Ctrl]0 again. This technique can be used to change the current paragraph or several elected paragraphs. 

This tip was contributed by Joni A. VanDelinder (joni.vandelinder@viahealth.org). 

