Aligning Paragraphs 
Microsoft Word (all versions) 
This is a Visual eTip! If you have a live Internet connection, click to see a full demonstration of this tip in action!

Do you have any comments or suggestions about this tip? Let us know!


On Microsoft Word's Formatting toolbar, there are four buttons that control paragraph alignment. They are called Align Left, Center, Align Right and Justify. The buttons have small, parallel, horizontal lines on them. The lines represent how the text will look when the alignment is applied.

First, let's make sure the Formatting toolbar is displayed. 

1. Click the View menu and choose Toolbars. 

2. If the Formatting entry is checked, the Formatting toolbar is already displayed. If it is not checked, click Formatting to activate it. 

To align a paragraph: 

1. If you want to change the alignment of just one paragraph, you need to click anywhere in that paragraph. Alignment is applied to an entire paragraph, regardless of how much of the paragraph is selected. If you want to align several paragraphs at once, simply select them. 

2. Click the appropriate alignment button: 

· Align Left is Word's default. Text lines up evenly at the left margin and is uneven or ragged on the right-hand side of the page. The lines on the toolbar button line up along their left edges and are uneven on the right. 

· Center aligns each line of the paragraph between the margins. The text does not line up at either margin. The lines on the toolbar button also don't line up at either margin and look centered on the button. 

· Align Right aligns the text up at the right margin and is uneven on the left side. On the toolbar button, the lines line up on the right and are uneven on the left. 

· Justify aligns your text on the left and right giving it a symmetrical appearance like you see in magazines, books or newspapers. The toolbar button looks like several parallel lines of equal length. 

EXTRA TIP: If you like using the keyboard instead of clicking buttons, here are the default shortcut keys you can use to align your paragraphs: 

· Ctrl+L to left align 

· Ctrl+E to center align 

· Ctrl+R to right align 

· Ctrl+J to justify 

That's all there is to aligning paragraphs!
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