Increase spaces between lines

Increase spacing between lines to make documents easier to read
Double space by:

1. Highlighting the entire text (Control Key + A)

2. Hold down the control key and press the number 2 for double spacing. (Control key + 5 = line and half of space, Control key + 1= single space)

*To triple space or higher click on the Format menu to Paragraph. 

Click on the Line Spacing option and choose Multiple. 

Select the desire amount of spacing by clicking on the up or down arrows under the word At.

