
One way to format your level headings.  

 
1. Highlight the heading.  
2. Go to the Format menu and choose Paragraph. 
3. Choose the Outline level to the appropriate level heading.  
4. Set the Before field in the Spacing section to 12 pt.  
5. Set the After field in the Spacing section to 0 pt.  
6. Choose Double Spacing in the Line Spacing drop down menu.   

 


