Key Skills IT — Change Margins and Double Spacing

Double Spacing

Double spaced text is more spread out across the page. It is often easier to
read where there is a lot of text with several paragraphs. You need to include

Double Spacing and Changed Margins in a level 2 IT Portfolio.
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In your CV and later Portfolio documents try changing some sections to
Double Spacing. The Profile section of the CV would be a good paragraph to
change. See if there is anywhere else you could use this format.
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Change Margins and Orientation

You would change your margins in Word if you wanted to try getting more or
less text on the page. Smaller margins would give you more room for your
text, larger margins give you a smaller work area.
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