
Spacing Items in a Numbered List 

Note: A new content editor was added in June 2026. Prior to this, clients spacing items in a 
numbered list o en used SHIFT + ENTER to create double spacing between items in the 
numbered list. The new editor no longer recognizes SHIFT + ENTER for numbered list spacing 
and the method below should be followed.  

Note: It is recommended to take care of spacing as the last step, a er all list items are added, 
posi oned correctly, and the preferred style applied. 

 
1. To apply spacing to the en re sec on of text, click anywhere in the text (without 

highligh ng text). To apply spacing to a specific sec on of text, highlight the text 
where you want to apply the spacing. 
 

2. Click the Line Spacing icon in the toolbar. 

3. The numbers (1.0 – 3.0) can be used to set the spacing of each numbered list item. 
To add addi onal spacing between items, use the “Add Space Before Paragraph” or 
“Add Space A er Paragraph” op ons.  

 



Examples: 

Line Spacing = 1.0, no spacing between paragraphs: 

 
Line Spacing = 1.0, add space between and a er paragraphs: 

 
Line Spacing = 2.0, no spacing between paragraphs: 

 
Line Spacing = 2.0, add spacing a er paragraphs: 

 


