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Microsoft Word – Tabs

1 hour
This workshop assumes a basic experience with Word. Topics include creating left, center, right, decimal and bar tab stops, deleting tab stops, setting tab leaders, using the Tab dialog window and the Format Painter.

Worksheets: Using Rulers and Tab Stops

Topics:
-
Default Tab Stops

· Insert Tab Stops

· Left

· Center

· Right

· Decimal

· Bar

· Delete Tab Stops

· Tab Leaders

· Bar Tabs

· Format Painter

Worksheets:

1Tabs Window


2Tab Stops


3Tabs – Visual Explanation





Tabs Window


The tab button on the keyboard creates a tab character ((), which pushes text to the closest tab stop to its right.  Microsoft Word sets default tabs at every half-inch (0.5”). When your rulers are turned on (View->Rulers), you should be able to see where the default tabs are set on your ruler, they appear as dark gray lines (tick marks), at regular intervals along the bottom of your horizontal ruler.  To change the default tabs, access the Tabs… option through the Format menu.  Default tabs are always left tab stops.


To set a tab, in the Tabs… window, type the location into the Tab stop position: box, (where the cursor should be blinking). Choose an Alignment and Leader, and then click Set if you want to add more tabs or OK to finish.  

To remove a tab, in the Tabs… window, choose the tab from the list and click the Clear button.  To remove all tabs use the Clear All button. 

To set a tab with the ruler, click the tab stop indicator ([image: image1.bmp]) on the far left of your horizontal ruler (just above the vertical ruler).  Each click of the mouse button will show a different tab stop.  Left ([image: image2.bmp]), Center ([image: image3.bmp]), Right ([image: image4.bmp]), Decimal ([image: image5.bmp]).  If you are using Word 2000 or later you will also have a choice of Bar ([image: image6.bmp]), First Line Indent ([image: image7.bmp]) and Hanging Indent ([image: image8.bmp]).  Click the box until you have the desired tab stop showing.  Then click on the horizontal ruler where you want to set the tab stop.  Aim for the lower part of the ruler, where the default tabs are shown.  The new tab stop will appear on the ruler, and all the default tabs below and to the left of that placing will disappear.

Tab Stops


[image: image9.bmp]
Left Tab Stop – Text jumps to the tab stop and then moves to the right of the tab stop.  Text stops on the left side and is typed ( to the right.

[image: image10.bmp]  Center Tab Stop - Text jumps to the tab stop and then will show first to the right then to the left then to the right then to the left as you type.  Text is centered on this tab stop. (
[image: image11.bmp]   Right Tab Stop - Text jumps to the tab stop and then will show to the left of the tab stop.  Text stops on the right side and is typed ( to the left.

[image: image12.bmp]  Decimal Tab Stop - Text jumps to the tab stop and then will show to the left of the tab stop.  Text stops on the right side and is typed ( to the left, until the period/decimal (.) is pushed, then text jumps to the tab stop and then will show to the right of the tab stop.  Text stops on the left side and is typed ( to the right.

[image: image13.bmp]  Bar Tab Stop - This tab stop does not affect the flow of the text, but allows you to place a vertical line where this tab stop is set.

Setting tab stops overrides all previous (to the left) default tab stops. To remove a tab, simply place your mouse on the tab and drag it off the ruler, or again, you can do this from the Tabs… window.

Special Note

If you hold down the Alt key while moving anything on the ruler you will get a more exact reading.  

Example:


Tabs – Visual Explanation

LEFT TAB STOP, Text aligns on the left, and flows to the right.
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CENTER TAB STOP, Text aligns in the middle, and flows left then right then left then… 
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RIGHT TAB STOP, Text aligns on the right, and flows to the left.
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DECIMAL TAB STOP, Text aligns on the right, and flows to the left until the decimal/period.
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BAR TAB STOP, Text does not respond to this tab stop, but it does create a vertical line.
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LEFT TAB STOP, WITH DOT LEADER, Text aligns on the left, and flows to the right.
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Left Tab Stop





Tab Stop Indicator





Left Tab Stop





Tab Stop Indicator
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