Tabs

Tabs should be used to print information in nice neat, straight columns.

1.
From the Menu Bar click on Format.

2.
Highlight TABS and press enter.
3.
A Tabs format menu will display. The default Tab setting is .5 inches. You may set your default to a new set distance or set the position for each tab individually by typing in the new position.

[image: image1.png]Microsoft Word - TABS.RTF. =[5 x|
S T T

=lsix]

lozR 8RRy i zad(o-- e HOR=E8ET = -|&
B B[ 02 SR O-2-A-
[« =& B|@ @ raoes- | go- |7 sirassare B
¥y [z
L Tab stop poskion Defauktabstops: o5 = :
may [B each tah
indis Alignment
& Left  Decimal
© Center  gar
€ Right
ez
& 1 Nore
= ez
ou  Tab stops to be cleared: Fint between
tabs,
Ifyc set Clear eardl | |, e darkc
gray
==

[ b & | ostopes- N NOOE 4| &-L-A-==20 @)

[Page 1 sect TS e el il o e

st | A ) @ & % [e] B »||[g7 Microsort word - TAB_..| I

BDS 7114M




4.
You may also decide how you would like your information to print between tabs. Such as centered, right or left justified, or as a decimal.

5.
If you like you may also set up your tabs by carefully moving the little dark gray lines under your ruler markings.

