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Tabs

What is a Tab?

A tab is a feature in Word which allows us to create aligned columns of text without using tables or cells.

Below is an illustration of an example of tabs.
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Inserting Tabs into a Document
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Tabs can be inserted into a document using two different methods.

e You can insert tabs by selecting your tab icon as shown in the image above and then clicking on the horizontal ruler
(above your document) where you want to position your tab.

e Or you can select Format/Tabs from the menu bar and then enter your precise tab measurements and type of tab to

insert and then press Set.
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Moving and Changing Tabs

As there are two methods of setting tabs, there are also two methods of moving or changing tabs. Lets look at the tab set
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dialog window first. The tab setup dialog window is composed of three parts. Tab stop position, Alignment and Leader.
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Once you have selected your type alignment, position and leader, press “Set”
and your tab will appear in the listbox above. To clear a tab, select the tab to
clear in listbox and press “Clear”. To clear all tabs press “Clear All” (tabs).
The second method is not quite as precise as the first, however it has the advantage or being TR T
extremely fast. It is as simple as clicking on the tab markers on the ruler (as shown to the right - ;
the “L” - Left tab on the ruler) and dragging it to a new location on the ruler. Looking at the image s

to the right, just click on the black “L” (left aligned tab) tab situated at the 6cm mark on the ruler
and drag it to the 7cm marker on the ruler. This is how to increase your tab position by 1cm just by
dragging it there. The disadvantage of using this method is, it may not be exactly at the 7cm mark
but only at 6.98cm or even less accurate. In the instance that you are trying to accomplish precise
templates this method would not serve you very well.
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