Working with Tabs
This handout is best used when viewed on a computer.  Go to www.atsolutions.info/classfiles.html to view/download it.
Notes

· Tabs are much easier to understand/use if you have the Show/Hide [image: image1.png]


 button turned on
· The default tabs in Word are set at every half inch mark

· Remove a tab by dragging it off of the ruler

· Add a “dot leader” by double-clicking on the tab after you have placed it on the ruler

Why do we need tabs?

ON   Lakers

If   Lakers

Using a Left Tab (good for a list of student info)

ON
Lakers

If
Lakers

Using a Center Tab (center items not in the middle of the page)

Knott’s Berry Farm
McDonalds


1234 Beach Blvd.
4567 South St.


Buena Park, CA 90210
Buena Park, CA 90210

Using a Right Tab with a Dot Leader

Peter Pan
Billie

Tinkerbell
Samantha

Wendy
Maria

Captain Hook
Mr. Bryant

Using a Decimal Tab with a Dashed Leader (works for times as well)

Cookies
.75

Sodas
1.25

Car – Gremlin
999.99

Science Projects
.58391

Breakfast
8:00

Lunch
12:00

Creating a Fill In Line(s) for Handouts

Name:


Grade:


Or you can do this:  (you need 3 tabs for this – all of them are left tabs)

Name:

Grade:


Home Phone:

Address:


Note:  When you are setting a dot leader in more than one place on the same line (as seen above), pay particular attention to the left hand side of the screen when you are setting the leader.  You have to make sure that you are setting the leader on the correct tab.  It doesn’t matter which tab you double-clicked on.



























See how the colons in the times also line up with the Decimal Tab?





Both lines have 2 letters and 3 spaces, but they don’t line up.  This is because letters in Word have different widths.  Tabs can help you to fix this.








