
Notes- On how to Set Tabs
Tab Leaders
1) How do we show or hide the ruler? Click the upper right corner over, and above the vertical document scroll.

2) The basic tabs are left tab, center tab, and right tab. The tab selector icon on the ruler is found above the left margin, below the Ribbon.

3) A Tab is the measurement of the space the insertion point advances when you press the tab key.

The tab key is above the cap locks key on the keyboard. Tabs are used to indent paragraphs. Tabs are also used to organize data.
4) A tab stop is where it stops after you press the tab key. If you want to change the tab for a line of text place the insertion point on the line of text and change on the ruler or go to the paragraph dialog box to be precise. Place the insertion point at the beginning of the line and press tab to activate the tab stop if you have highlighted the text to create the tab stop.

5) If you have a left tab the data will start at the tab stop and type forward. 


For example this line of data has a left tab stop at 2.

6) If you have a center tab stop the data will be typed centered to that tab stop.


For example this line of data is centered at tab stop 3.

7)  If you have a right tab stop the data will have the tab stop as an end point and will be typed to the left.

For example this line of data has a right tab stop of 5.

8) Tab Leader- Dashed or Solid Lines that are in between the starting point and tab stop. You have to select tab leaders in the tab dialog box and set them when you create the tab stop for that tab.
9) The default tab space is set at .50 pts.

10) If you create a tab stop on the ruler you click on the ruler at the position where you want it to be.

11) To take off a tab stop from the ruler click on the tab stop and bring it down to the text.

12) When you set a tab it affects that line of text. If you want to change the settings on the next line you need to clear for the next line of text.
13) Where is the tab dialog box in the ribbon? To set a precise tab stop you need to go to the Home Tab/Paragraph Dialog Box/Click Tabs button.
14) When you create the tab stop on the ruler it is NOT Precise(Exact). When you create it on the tab dialog box it is called a PRECISE tab. 
Other Notes- Fifi reviewed how to E-mail yourself an Attachment when you compose an e-mail.
Other Notes- Student Government- Santos made announcements about the meeting.
