Chapter

12

Using Tab Stops

You were introduced to the use of TAB STOPS in Chapter 2. This chapter will extend
their use. Using TAB STOPS efficiently is essential for the production of professional
documents. The main TAB STOPS available are described in the following diagram.

4 \

L] Represents a Left Justified Tab
[+] Represents a Centre Justified Tab
[a] Represents a Right Justified Tab
Represents a Decimal Tab

Using Tab Stops to Enter a Discount Table

Let's enter a simple table that uses the different types of TAB STOPS.

A Setting Left Justified Tab Stops

1  Load Microsoft Word or close the current file and start a new BLANK DOCUMENT.

Es- O @0 - Documentd - Word T @ - 0 x
O 5 0 E S T : Bh 22
“ 1 2 Open the PAGE LAYOUT tab of the
./ RIBBON and set the SPACING AFTER
box to 0 so that no space is inserted
after a paragraph.
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Margins Orientation  Size Columns ~_ =
z 5 a . b Hyphenation= | SERight: 0
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Page Setup

| 3 Click Left Justified Tab Stops at
E > o@D - E——— about 4.0, 7.0 and 10.0 cm in the

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW l
Ruler.

Dj ﬁ IE = Breaks = Indent Spacing
£ Line Numbers - s3=

SEleft [0em 212 Before: [0pt

Margins Orientation  Size Columns = e
s 3 e . b¥ Hyphenstion~ | SERight 0em % |1 After 0pt
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Learning Microsoft Word 2013

NOTE: If the Ruler is not displayed under the RIBBON, click on the RULER
check box in the VIEW tab of the RIBBON.

4 Press the <tab> key once and enter:
ITEM

EHS O 0 = Document 1 - Word
HOME  INSERT  DESIGN  PAGELAYOUT | REFERENCES — MAIINGS — REVIEW  VEEW

By N = Breaks = Indent
Dj rli—‘-‘ ID D Line Numbers -

Eleft 0cm
Margins Orientation  Size Columns
% 5 < . b Hyphenation

Page Setup
(8 S B OIS WA WIS R SO R

1 5 Press the <tab> key again and enter:
PRICE

ITEM PRICE DISCOUNT

\ 6 Press the <tab> key again, enter:
DISCOUNT

and press <enter>.

B Removing Tab Stops

A fresh set of TAB STOPS will be needed on the second line so the current ones will need
to be removed.

| 1 Remove the TAB STOPS from the
Ruler by dragging each out of the
Ruler in turn.

EHS O 0 = Document tl - Word
HOME  INSERT  DESIGN  PAGELAYOUT | REFERENCES  MAIINGS  REVIEW  VIEW

E B IE = Breaks - Indent

5 i) line Numbers- | #=Left (Dem
Mrgins Orientstion Size Columns ~_
- - - - bt Hyphenation ~

=ZRight: 0cm

Page Setup

ITEM PRICE DISCOUNT

| 2 This has only removed the TAB
STOPS from the second line, not the
first.

NOTE: If your headings have been affected the cursor was in the first line or
you didn’t press <enter> after the DISCOUNT heading.
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C Setting a Right Justified Tab Stop

Right justified tab stops allow you align the right edges of text.

ﬁ E—— S —— 1 With the cursor in the second line,
v _ss oo | m bttt e el e click twice on the TAB TYPE box at
@ P p . EL — | theleft of the Ruler to set it to

2 (_____w_, .. aRIGHT JUSTIFIED TAB STOP.

 Right Tab)

ITEM PRICE DISCOU

2 ClickaTAB STOP at 5.0 cm in the
Ruler.

D Setting Decimal Tab Stops

Decimal Tab Stops allow you to align text on characters such as decimal points.

' 1 Click once more on the TABTYPE
box to set it to a DECIMAL TAB STOP.

EHS O 0 = Document 1 - Word
HOME  INSERT ~ DESIGN  PAGELAYOUT | REFERENCES  MAILINGS — REVIEW  VIEW

@P‘Dlgf

Wiz Oniesiation, S Cafiim

eaks Indent
e Number: ELeft: 0

DISCOUNT

| 2 Click DECIMAL TAB STOPS at 7.5 cm
and 11.0 cm.
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E Completing the Table

TR LE 1 Press the <tab> key once and enter:
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
8y e = Breaks ~ ndent acing
M@m Ori[%im IE CD . éDEme:umhem I-::ELeft: Oem Slpif B;Dre: 0pt Spade
e i - The text should move to the left as
a I‘Z‘\‘l'\'X‘I‘l‘\‘l'\']‘l‘4‘\'j‘l‘5‘l‘7‘.'E .
i : : you enter it.
| ITEM PRICE DISCOUNT
o Spadel
2 Press the <tab> key again to move
T —— the cursor to the first DECIMAL TAB
h HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW STOP and enter:
Dj E IE :.‘:‘. B.reaks' Iriem ] Aip:(mg -
e S G | e b 313.65
. e T S B e S ) The decimal point should stay level
! with the DECIMAL TAB STOP.
= ITEM PRICE DISCOUNT
- Spade $13.65)
3 Press the <tab> key again to move
the cursor to the second DECIMAL
EHS O O - Documentl. - Word TAB STOP, enter:
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
I O e $2.50
Ma[vw Onenfam" S'.ZE CUIU.mm b? Hyphenation~ | =% Right: |0 cm :':':ii After: U.pt = ‘{:‘ '
Page Setup ] Paragraph IE] and pl"eSS <enter>.
a |‘2‘\‘l-\-§‘|‘1‘\‘l-\-]‘l‘d‘\-j‘|‘§‘|‘7‘_|:-!
; ITEM PRICE DISCOUNT
Z Spade $13.65 $2.50
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