Setting Tabs

1. Using the Ruler

· Choose the tab you need (left, right, center, decimal) by click in the left hand corner of the ruler.

· Then click on the ruler at the inch number you need the tab to be

2. Pull Down Menu – Formatting

· Click on “Format” and choose Tabs

· In the dialog box, type in the inch number you need to tab to be and choose the alignment

· Click “Set”

· Click “OK”[image: image1.jpg]



