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Follow to learn Word Chapter 4
1) Tabs – Settings on a page that allow text to be lined up neatly

a) Left Tabs - Line text up at the left edge of that position (L)

b) Center Tabs - Center text at that position (()

c) Right Tabs - Line text up at the right edge of that position (backwards L)

d) Decimal Tabs - Line decimals up at that position (( with a dot on right)

e) Bar Tab – Vertical line is inserted at a tab position (()

f) Leaders – A symbol that goes from end of previous tab to the beginning of the next tab
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Setting and Using Left, Center, and Right Tabs 
a) Showing the Ruler Bar
i) Click the View Tab 
(1) Check the Ruler box in the Show/Hide Group

b) At a new blank document (Ctrl + N), center and type “Class Schedule”
c) Press enter 1 time and change Alignment back to Left
d) Setting the tabs
i) Click the Paragraph dialog box launcher on the Home Tab, Paragraph Group
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Click the Tabs button
(a) Set a Left Tab
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Tab stop position: 1.25”
(ii) Alignment: Left
(iii) Leader: None

1. Click Set
(b) Set a 3” Center Tab

(c) Set a 4” Right Tab
(d) Click OK
e) Using the tabs
i) Header Row
(1) Press tab and type “Class Name”

(2) Press tab and type “Teacher”

(3) Press tab and type “Period”

ii) Press enter and fill in your schedule for the day (A-day or B-day)
(1) Be sure to press that tab type before beginning each item
3) Moving Tabs on the Ruler Bar
a) Moving tabs on one line
i) Click on the 1st line with Class Name 

(1) Point the mouse at the 1.25” left tab marker on the Ruler Bar

(a) Click the left mouse button and hold

(i) Drag to new location of 0.5”
ii) Move all Classes the same way

b) Moving tabs for multiples lines
i) Select all lines of text except Class Schedule 

(1) Drag the tab at 3” to 3.25”

(2) Drag the tab at 4” to 6”
4) Setting and Using Left and Right Leader Tabs
a) Move to the end of the document and press enter 2 times
b) Center and type “Class Roll” and press enter 1 time

c) Change alignment back to Left
d) Setting the tabs

i) Click the Paragraph dialog box launcher on the Home Tab, Paragraph Group

(1) Click Clear All
(2) Click the Tabs button

(a) Set a Left Tab
(i) Tab stop position: 1.25

(ii) Alignment: Left
(iii) Leader: None

1. Click Set
(b) Set a Right Leader Tab

(i) Tab stop position: 5.25
(ii) Alignment: Right
(iii) Leader: 2….
1. Click Set
(c) Click OK
e) Using the tabs
i) Press tab and type your name and press tab (leaders should appear)
ii) Type your neighbor’s name and press enter

iii) Repeat for 2 more lines - Use class members and friends

(1) You should have a total of 6 students

5) Setting and Using Left, Center, Decimal, and Bar Tabs
a) Move to the end of the document and press enter 2 times 

b) Center and type “Shopping List” and press enter 1 time
c) Change alignment back to Left
d) Setting the tabs
i) Click the Paragraph dialog box launcher on the Home Tab, Paragraph Group

(1) Click Clear All
(2) Click the Tabs button

(a) Set a Bar Tab

(i) Tab stop position: 2.25”
(ii) Alignment: Bar
(iii) Leader: Not Available
1. Click Set
(b) Set a 4.25” Bar Tab

(c) Set a 1” Left Tab with no leader
(d) Set a 3.25” Center Tab with no leader
(e) Set a 5.5” Decimal Tab with no leader
(i) Click OK

e) Using the tabs

i) Press tab and type “Item”
ii) Press tab and type “Quantity”

iii) Press tab and type “Price” and Press enter 1 time

iv) Press tab and type “Eggs”

v) Press tab and type “12”

vi) Press tab and type “$0.69” and press enter 1 time

vii) Repeat  for two more items
(1) Milk, 1, $2.85
(2) Cheese, 1, $5.23
viii) Press enter 1 time 

6) Restoring and Using Default Tabs

a) Restoring default tabs

i) Click the Paragraph dialog box launcher on the Home Tab, Paragraph Group
(1) Click the Tabs button
(a) Click Clear All

(b) Default tab stops: Make sure measurement is 0.5”

(i) Click OK
b) Using default tabs
c) Press enter 1 times 

i) Press Tab and Type “Monday”

ii) Press Tab and Type “Tuesday”

iii) Press Tab and Type “Wednesday”

iv) Press Tab and Type “Thursday”

v) Press Tab and Type “Friday”
7) Document Preparation

a) Change the style of the title “Class Schedule” to Title.

b) Change the style of the title “Class Roll” to Title.

c) Change the style of the title “Shopping List” to Title.

d) Change the style of the days of the week to Book Title
8) Name Requirement
a) Click Footer, on the Insert Tab, Header & Footer Group. 

i) Click Blank (Three Columns).

(1) Column 1- Click on [Type text] and Key Your First and Last Name

(2) Column 2 – Click on [Type text] and Key Your Period

(3) Column3 – Click on [Type text] and Key “04 Lesson”

ii) Click the Header & Footer Tools on the Title Bar
iii) Click Close Header & Footer, on the Header & Footer Design, Close Group

9) Save as “H:\CTech\Word\04 Lesson”.
10) Print and close (Press Ctrl + F4).

