USING TAB STOPS

RESOURCES

Click for Information on using TAB STOPS
Tab stops are located on the ruler. Click the button to the left to change the kind of tab stop
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ALeftTabstop sets the start postion of text that il then runto the right 2s you type.

& Center Tab stop setsthe postion of the middle of the text. The text centers on this
postion s you type.

ARight Tab stopsetsthe right end ofthe text, As you type, the text movesto theleft.
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 Note   If you don't see the horizontal ruler that runs along the top of the document, click the View Ruler button at the top of the vertical scroll bar. [image: image2.png]% H9-06)+ Documentl - Microsoft Word | |PdueTools | TableToos | -7
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You can quickly set tabs by clicking the tab selector at the left end of the ruler until it displays the type of tab that you want and then clicking the ruler at the location you want. But which type of tab stop should you use?
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	A Left Tab stop sets the start position of text that will then run to the right as you type.
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	A Center Tab stop sets the position of the middle of the text. The text centers on this position as you type.
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	A Right Tab stop sets the right end of the text. As you type, the text moves to the left.
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	A Decimal Tab stop aligns numbers around a decimal point. Independent of the number of digits, the decimal point will be in the same position. (You can align numbers around a decimal character only; you cannot use the decimal tab to align numbers around a different character, such as a hyphen or an ampersand symbol.)

	
	


DIRECTIONS FOR YOUR ASSIGNMENT

Using tab stops create a page that you can organize your top 10 songs. Put headings that are used to organize music in ITunes. (Artist, Album, Title, Genre) Now fill in 10 songs with the all of the information. Be sure all of your information lines up. Make your page Landscape (page layout tab> orientation> landscape) Click for Video Instructions
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