	TABS

	Would you please summarize tabs?


	· A left aligned tab stop can be quickly set by clicking on the Ruler where you want the tab stop to be placed.  You do not have to press Tab multiple times to get several inches in from the margin, you can set a tab at the desired location so you just press tab once which makes sure all items line up properly.  If you don’t set the tab, the number of times you would need to press the tab for the items to line up would vary by the amount of text within the item.

· Double-clicking a tab stop on the Ruler displays the Format Tabs dialog box.  In this way a tab stop can be quickly moved or realigned (center, right, decimal).  

· Previously set tab stops can be moved by dragging them on the Ruler to a new location, or removed by dragging the tab stop into the work area where it will disappear.

· If there is a checkmark by tab characters set for the View options under Tools in the menu bar you will notice an arrow represents each time you press the tab key – this arrow will not print, but it may help you align your work easily.

	What does the Format Tabs dialog box look like?  Is there a different way to get to it?
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In the Menu bar, click Format, click Tabs

	What is a tab leader?
	A tab leader is a character that fills the space between tabs, such as … --- ===, etc.  The leader serves as a visual aid to connect one tab column to the previous tab column; it helps direct your eye across a line of text to the next column.  A “Table of Contents” frequently uses leaders between subjects and page numbers.

	Why does the heading on a decimal aligned tab not look correct?
	The “word” used on a heading for a decimal aligned tab is considered a “whole number” and will (by default) have the space after the last letter aligned with the decimal point (left column below).  You may prefer to change only the heading to “center alignment” (right column below).
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