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TABS
Why Would We Use Tabs?

· To line up text in columns

· Can align left, right, center

Types of Tab Stops

· Left, Right or Center

· Most times, use left

· Left Tab Stop:
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· Right Tab Stop:
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· Center Tab Stop:
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 It Takes Two To Tab It: 

1. Tab Characters 
· Appear in text (()

2. Tab Stops
· Appear in the ruler

· Types of Tab Stops:

· Left

· Center

· Right

How to Use Tabs

3. Type tab characters in text

4. Select lines of text

5. Set type of tab stop in ruler

6. Click tab stops on ruler

7. If needed, edit tabs

Leaders:

· Make it easy to line up items:
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· Use with Right Tab Stop for even lines:

[image: image5]
· To Adjust Leaders:

· Click Format | Tabs and choose desired leader

PAGES
Page Breaks
· Word automatically divides documents into pages

· Insert a Page Break to force a new page

· Click:

Insert | Break | Page break 

Headers & Footers

· Headers at top of page

· Footers at bottom

· Use for page number, repeat title

· To edit, click:

View | Headers & Footers

First-Page Headers & Footers

· Usually no headers/footers on first page – redundant

· To set, click:

File | Page Setup | Layout
Check Different first page
Fields

· Used for page numbers, dates

· Handled automatically by Word

· Usually appear gray if clicked

· We can format but not edit them

· But can delete them

Sections

· Docs can have many sections

· Each section, different format

· Margins, headers & footers

· Sections can be:

· Short (part of a page), or

· Long (several pages)

· To insert a section break, click:

Insert | Break | Continuous
Section Formats

· Each section can have different:

· Headers / Footers

· Margins

· Vertical alignment

· Number of Columns

· Orientation (narrow/wide)

· Page numbering

TABLES
Why Would We Use Tables?

· Great for similar information

· Makes it easy to compare

· Can also be used to align text

· Easier to use than tabs

· Have rows (horizontal), columns (vertical) and cells

· Use Tab key to go to next cell

Two Ways to Create a Table:
8. Click Table | Insert | Table
· Enter number of columns and rows

-- OR --

9. Click Table button in Standard toolbar

· Use mouse to select number of columns and rows

Two Ways to Adjust Tables

10. The Table Menu

11. The Tables & Borders Toolbar

· Click Tables and Borders button on Standard toolbar

-- OR --

· Click View | Toolbars | Tables and Borders
HOMEWORK

12. SAM: MS Word Training 3
13. If you haven’t already, bring SAM ProGrader card to the next class.

14. Create a Résumé based on a Word template. (If needed, make up job information.)
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Instructor: Rich Malloy – 203-862-9411 – malloy@techhelptoday.com


