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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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It Takes Two To Tab It: 

· Tab Characters 

· Appear in text (()

· Tab Stops

· Appear in the ruler

· Types of Tab Stops:

· Left

· Right

How to Use Tabs

1. Type Tab key in text

2. Select lines of text

3. Set type of Tab Stop in Ruler

4. Click Ruler to insert stop
5. If needed, double-click stop
to edit tabs

Leaders:

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

· Double-click stop in ruler and choose desired leader

PAGES
Page Breaks
· Word automatically divides documents into pages

· Insert a Page Break to force a new page

· Click:

Insert > Page break 

Headers & Footers

· Headers at top of page

· Footers at bottom

· Use for page number, name
· To edit, click:

Insert > Header or Footer

First-Page Headers & Footers

· Usually no headers/footers on first page – redundant

· To set, double-click header:

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:

Page Layout > Breaks > Continuous
Section Formats

· Each section can have different:

· Headers / Footers

· Margins

· Vertical alignment

· Number of Columns

· Orientation (narrow/wide)

· Page numbering

HANDY TRICKS
Finding Text
· Useful in large documents

· Click Home > Find
Replacing Text
· Very useful in large documents

· Click Home > Replace
· Can be used to change formats

Automatic Hyphenation
· Makes right margin look better

· Page Layout > Hyphenation

Adding a Page Border
· Only for special occasions

· Page Layout > Page Borders

· Choose desired design

· Note: See Art box

Adding a Watermark
· Only for special documents

· Page Layout > Watermark

· Can customize text

Inserting a Table of Contents
· Must use Heading Styles

· References > Table of Contents
· Choose style

· Simplest option at bottom:

· Insert Table of Contents

Inserting a Cover Page
· Nice, but be careful

· Click Insert > Cover Page
· Choose design
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