MARGINS
Ways to Edit:

 Page Layout Tab . . . . .Page Setup Group . . . Margins
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Grab the ruler where the white and blue parts meet
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Uses:
Titles, poems

] LEADERS
Fill in the blank space before a Tab
4 Types of leaders: none, dotted, dashed, solid

Uses: table of contents, menus

Steps to adding morethan onetab at atime. . .

Openthe Tab dialog box (double click on the ruler)
Type thetab in the “tab position” and then click on “Set”
Enter the rest of yourtabs, clicking “Set” after each one, then hit OK

Header / Footer

Doubleclick in the empty space aboveor below the text (in the margins)
Click “Close” to exit the header/footer OR double click on your paper
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Mouse needs to change to  . . . 

ALIGNMENTS
Horizontal
Left



Right



Center


Justify

To find Vertical Alignment
· Page Layout Tab . . . . . . . .Page Setup Dialog Box Launcher (the little arrow in the bottom right corner). . . .   Layout Tab . . . . ½ down the page is Vertical Alignment

· Centers the text vertically on the page
Uses:


Title Page, Poems

INDENTS

First-Line Indent:


Indents the 1st line of a paragraph
Uses:
Paragraphs, papers, reports
Hanging Indent
Indents ALL but the 1st line of text
Uses:

Long quotations, work cited pages for reports
TABS

How to create:





How to remove:

Click in the ruler





Drag the black mark down onto the 









paper
Steps to adding more than one tab at a time . . . 
Open the Tab dialog box (double click on the ruler)

Type the tab in the “tab position” and then click on “Set”

Enter the rest of your tabs, clicking “Set” after each one, then hit OK

Left Tab:


Uses: Tables, Columns, Papers

Right Tab:

Uses: Page numbers in a table of contents,

Menus

Center Tab:

Uses: 
Titles, poems


Decimal Tab:

Uses: listing dollar amounts, prices

Bar:
Uses: to create column

LEADERS
Fills in the blank space before a Tab or between Tabs
4 Types of leaders: none, dotted, dashed, solid








Uses:
table of contents, menus
Header / Footer

Double click in the empty space above or below the text (in the margins)

Click “Close” to exit the header/footer OR double click on your paper
Makes 1st Line Indent





Moves the Left Indent





Makes Hanging Indent





Moves the Right Indent





If just clicking in the ruler to add one tab, click this icon to change the tab type.








