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1. Select the paragraph in which you vant to set a tab stop.
it the far left of the horizontal ruler, and then select the type of tab you want:

Left text extends to the right from the tab
stop.

Center text is centered at the tab stop.

Right text extends to the left from the tab
stop untilthe tab's space i filed, and then
the text extends to the right.

5] Decimaltext before the decimal point
extends o thelft,and text e th decimal
point xtends t the right.

m Places avertical Ine at thespecified posiion
for eachine n a document.

3. Click the horizontal ruler where you want to set a tab stop.



Toolbars

· Click on View
· Drag down to toolbars

· Drag over to any toolbar you want to see (standard, formatting, drawing)

· Drag down to Formatting Palette to see all formatting options in one window (box)
· Pictures

· Click Insert (Menu)
· Picture -> from clip art (or file for picture on your computer – navigate to file)

· Move Picture

· Click twice on picture

· Click on Layout Tab
· Click on Tight (or other options)

· Graphic can now be moved around page
· Word Art

· Type word in document

· Be sure drawing tool bar is showing
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Highlight text

· Click on Word Text icon

· Select Style

· Tables
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Click on Table (Menu)

· Insert -> Table (or click on icons)

· To modify table select it

· Click on Table (menu) and drag down to task

· Header and Footer

· Click on View (menu) -> Header and Footer

· Type in designated area

· Header and Footer will appear on every page
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Columns

· Click on Columns icon

· Choose # of columns 

· Auto formatting (turn off or on)

· Select Tools -> AutoCorrect ->AutoFormat

· Tabs
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· Text Boxes

· Click on text box icon on drawing toolbar 

· Draw shape/size of box

· Type in box

· Text box can be moved anywhere on document

· Drawing

· Select drawing shape on drawing toolbar

· Draw shape on document

· Select shape to change the following:

· surrounding line width

· surrounding line color

· fill color (can be transparent)
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