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Purpose of a Tab Stop
A “tab stop” or “tab” is simply a way to move horizontally across the page to a predetermined location.  If you click on the first line of this document and look at the ruler above, you’ll see I’ve used 3 different tabs to achieve 3 different basic effects.  Whenever you need to line things up vertically, tab stops are helpful.
Using a Tab 
[image: ]You first click on the button circled in green below to select the type of tab you want.  Then, click on the ruler to place the tab stop at the desired location, as circled in red below.  When you want to type text, press the “Tab” key on your keyboard and your insertion point will jump to that location.
	


	Click on this line of text.  Notice the ruler at the top of the page and the location of the tab stop.  Because I pressed the Tab key, my insertion point moved to 1.5” in from the margin (to my tab stop), and that is where the first line of my paragraph began.
Types of Tabs 
There are five types of tab stops:
	Type of Tab
	Icon
	Effect

	Left Tab
	[image: ]
	Text typed after the tab will be left justified with respect to the tab stop

	Center Tab
	
	Text typed after the tab will be center justified with respect to the tab stop

	Right Tab
	
	Text typed after the tab will be right justified with respect to the tab stop

	Decimal Tab
	
	Text typed after the tab will be aligned with the decimal point at the tab stop 

	Bar Tab
	
	This tab does NOT affect text.  It simply places a bar, “|”, at the tab stop.



Examples of Tabs 
	Click on this line of text.  See the “left tab” on the ruler at 0.75”?
	See the “center tab” at 3.25”?
	Look closely.  See the “right tab” at 6.5”?
	$123.85 (“decimal tab” at 1.5”)
	$65.23 (“decimal tab” at 1.5”)
Bar tab at 2”.  Note that text typed on this line is unaffected by the tab stop.  Use other tabs in conjunction with the bar tab to create columns with vertical bars as dividers.
	Tickets	$123.85
	Jersey	$65.23
	Attending game with son	Price.less
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