Week 3


Unit C: Tabs
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Key Concepts

· Inserting tabs

· Removing tabs

· Using different types of tabs to format a document

Instructions

Part I


· Open the document “Assignment 3 Data.doc”.

· Position your cursor on the first line of the document.

· Insert a tab with center alignment at 3.25” by selecting the “Tabs…” option under the “Format” drop-down menu.

· Tab the first line so that it is centered at the tab.

· Dragging your mouse, select the 6 lines that form the paragraph that is under the heading “Event & Time”

· Click the arrow at the far left of the horizontal ruler until it changes to the Bar Tab |.

· Click on the horizontal ruler on 3.5”, where you want to set a bar tab stop.

· Click the arrow at the far left of the horizontal ruler again until it changes to the Right Tab (.

· Click on the horizontal ruler on 3.0”, where you want to set a right tab stop.

· Click the arrow at the far left of the horizontal ruler again until it changes to the Decimal Tab (.

· Click on the horizontal ruler on 4.0”, where you want to set a decimal tab stop.

· Tab each one of the selected 6 lines so that the event aligns to the left of the Right Tab and the time colon aligns to the Decimal Tab.

· Save your document as “CMPT111 - Assignment 3 Part I – YourName.doc”

Part II

· Select your entire document by clicking the “Select All” option under the “Edit” drop-down menu.

· Clear all the tabs by selecting the “Tabs…” option under the “Format” drop-down menu.

· After clearing all, still within the “Tabs…” option, set a tab with Left Alignment at 1.0” and a tab Center Alignment at 3.0”.

· Tab the first line so that it is centered at the second tab.

· Dragging your mouse, select the last 5 lines of the first paragraph that is under the heading “New Employee Orientation Packet”.

· Insert a tab with Left alignment and Dotted Leader (option 2) at 2.0” by selecting the “Tabs…” option under the “Format” drop-down menu.

· Tab each of the 5 selected lines so that they align to the second tab.

· Dragging your mouse, select again the 6 lines that form the paragraph that is under the heading “Event & Time”.

· Insert the following tabs by selecting the “Tabs…” option under the “Format” drop-down menu:

· Right alignment and Underscore Leader (option 4) at 3.5”.

· Decimal alignment and Underscore Leader (option 4) at 5.0”.

· Bar alignment at 4.0”

· Left alignment and Underscore Leader (option 4) at 6.5”.

· Clear the tab at 3.0”

· Tab each one of the selected 6 lines so that the event aligns to the left of the Right Tab and the time colon aligns to the Decimal Tab. 
· Except for the first line in the document and the two paragraphs that we have modified, Tab the beginning of each of the paragraphs in the document that are NOT headings (first line in each paragraph) or only one line long, to add an indentation at 1.0”.

· Save your document as “CMPT111 - Assignment 3 Part II – YourName.doc”
What to hand in

· “CMPT111 - Assignment 3 Part I – YourName.doc”

· “CMPT111 - Assignment 3 Part II – YourName.doc”

