Using Tabs on the ruler
Word always starts off with a series of default tabs on the ruler which you cannot see.  In my example here they are set at half an inch.  You can inspect the default tabs settings by clicking on Format>Tabs

If you put your cursor in front of this sentence and then click the Tab key on your keyboard the first line of your sentence will move across the page half an inch at a time.  Text at the end of lines flows into the line beneath.
You can remove the tab effect by putting your cursor at the start of the line and pressing the Delete key once for each tab.

You can indent the whole paragraph by putting your cursor at he start of each line in turn and clicking the Tab key BUT THIS IS NOT RECOMMENDED since if you then change part of the paragraph or move tabs on the ruler the formatting is destroyed.

There are other tabs available which you can see.  If you click on the ruler one will appear.  You can remove it by dragging it downwards off the ruler with your mouse.

Different types of tab are available.  You can cycle through the tabs by clicking on the small box to the left of the ruler.

Choose the sort of tab you want first and click where you want it to appear on the ruler.  Then click your tab key on your keyboard.  Word forgets about your default tabs and jumps straight to your new tab.


This is a left tab set at two inches


This is a centre tab set at four inches

This is a right tab set at three inches





This is    a bar tab set at two and a half inches - handy for drawing vertical lines - as you can       see it will continue down the paragraph for as long as you continue typing and will even appear across the text itself.


This is a hanging indent tab set at one and a half inches.  You can see that the whole paragraph is indented.

These numbers are aligned using the decimal tab
22.50


27.67


15558.11
If you click your cursor into the sentences above the relevant tabs will appear on the ruler.  Try typing into the sentences to see what effect the tabs have.

If your tabs get in the way of your new paragraph click below your existing text on a new line and choose 'Normal' from the style box at the top.

You can remove tabs from a piece of text by highlighting it and dragging the tabs you don't want off the ruler.  But remember that you pressed the tab key to activate your tab.  If you remove your tab Word will replace it with the default tab ( in this example half an inch)

Note: If you select the whole document you can clear your tabs for the whole document by using Format>Tabs>Clear all but again Word will replace them with the default tabs instead.


You can use a combination of your tabs and default tabs.  This sentence uses a left tab set at two inches.  I then tabbed in using the tab key by another half an inch.

