
Tab me over to there.Tabs in AppleWorks by Cindy O'Hora
"Give me a table with tabs. Long beautiful tabs! Shine'in. Gleam'in. Paragraph length and longer. Tab me over 
to there. Hey! Put them where I need them." Sung to the music from Hair 

I urge you to open a AW/CW Word processing document. Try these tab settings as I review 
them. They will change your word processing life.

To set a Tab in Word Processing: 

Go Format. .. Tabs. 

Select which alignment you want. In the 
Position box, enter the place on the text 
ruler you want the tab to be set. 

OR 

Drag the desired Tab symbol on to the 
text ruler. Position it as desired on the 
text ruler. 

 

What do they do? 

Left means the word will begin on the tab.

Starts left

Stays left.
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You will not get that kind of alignment with the space bar. It does not matter how good a person 
you are. Even pleading will not help. ;- )

So that is how they do it! 

Correct use of the alignment feature will enable you to create tables that will stand the test of 
Font and Style changes and be beautiful when printed. By correctly using tabs, you can create 
tables like this:

Notice that my table's spacing is preserved. If I built this table by using the space bar, you 
would see a "Helter Skelter" table. Even if you build a visually "perfect table" with the space bar 
and make no changes, when you try to print it you'll be disappointed with the results.

Making a beauteous table is a cinch. Just set those tabs. 

Changed your mind about a tab's placement? No sweat. 

1. Click in the line of text you want to adjust. 

2. Use the mouse to drag the tab along the text ruler to the desired spot. 

Notice how the text will automatically adjust itself to the new location. 
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Post Table tip

Want a table in the middle of a document that otherwise is straight text? Like say ... this tip.

1. Hit return after the last line needing the tabs.

2. Drag the tab down off the text ruler and it will disappear. 

3. Or leave them there they are not bothering anybody!

 

Conquering the table of contents:
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Internet hunts / Nature / Computers / Puzzles & Projects / Site map / Home / Search 

All trademarks, copyright and logos belong to their respective owners.
©1998 Cynthia O'Hora All Rights Reserved. Posted 7/8/98 by Cindy O'Hora

All the material in this site is copyrighted and may not be reproduced or distributed, in whole or in part, without the prior 
written permission of Cynthia O'Hora. These restrictions include the use of the materials in an educational setting. FAQ 

This site is an entirely volunteer effort. I am not associated with Apple Computers or any of its subsidiaries. 
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