The Ruler

Setting Tabs, Indents and Margins using the Ruler

You can adjust the width of margins, tabs, and indents in your document using Word's Ruler. (To View the Ruler in Word 2007 click on the View tab on the Ribbon and make sure there is a check mark in the box named Ruler in the Show/Hide group).

The ruler provides a visual tool that allows you to quickly view, create and change your documents tabs, margins and indents.

To Place a Tab or Indent On The Ruler:

1. Click the cursor anywhere in the block of text you want to format. 

2. Click the tab selection button (upper left of the ruler). 

3. Click the Ruler where you want your tab or indent to be set. 

4. If you set up a new tab, press the tab key to move your text to the new tab. 

5. If you set up a new indent, place the cursor at the new indent location.

To Move an Existing Tab or Indent on the Ruler:

1. Point the mouse on the tab or indent that you want to move. 

2. Click and hold the left mouse button until a dotted line appears below the tab. 

3. Drag the mouse to move the tab or indent to a new location. 

4. Release the left mouse button. 

To Remove a Tab from the Ruler:

1. Point the mouse on the tab you want to remove. 

2. Click and hold the left mouse button until a dotted line appears below the tab. 

3. Drag the mouse off the Ruler. 

4. Release the left mouse button. 

To Adjust a Margin using the Ruler:

1. Point the mouse on the margin that you want to move. 

2. Click and hold the left mouse button once a double arrow appears over the margin until a dotted line appears below. 

3. Drag the mouse to increase or decrease the margin. 

4. Release the left mouse button. 
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Remember you can also increase or decrease your Indents by using the Increase/Decrease Indent buttons on the Formatting toolbar.

Types of tab settings

Click on the small gray box to the left of the ruler to move through the seven different Tab Settings.
For example:

	Icon
	Name
	Purpose
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	Left tab
	Moves text toward the right edge of the page as you type. 
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	Center tab
	Centers text around the tab.
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	Right tab
	Moves text toward the left edge of the page as you type.
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	Decimal tab
	Aligns decimal numbers using the decimal point.
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	Bar tab
	Draws a vertical line on the document.
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	Indent
	Inserts the indent marking anywhere along the ruler
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	Hanging Indent
	Inserts a hanging indent anywhere along the ruler.


 Additional resources: Customguide self paced tutorials http://www.hclib.org/pub/training/ for use inside the library

Gcflearnfree.org – Free online tutorials may be accessed from any Internet location

Hennepin County Library and GFC Global Learning Center
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