Hello Teachers!  

This is something that plagued me for years.  I finally found understandable directions that actually WORK!
If you have questions, give me a call.

Marilyn
How to set a right-aligned tab with a leader in Word
· NOTE: If you are doing this to a document you have already typed, highlight all the lines that you want this to apply to FIRST. If you are beginning a new document, set this up at the beginning, and then every time you hit the Enter key, the same formatting will apply to the next line.

· To the left of the ruler, click on the box until the backwards “L” appears.

· Then click anywhere in the ruler and drag the tab to the edge of the right-hand margin

· Put your mouse over the tab in the ruler and double click. This should pull up the Format, Tabs option

· Where it says “Tab Stop Position” select the tab you want the leader on, which will probably be the last tab in the list in this instance

· Under “Leader” select the type of leader you want (probably #2)

· Click OK

· Now when you’re typing, you will type your words on the left side, then hit tab and it should take you to the very right-hand margin and begin typing the words you want on the right side. The leader will appear between the two.

Example:

Tracie Delich
Like a River Glorious
