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Adjusting Margins & Indentations with the Ruler

This short guide will show you how to adjust both margins and paragraph / bullet indenta-
tions in Word by using the ruler.

1) My first step is to open Mailings Review View Developer Add-Ins @)

up Word. If the ruler is not [EEF ‘Efv“-‘—-_v & % A
visible, I click on the View lﬂ ; g = | |
Ruler icon in the upper right IQ Hﬁl 1]' | S?ytl’::sk' gtr;a::sgf | Editmg
corner of the screen, above Paugraph | Styles -
the scroll bar and just below o — =
the Office Ribbon. i)

View Ruler
2.) The ruler now appears e e e s e
above my document. It is = 5 [fom o W EEEER e g [e] M [ B
highlighted in this example. iy P12 U - AW A (5 grg] | oo vesdost | romar | Chnge catig

3.) I'll adjust the small icons ‘, 4
to the left and right of the
ruler in order to change my
indentations.

[First Line Indent|  [Left Margin|

4.) In the diagrams at right,
these icons are labeled as
they initially appear on a
document without selected
text; the labels indicate [Hanging Indent] [Left Indent
which dimensions the icons

control. Notice that the icons also straddle the ruler’s light/dark divisions marking the pre-
set left and right margin locations (see double-headed black arrow at right).

5.) | can change margins for the entire document by use of these margin indicators on the
ruler. | hold the cursor over the triangular slider on either side, until | see the double-
headed arrows. | then click and hold the left mouse button to select this function, slide the
cursor to desired position, and release. The text now has the new margin | want.

ndbusmessﬂemces
hrir- :




6.) Left and right margins may be changed on selected sections of text, such as extended
quotations, by means of the Page Setup dialog box. However, the same effect can be
achieved with the ruler by using the Left and Right Indent icons.

My first step is to select the
text | want the new margins .Statelaws_ drequirements since this is a publicly-funded labor exchange system.
on. Then | place my cursor mmm idance to WorkSource staff using the SKIES automated
on the square Left Indent S E—— . .
icon — see diagram at 4. above. | left-click, drag the icon to my desired new left margin
for this selection, and release.

Then | do the same on the B R ——
I’Ight side (notlce the state laws and requirements since thisis a publicly-funded Iaburexch systemn.

changed margin on the left - ) - Mmm%
from the previous step). ___ automated matching svstem between iob seekers and iob ogenings submited

dUUUTITE DEST TTTET OIS WITETT USTTTY UTE TdUUT EXCTTATITgE SYSETITIO TTaXTTIZE TITET ETTUTES
inhiring qualified applicants. ltis critical that staff ensure job orders meetfederal and

7 ) Here iS my revised text state laws and requirements sincethis is a publicly-funded labor exchange system.
Wlth the new margins —or This policy provides guidance to WorkSource staff using the SKIES

automated matching system between job seekers and job openings
left and nght indents, if you submitted by smployers. WorkSource staff providing labar
will:

exchange and business services advise employers aboutthe best

methods whenusing the labor exchange system to maximize their
efforts in hiring qualified applicants. Itis critical that staff ensure job
orders meetfederal and state laws and requirements since thisis a
publicly-funded labor exchange system.

This policy provides guidance to WorkSource staff using the SKIES automated

8.) The indent icons on the
ruler can also be used to

adjust how bullets are dis- This policy provides guidance to WorkSource staff usingthe SKIES automated
played Selecting a buIIeted ma:tchingsystem between job seekers and job openings submitted by employers.

. WorkSource staff providing labor exchange and business services advise
paragraph — or even plac- ) employers aboutthe bestmethods when using the labor exchange systemto
ing a text insertion point cur- . Mmaximize theirefforts in hiring qualiied apphcants.

.th. th o Itis critical that staff ensure job orders meetfederal and state laws an
SOr within oneé — causes e requirements since this is a publicly-funded labor exchange system.

indent icons on the ruler to Thijs policy provides guidance to WorkSource staff usingthe SKIES automated
move in accordance with matching system between job seekers and job openings submitted by employers.
that selection. Here you

can see that the location of
the bullet itself corresponds

to the “First Line Indent”—l
icon, while the rest of the

Thisp provides guidance to WorkSource staff using the SKIES automated

matchingsy&tembetweenjobseekersandjcbopeningssubmmed by employers.

bulleted text lines up with ‘employers aboutthe best methods when usingthe labor exchange system to|
. imaximize their efforts in hiring qualified applicants.

the “Left Indent” icon. >

o Itis criticalthat staff ensure job orders meetfederal and state laws an
requirements since thisis a publicly-funded labor exchange system.

This pélicy provides guidance to WorkSource staff using the SKIES automated
matching system between job seekers and job openings submitted by emplovers.




9.) By successively select-

fThizzi policy provides guidance to WorkSource staff usingthe SKIES automated

lng bOth Ievels Of buIIetS n maﬁchingsystem between job seekers and job openings submitted by employvers.
the illustration above, and » WorkSource staff providing labor exchange and business services advise employers

. . e ;aboutthebestmethodswhen usingthe labor exchange system to maximize their
dragglng the Identlfled ) < geffortsin hiring qualified applicants.

Ec:- Itis critical that staff ensure job orders meetfederal and state laws and
requirements since this is a publicly-funded labor exchange system.

icons, as covered in 6.

above, | was able to easily
Thi:s policy provides guidance to WorkSource staff usingthe SKIES automated
reformat the document to matching system between job seekers and job openings submitted by employers.

. . \anErlmelrr\nciaﬂ'nrnuidinnIahnrcnrr*hﬂnnnand hucinoce candiroe ardvico amnloware
look like this:

10.) To quickly and consistently change paragraph indentation, use the ruler’s indent icons
in conjunction with the Tab key. Rather than dragging the icons, simply left-click on the
appropriate one, and press the Tab key. The index line will move upon pressing Tab,
showing the new location, and the text will actually move when the mouse button is re-
leased. See these steps illustrated below:

(a) Clicking in the paragraph creates a
text insertion point,
moving the left-hand icons to match the bul-
let and text locations.

rsPolicy provides guidance to WorkSource staff using the
matching gystem between job seekers and job openings sub

o Work@® fprovidinglaborexchange and bisines
employers wdutthe bestmethods when using the labor|

maximize their efforts in hiring qualified applicants. Itis ci

(b) I've placed the point of my cursor on

the Left Indent iCOﬂ, hiilicyprovides guidance to WorkSource staff using the
s . em between job seekers and job openings sub
so that I'll move the entire paragraph’ bullet o WorkSource ptaff providing labor exchange and busines

pOint and all. employers aboutthe bestmethods when using the labor|
maximize their efforts in hiring qualified applicants. Itis c

USRI oy

(c) By pressing the left mouse button, | R RN R RN RS EERN T SR
select this icon, and cause the index line to Thisigplicy provides guidance to WorkSource staff using the
. ; atbhingsystem hetween job seekers andjob openings sub

appear, showing the text location. =

o ?NorkSourcestaffproviding labor exchange and busines
;employers aboutthe bestmethods when using the labor
maximize their efforts in hiring qualified applicants. Itis ci

(d) I've just pressed the Tab key, causing
the index line and a duplicate set of icons to
move to the pre-set tab location.

Swtdyance to WorkSource staff using the
matching systemﬁ;eenjob seekers and job openings sub
o WorkSource érovidinglaborexchange and busines|

employers abouttl:\e bestmethods when using the Iabor|
maximize their effbrts in hiring qualified applicants. Itis ci

(e) And now, with the release of the B * ¢ * ! ¢ Lt %1y 120 0 14t 30 el b0 gy
mouse bUttOﬂ, the paragraph text move it- This policy provides ngQ‘ancetoWorkSourcestaffusingthe
. matching system between job seekers and job openings sub
self is Completed' \WorkSource staff providing labor excl

services advise employers aboutthe f
the labor exchange system to maximi

(To do right-side indents, use Shift + Tab.) ' —

11.) Use the icon labels found at 4. above to experiment with your Word document, using
the icons and ruler to adjust the indentations. Another Quick Guide will address the use of
the Page Setup dialog box to fine-tune the process.
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