TAB PREPARATION TEMPLATE

This template is set up to provide centered text in the available tab printing area at each position.

At each printing position, click to highlight all the text visible on the sheet. Type in the wording you desire and proceed to the next sheet.

When printing the file, ignore the warning about margins.

You may also add a section heading or other text. On the Microsoft Office toolbar, click on “insert,” and then click on “text box.” Enter the desired information, editing to your font and size requirements. 

On the toolbar, click on “format”, and then “text direction.” Select the vertical choice, reading from the lower end of the text box.

The text box can be re-positioned by clicking on it and dragging it to the proper location. (See sample below.)
Print your tabs and insert them into your document at the proper locations. Please mark the tab pages with visible post-it flags.

Call Office Services if you need any assistance, ext. 2070.
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