
The alignment on the right 
is a right tab stop. Just tab 
and type, the alignment will 
occur automatically. 

If you copy and paste from 
another source, you may 
lose the formatting. Typing 
it in is the most consistent 
(for a group of people) way 
to avoid that.

Tabs are used to separate 
things most, except between 
names, title words, and 
sentence words. 

¶ = Paragraph, Return, Enter

・= Space, Spacebar

→ = Tab
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