INDENTATION IN MICROSOFT WORD

There are many types of indentation in Microsoft Word. Some of them can be a little confusing so here are
some helpful tips to make it a little easier.

INDENTING WITH THE TAB KEY:

When you press the tab key, the default tab is set at %2 in. When you get to the end of your first paragraph
and hit the enter key, it will automatically indent the first line of the next paragraph. If you do not want to
indent any further paragraphs, hit enter and then the backspace once and that will take you back to the regu-

lar left margin.

If you want to indent less than half an inch, you can change your tab spacing. First make sure your ruler is visi-
ble at the top of the page. If you don’t see the ruler, click on the View tab and then check the box next to

where it says Ruler in the Show group.
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To add any tab distance, all you need to do is click on the ruler where you want your tab stop to be.
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Your first tab will be wherever you click on the ruler and each time you hit the tab after that, it will go to the
default of every half inch. You can add as many tab stops as you want. To remove a tab stop, just left click on
the tab stop on the ruler and drag it off the ruler.

WHOLE PARAGRAPH INDENTATION:

If you want to indent a whole paragraph, type out your paragraph and hit enter. Then, highlight the para-
graph by left-clicking and dragging your mouse so that the whole paragraph is highlighted. Hit the tab key to

indent the paragraph.

Example of indenting a whole paragraph of the U.S. Constitution:

UNITED STATES CONSTITUTION
Highlight paragraph by Preamble
|eﬁ:_C|ICkI nga ndd raggl ng > e the People of the United States, in Order to form a more perfect Union, establish

yustice, insure domestic Tranquility, provide for the common defense, promote the

your mouse. The n, h It th e general Welfare, and secure the Blessings of Liberty to ourselves and our Posterity, do
ordain and establish this Constitution for the United States of America.

tab key.

Article |

Section 1. All legislative powers herein granted shall be vested in a Congress of the United
States, which shall consist of a Senate and House of Representatives.



HANGING INDENT:
To create a hanging indent where the first line is at the left margin and all other lines are indented, highlight

the paragraph and then right-click to bring up the options. Click on Paragraph... to bring up the dialog box.

UNITED STATES CONSTITUTION

Preamble

We the People of the United St*._ % “.-
insure domestic Tranquility, pre [?& cu
) Copy

and secure the Blessings of Lib¢ -,
Constitution for the United Sta =

.- . 4rm a more perfect Union, establish justice,
he copfimon defense, promote the general Welfare,

Article |

54 Tonse
Section 1. All legislative power o, .. ,-anted shall be vested in a Congress of the United
States, which shall consist of a: © "= J House of Representatives.

Click the arrow next to (none) in the Special area and then click Hanging and then OK at the bottom of the
dialog box.

Paragraph 2 X

UNITED STATES CONSTITUTION

Preamble

We the People of the United Stat| : * lerfect Union, establish justice,
insure domestic Tranquility, provi promote the general Welfare,
and secure the Blessings of Libert ity, do ordain and establish this
Constitution for the United State:

I st e ==

Article |

Section 1. All legislative powers herein granted shall be vested in a Congress of the United
States, which shall consist of a Senate and House of Representatives.

NOTE: If you only want one paragraph to have a hanging indent, make sure you type the paragraph first and
hit enter before formatting the hanging indent. Otherwise, all your other paragraphs will have a hanging in-
dent. After you format the paragraph, place your cursor at the line below to continue with no indentation.

After you finish your paper, you may decide that you’d like to either increase or decrease an indentation. You
can do that by highlighting the paragraph you want to change and then clicking either the decrease indent
button or the increase indent button under the Home tab.
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