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Creating Hanging Indents 
 
Method One 
 

1. Put your cursor on the line you wish to indent. 
2. Hit enter. 

Note: Only hit enter once. The line should not move down. 
3. Hit tab. 
4. If you want all the following lines in the paragraph to be on a hanging indent as well, 

highlight them before you hit tab. 
 
Method Two 

1. Highlight the entire paragraph you want to be on a hanging indent. 
2. Right click on the highlighted paragraph and select the paragraph option. 
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3. The paragraph dialogue box will open. Under the “Indents and Spacing” tab, under 
Indentation, click the “Special” drop down box and select “Hanging”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Hit okay. 
 


