
How to Make A Hanging 

Indent

Great for Annotated 

Bibliographies



The first step is to 

type the citation 

and summary like 

this.

The left margin is 

set to 1” and it 

Left-justified.



Highlight the summary paragraph 

and all lines of the citation (except 

for the first line).

Select Format, then Paragraph 

from the menu.



This dialogue box appears. See 

Special?



Select the Hanging option under the 

Special box.



Okay, there is one small issue, 

notice that the second line of the 

citation and the first line of the 

summary did not indent?

No problem, for each simply place 

the cursor at the front of the line 

and hit the tab button (to the left 

side of your keyboard).



At last, the first entry looks correct.

Now, go through the same steps for 

each and every annotation.



What if my word 

processor is not MS 

Word?

You can still do this, but 

there are a few 

differences.

Read below for how to 

do this without using the 

Menu option.



Just like for MS Word, highlight the 

text you want to alter.

This should look familiar, but the 

difference is that I want you to use 

the margin tabs (see?).



Move the upper arrow one-half-way 

to the numeral 1 on the ruler.

Notice that the second line of the 

citation and only the first line of the 

summary were indented.  No 

problem.



Position your cursor at the front 

of the second line of the 

summary and hit the Tab button 

(to the left side of your 

keyboard.

At last, the first entry looks correct.

Now, go through the same steps for 

each and every annotation.


