
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.

The best way to double space is 
to use <shift>+<enter>



1)  Position your cursor to the left of any 
line expect the first line.

2)  Click on Tab key.  Done.

For each single-spaced summary 
you need to “block indent”.  



For the citation (if longer than 1 line) you 
have to do it a bit differently:

1)  Use <shift>+<enter> to double space the
lines

2) Highlight those lines you want to indent

3) Grab the lower part of the tab set (the 
diamond pointed up) and move to the 
tab set.  Done.  Repeat this for all 
entries.

Make sure you have a 
tab set at 0.5


