
Adding a Hanging Indent (Microsoft Word) 

 

Connect with us for additional assistance: 
Website: library.ivytech.edu/Indianapolis   |   Email: ask@ivytech.libanswers.com 
Call Downtown: 317 – 921- 4782   |   Call Lawrence: 317 – 921 – 4219 
 

 
Hanging indents are applied to source lists on References and Works Cited pages. Without a 
hanging indent, it is difficult to identify where each new source begins. Follow the steps below to 
create a hanging indent for your source list entries.  
 
 

1. Highlight the text of your 
citations.  
 

2. Right click and select Paragraph.  
 

3. Under the Indentation heading, 
open the pull-down menu next 
to Special. 
 

4. Select Hanging, then click Ok.  
 
 
 

 
 
 

Hanging indents create a ½-inch indentation for each  
subsequent line, making it easier to identify where a  
new citation begins. The citations will look like this: 

 
 
  

  



Adding a Hanging Indent (Google Docs) 

 

Connect with us to schedule your next appointment: 
Indianapolis-writingcenter@ivytech.edu   |   317 – 921 – 4230  
Learning Resource Center: 2725 N. Illinois Street   |   Room 101 
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Call Downtown: 317 – 921- 4782   |   Call Lawrence: 317 – 921 – 4219 
 

 
Hanging indents are applied to source lists on Reference and Works Cited pages. Without a hanging 
indent, it is difficult to identify where each new source begins. Follow the steps below to create a 
hanging indent for your citations.  
 
 

1. Highlight the text of your 
citations.  
 

2. Under the Format tab, 
select Align & indent, then 
click Indentation options. 
 

3. A dialog box will appear 
with indentation options. 
Open the pull-down menu 
under Special indent. 
 

4. Select Hanging, then click 
Apply.  

 
 

 
 
 
 

Hanging indents create a ½ inch indentation for each  
subsequent line, making it easier to identify where a  
new citation begins. The citations will look like this: 
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