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1. Highlight all of your sources with the cursor 

 

 

 

 

 

 

 

 

 

2. Click on the arrow in the bottom right-hand corner of the “Paragraph” group on the 
“Home” tab 
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3. In the “Indentations” section of the pop up box, click the drop-down arrow under 
“Special:” and select “Hanging” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. With the sources still selected, in the “Paragraph” group click the icon that has “A” on 
top of “Z” with an arrow pointing down beside the letters 

 

 

 

 

 

 

 

5. Make sure that the options in the box are as shown in the picture below, then select 
“OK”  


