PARAGRAPH INDENTS

An indent increases the distance between the sides of a paragraph and the two side margins (left and right). Indented paragraphs appear to have different margin settings.  Word provides a variety of indents to emphasize paragraphs.  This paragraph has no indents.
This paragraph has a negative indent, as it extends into the margin area.  Set it by clicking the Paragraph dialogue box on the Home ribbon.  Key -.5 in the left indentation box.  
This paragraph has a left indent.  A left indent increases the paragraph’s distance from the left margin.  This paragraph has a one-half inch left indent.  This indentation can be achieved by keying .5 in the left indentation box described in the preceding paragraph or by clicking the increase indent button on the Paragraph group on the Home ribbon.  
Now give this paragraph a left indent by dragging the bottom left small box on the left of the ruler.  
Last, but not least, give this paragraph a left indent by selecting the paragraph, and press Ctrl + M to increase the indent.  This is often called a nested indent.
This paragraph has a right indent.  A right indent increases a paragraph’s distance from the right margin.  This paragraph has a one-inch right indent.  Click the dialogue box launcher in the Paragraphs group on the Home ribbon.  Key 1 in the right indentation box, or drag the right indent marker on the ruler back one inch.

This paragraph has both a left and right indent.  It is indented one-half inch from both right and left margins.  Sometimes this is called a quotation indent.  Do this by 
This paragraph has a first-line indent.  Only the first line indent.  Only the first line of the paragraph is indented one-half inch from the left margin, while the rest of the paragraph is aligned with the left margin.  Launch the dialog box in the Paragraph group on the Home ribbon and choose 1st line indent from the Special drop-down box.  
On this paragraph, create a first line indent by clicking and dragging the first line indent marker at the top left of the ruler.  Most people simply press Tab at the beginning of paragraphs to get this effect.
This paragraph has a hanging indent.  The first line of the paragraph aligns with the left margin, while the rest of the paragraph is indented one-half inch.  Choose hanging indent from the Special drop down box mentioned in the previous section.  
Now try a hanging indent using the ruler by dragging the bottom left triangle to the right.  The keyboard shortcut is Ctrl/T to create a hanging indent and Ctrl/Shift/T to delete it.
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