INDENTATION
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1. Highlight the paragraphs you want to apply indenting to.

2. Click the FORMAT menu then choose Paragraph.
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3. To indent all lines in a paragraph by a number of centimetres (cm) from the left side, change the number in Left
4. To indent only the first line in the paragraph, select First line from the Special option box. 
5. Then change the amount in the By option box.
Indenting Text With No Specified Indent Size
· To indent the first line of a paragraph, position the cursor at the beginning of the paragraph and hit the Tab key once.

· To indent all the lines of a paragraph, position the cursor in the paragraph then click on the increase indent button in the formatting toolbar.

 
Indentation changes affect:


the paragraph that the cursor is in;





or 





highlighted paragraphs;











