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How to indent thefirst linein Word - Adjust thefirst
line margin position

Indenting the first line in Word requires using the right tool, not the Space key.

When presenting text and formatting Word documents, the default first line of a paragraph must be indented
compared to the lines of text below. Many people use the Space key to adjust the position of the first line of text,
indenting compared to the lines below, but that operation is completely wrong and not in accordance with the
editing technique in Word.

This can affect the position of the text lines below. So how to align the margin for the first line to indent
correctly when editing a Word document? The following article will guide readers on how to indent the first line
in Word.

1. Word 2016 Complete Guide (Part 6): Using Indents and Tabs
2. How to center cellsin atable on Word

3. 3Waysto Insert Text Outside the Page Margin in Word

4. How to create a cover page border in Word

Method 1: Indent thefirst line using Paragraph

Step 1.

The user places the mouse cursor at the position where they want to indent, then selects the Home tab and selects
the Paragraph Settingsicon .
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Step 2:

Display the Paragraph interface. In the Indents and Spacing tab, we select First linein Special . In the By
section , enter the indentation distance. The Preview section below lets you preview how the first line and the
lines below will be spaced. Click OK to apply the new margin to thefirst line.
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Tabs... Set As Default Cancel

Thefirst line result has been indented as shown below.

=E=== = @2~ g~ TNormal | TNo Spac.. Heading 1

Pl Paragraph ]

ﬁ Khi trinh bay v#in ban va dinh dang tai liéu Word, méc
dinh dong dau tién cua doan vin ban déu phai thut 1é vao
s0 véi nhitng dong vin ban bén dudi. Nhidu nguwdi sir.
dung phim Space d& didu chinh vi tri ciia dong vin ban
dau tién, nhung cach d6 hoan toan thuc hién sai va khéng
dung vai k¥ thudt soan thao trong Word.




Method 2: Indent thefirst lineusing the Tabs key

Step 1.

This method is very ssimple, we aso place the mouse cursor at the first position of the text line we want to indent
and then pressthe Tabs key . The distance for 1 tab pressislonger than when you enter the size directly.
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Styles

Step 2

If the indent position is not as you intended, right-click on the Word interface and select Paragraph from the
displayed list.
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Step 3:

A new interface appears, click on the Tabs button below.
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Tabs... Set As Default Cancel

In the tab dialog box, we click on Default tab stops, then select the distance for each Tabs key press and click
OK.

Then we do it again and the Tabs key will give the correct spacing we set.
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Method 3: Indent using the margin ruler

We place the mouse at the position of the first line we want to indent, then click on the top icon of the ruler bar
as shown below, then drag to the position you want.

If your Word document does not show the ruler, follow the article How to display the Ruler in Micorosoft Word
. Theresult isthat the first line of text will move according to the position where we adjust the ruler.
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So we have 3 ways to adjust the position of thefirst line, indent the first line for Word documents. All 3 ways
are very easy to do and can be adjusted to the indent size you want.

Good luck!

Y ou finished reading the article "How to indent thefirst linein Word - Adjust thefirst line margin position”
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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