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Formatting Your Citation Page with Hanging Indentation (MS Word) 

Creating the citation page: 

1. Begin your citation page on its own page at the end of your document.  
2. Center align the text and give your page a heading; use “References” for APA and “Works Cited” 

for MLA. The heading should be in the same font you have used for the rest of the paper. If 
using MLA, use no additional styling (i.e. no bold, italics, or underline). If using APA, place the 
word “References” in bold. 

3. Next, left align your text and type your citations following the conventions of whichever citation 
style you are using.  

4. Keep your text double spaced and hit “Enter” at the end of each citation so that each new 
citation begins on a new line. Do not hit “Enter” in the middle of a citation, but rather let the 
computer return the text for you (even if you must add a URL). When your citations are typed, 
you are ready to add the hanging indent required for formatting your citation page.  

Formatting the hanging indent: 

5. Place your cursor at the beginning of the first citation. Click and drag the cursor to highlight all 
the citations (do not include the heading). 

6. Next, right click on the highlighted text and select “Paragraph.” An editing box will appear. 
7. Under the “Indents and Spacing” tab, locate the “Indentation” block. Use the drop-down menu 

under “Special” and select “hanging.” The adjacent drop-down box should automatically be 
preset to half an inch (.5”). 
 
 
 
 
 
 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Hit “OK” at the bottom of the editing box and your citations will be formatted with the 
appropriate indent. 

*See examples on back* 
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Your finished citation page should look like the appropriate example below: 

APA: 

 

 

MLA: 
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