Setting or changing Tabs and Indents without dragging your mouse on the ruler 
Microsoft Word (2000, 2002, 2003) 
If you've ever tried to indent a paragraph by dragging the First Line Indent marker on the ruler, you may have had difficulty changing only the First Line Indent. In this tip, we supply another, easier method using the ruler for Word 2000 and above.

1. Select the text you want to indent. 

2. At the left end of the horizontal ruler (click on the View menu and choose Ruler if you don't see it) is a button called the Tab Selector. By default it is set to the left tab marker. Click on it until it changes to the First Line Indent marker. The First Line Indent marker looks kind of like a gray triangle pointing down. 

3. Click on the ruler at the point where you want the First Line Indent. 

There you go! You can also use this procedure to set an assortment of other tabs or even a hanging indent. Choose any tab style you want to use, then click the ruler where you want to set the tab.
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