Formatting Works Cited Entries in MS Word
Before you begin, make certain you have your Works Cited page in the correct MLA format (line spacing, margins, font size, etc.)

Then:

1. At the top left of the screen you will see a list of tabs. Click on the one labeled “View” and then in the “Show/Hide” section, check the box for “Ruler.” Go back to “Home” tab. The ruler will appear at the top of your document.
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The ruler looks like this:

2. Type the Works Cited entries before going back to indent the second+ lines on them:
Ebert, Roger. "An Inconvenient Truth." Rev. of An Inconvenient Truth, dir. Davis Guggenheim. rogerebert.com. Sun-Times News Group, 2 June 2006. Web. 24 May 2009.
Gowdy, John. "Avoiding Self-organized Extinction: Toward a Co-evolutionary Economics of Sustainability." International Journal of Sustainable  Development and World Ecology 14.1 (2007): 27-36. Print.

Milken, Michael, Gary Becker, Myron Scholes, and Daniel Kahneman. "On Global Warming and Financial Imbalances." New Perspectives Quarterly 23.4 (2006): 63. Print.

3. Place the cursor before the first word on that second line of the entry:
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"Blueprint Lays Out Clear Path for Climate Action." Environmental Defense Fund. Environmental Defense Fund, 8 May 2007. Web. 24 May 2009.

4. After placing that blinking cursor in front of the line you want to indent, you must go up to the ruler and click on the lower of the two triangles that indicate the left margin of your document (see picture below). To indent your line, you will  click on the lower of the two triangles and hold down while sliding the lower triangle to the right on the ruler so that it aligns with the mark that’s halfway to the 1. If you have accidentally put the cursor on the square box instead of the lower triangle, all of the lines will move to the right. Just click on it again and drag it back to the starting position and try again.
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Correct   
Gowdy, John. "Avoiding Self-organized Extinction: Toward a Co-evolutionary Economics of Sustainability." International Journal of Sustainable Development and World Ecology 14.1 (2007): 27-36. Print.

Incorrect
Milken, Michael, Gary Becker, Myron Scholes, and Daniel Kahneman. "On Global Warming and Financial Imbalances." New Perspectives Quarterly 23.4 (2006): 63. Print.

5. Repeat the process for any entries that need indentation.
