Formatting a Numbered List to Look Like This
1. Type your list in with or without numbers.  If you begin the first paragraph by numbering it, Word will continue to number the following paragraphs for you. 

2. As soon as you hit enter on the first paragraph, the default settings for numbered text will be applied to your document.  These include numbers aligned to the left margin, and text aligned on itself.  Both of these defaults are frowned upon in some types of documents.

3. Word sets up the numbered list formatting with the use of the left margin indents and a left tab.  Correcting the way your numbered list looks is as easy as moving these to the position you prefer.

4. Continue typing your numbered list.

5. When you are finished, select the entire list.

6. From the Menu Bar select Format, Bullets and numbering.

7. Select the Numbered tab.  (Depending on your version of Word, there may already be a format here that right aligns numbers and wraps text back to the margin.  If not, do the following to customize your list.)

· Click the Customize button.

· Under number position, click on the drop down arrow and choose Right.  Your numbers are now aligned on the decimal.  
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Under Text position, change the indent to 0.  Click OK.

8. On your ruler, you should see that the first line indent is now at 0.31” and the hanging indent has been moved back to the left margin.  A left tab has been placed to align the first line of text after its number.  If they are not in these positions, they can be dragged to adjust.

9. To add spacing between your list items as shown here, select Format, Paragraph and change Spacing, After: to a size comparable to your current font size.

10. Congratulations!!!  You did it!
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Left Indent


Moves the First line and Hanging indent together,  maintaining their relative positions.
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