FORMATTING YOUR PAPER USING MICROSOFT WORD
Adapted from content available at http://www.argo217.k12.il.us/departs/English/blettiere/index.htm

Before you start typing your papers, you should do all the formatting.

I.  PAGE SETUP: Make sure that page is 1 inch margins.
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Step 1: Click on FILE drop down menu

Step 2: Click on PAGE SETUP
Step 3: Click on MARGIN tab
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II.  DOUBLE SPACE: Before you type your paper, you want to make sure you double space.
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Click on FORMAT
 Step 2: Click on PARAGRAPH
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Step 3: under LINE SPACING, click on DOUBLE SPACING
Step 4: click OK
IV. HEADER: 

Step 1: click on VIEW drop down menu

Step 2: click on HEADER AND FOOTER
Step 3: place your cursor in the box that says HEADER, not footer.
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Step 4: click ALIGN RIGHT
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Step 5: TYPE your LAST NAME only
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Step 6: Press the SPACE BAR once after your last name

Step 7: press the # INSERT PAGE NUMBER button.  
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Step 8: press the CLOSE button on the Header and Footer toolbar


VII. BEGIN WRITING: Now that you’ve properly setup and formatted your paper, it’s time to begin typing.  Keep the following items in mind as you type your paper:

· Make sure you are using 12 point Times New Roman font.
· Indent each new paragraph by pressing the TAB key.
· Provide two spaces after end punctuation and one space after all other punctuation.
· Microsoft Word will automatically wrap your text to fit the width of the page, so you only need to press ENTER at the end of paragraphs.
John Doe

Mr. Henry

English III

August 29, 2007

Your Title Here

This is how the first page of your paper should look.  Notice that everything is double-spaced and typed in 12-point Times New Roman font. All of the margins are set to one inch, the title is centered on the page, and this paragraph has been indented by pressing the tab key.  The header (last name and page number) that appears in the top right corner of the page has been included here for reference purposes only; you should not include a header on the first page of your paper.  You should, however, include a header on all the other pages, including your works cited page.
Many students run into trouble when they attempt to cite sources in their papers, but I know that you’ll do just fine.  When you include information from another source in your paper, whether you quote the information directly or paraphrase it, you must give due credit to the writer whose ideas you are using.  The MLA Handbook for Writers of Research Papers requires that “you acknowledge your sources by keying brief parenthetical citations in your text to an alphabetical list of works that appears at the end of the paper” (Gibaldi 114).  Notice that my parenthetical citation immediately follows the quotation and includes the author’s last name (Gibaldi) followed by a space and the page number (114) on which the information can be found.  Using parenthetical citations is only one part of proper documentation, however.  We’ll review how to properly format the other part—your works cited page—in another handout.
Step 4: Make sure that top, bottom, right, 


            and left are 1” and not 1.25





Step 5: Click OK

















