Last Name 1

MLA Page Format for Word
(special thanks to Scarlet O)

· Line Spacing
· Home Tab

· In the Paragraph section choose the [image: image1.png]


 Icon

· Set spacing to 2.0

· Page Layout Tab – Paragraph Section – Spacing – change After from 10pt to 0pt

· Font (This applies for all text within the paper, including Title)
· Times New Roman

· 12 pt font 
· Header

· Insert Tab

· Page Number

· Top of Page

· Plain # 3 (The number will be on the right side of the screen)

· Type your last name to the left of the #

· Highlight name and #

· Go to Home Tab

· Change the Font to: Times New Roman, 12 pt
· Design Tab

· Select  The [image: image2.png]


 Icon
· Margins

· Page Layout Tab
· Margins
· Custom Margins

· Change bottom margin to 0.7” while leaving all other margins at 1”
· Home Tab

· In the Paragraph section select the [image: image3.png]


 Icon

· Select the Line and Page Breaks Tab

· Uncheck the Widow/Orphan Control 

· Heading

· In upper left corner and in Double spacing:

· Name (ENTER), Teacher (ENTER), Class (ENTER), Date (Example: 1 Sept. 2009) 

· Insert Title in the center of the paper by clicking the [image: image4.png]


 Icon
· Beginning Paragraphs

· After  the title, hit ENTER, BACKSPACE, and then Tab 
· Begin writing the paper

Jane Doe

ENGL 1301.2001

1 Sept. 2009

Multi-Word Title

When starting the paper, be sure to hit tab once, which should move the beginning of the paragraph over to half an inch. The first paragraph is the Introduction. The Thesis Sentence ought to be found at the end of this paragraph.


Hit enter once and tab to start new paragraph and begin the body of the paper. This is the time to start backing up the thesis. Each paragraph should be fully developed.
Be certain to follow the assignment given by the teacher. Make sure the tense stays the same throughout the paper. 


The final paragraph is the conclusion. Restate the idea of the thesis and wrap up the paper. Finally go over the paper and proof read, or ask a second opinion. 
