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[bookmark: _GoBack]How to create a MLA formatted document
From the Start menu, choose New Microsoft Word Document.  When the dialogue box opens, select Blank Document.  
The alternate method is to go to Programs, Microsoft Office, Microsoft Word.  
Once the Word document opens, complete the following steps to format your paper MLA style:
A MLA style paper has a 1-inch margin, is double-spaced, with no extra space before or after paragraphs, and uses Times New Roman, size 12, font style.
[image: ]Setting up your Blank Document1

  Go to the Page Layout1 tab.  Select Margins2, click on Normal.  2
3

Click on Orientation3 and make sure you have selected Portrait.
Double-space your Document
On the Home tab, go to the Paragraph group and click on the line spacing option
[image: ][image: ]
[image: ]	Line spacing			
You need to select the down arrow, click on 2.0 for double spacing.  Remember to remove space before and after paragraphs.
Font Style and Size
Change the font to Times New Roman, size 12
[image: ]To change the font style, select the down arrow next to the type of Font on the Home tab.  Scroll down until you get to Times New Roman or start typing in Times and TNR will appear.  Click on the down arrow next to the size (number) and select 12.  

Inserting a Page Number
[image: ]Go to the insert tab.  Select Page number.  You will find this under the Header & Footer section. 
[image: ]Once you click on page number, select “Top of Page,” Plain Number 3.
The page number is on the right side.  Simply type your last name and hit the space bar to put a space between your last name and the page number.  Highlight the text and change the font to Times New Roman, size 12 because it will default to Calibri, size 11.  To close the header, double click on the page OR go back to the Insert tab and select Close HEADER AND FOOTER. 
[image: ]
Now that most of your paper is set up, it is time to type the heading for the first page of your document.
The heading for your paper:
[image: ]Start at the top of the page.  Type the following:
Your first and last name
Your teacher’s name
Name of the class
Day Month Year

image4.tmp
Paragraph o




image5.tmp
Galibriody <11 - A A

B 7 e x, X

Font B





image6.tmp
B0

Cover Blank Page
Page Page Break

Pages

Insert

=

Table.

| Tabes |

Page Layout

ha

Picture

EE

BEl
aip
At

References  Mailings  Review

D2l

Ilustrations

View  Add-Ins

Q@ & =

Shapes Smartart Chart Screenshot | Hyperlink Bookmark Crossreference | Header Footer

Links.

Page
Number+

Header & Footer

B4

B osteatine

Tedt  Quick WordArt Drop

Parts +

Cap "8 Object -
Text

Equation symbol

Symbols.

-~ @

A= B T





image7.tmp
Pagelayout  References  Mailings  Review  View  Addns

HY Rl ol @ 2 EElE

Picure Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer

At - - R
simple <
Plain Number 1 [@ Bottomof Page ,
) Page Margins >
: [ Curent Position ,
& Format Page Numbers.
P Nomber 2. Ex_ Remove Page tiumbers

Plain Number 3





image8.tmp
Header & Footer Tools

Home  Inset  Pagelayout  References  Mailings  Review  View  AddIns Design

j j = j g ; 5, Previous [ Different First Page £ Headerfrom Top: 05" H

= 5 & 5 b4 e ? Next ] Different Ocid & Even Pages | fzh Footerfrom Bottom: 0.5 3

Header Footer Page | Date Quick Picure Clip Goto Close Header
SR e e e T Footer 821 Show Document Text ) nsert Alignment Tab S
Header & Footer | inert | Novigation | Options | Postion | “aose |

o) f i i T i 2 i TERTT £ i 5 T 3 s 7

Header

3 : T T T
] TR— | 3] 5

o »4

<
)]

Pages or1 | woras73 | <5 |





image9.tmp
Costello 1

Alice Costello
Ms. Avery
Digital Literacy
8 August 2011
Title
Center thetitle but do not Bold, Jilicize, Underline, or use Quotation marks. To indenta

‘paragraph, press the Tab key once. To start a new paragraph, press enter. Make sure to indent

each paragraph.





image1.tmp
Insert | Pagelayout | References  Mailings

As

I cotors -

[

[lFonts -

hemes

T [Gstrects -

Themes

Margins Orientation Size  Columns

Page Setup.

[ETa—
$tne Numbers -

b Hyphenation *

|

—





image2.tmp
30
Line Spacing Options...

‘Add Space Before Paragraph

Remove Space After Paragraph




image3.tmp
Home | Insert  Pagelsyout  References  Mailings  Review  View  Adddns L?)

¥ e a3 = Brna-
. Glbri@oy 1 A X Aan B aasbcene| aasbceoe AaBbCi Aapbce AAB acmce | A cepince
P e B T L e x| AW A TNomal |TNoSpac.. Headingl Heading2  Title  Subtite | Change

</ et | i seea~
T oy B p— B = |





