Setting up a paper in Word 2007 (MLA format)


MLA Format Quick Reference:

· 1 inch margin on all sides (top, bottom, left, and right margins)

· 12 point font (including header and page number—change this from the default Calibri 11 font to Times New Roman or Ariel 12)

· Double-space the entire paper (including identification information, works cited, and quotations. Remove the lines before and after paragraphs)

· Header should include your last name and page number (ex. Doe 3) (see below)

· Identification information – student’s name, teacher’s name, class, date (double-spaced!) 
· Date format (day month year – ex. 7 July 2006)

· Title (center aligned—Do not use any punctuation, such as quotation marks or underlining, for your own title. Do not bold your title or put in extra lines between the title and the text.)

· Indent paragraphs ½ inch

· Works Cited page – title center aligned (ex. Works Cited, not Works Cited Page), items alphabetized by authors’ last names, use hanging indent for citations
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Change font to Times New Roman and 12. Change line spacing to 2.0. Click “Add (or Remove) Space after /before Paragraphs” choices to remove the extra lines between paragraphs. 
To format the page margins, click on the Page Layout tab. 
Click on ‘Margins’ 
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Saving your documents: To be able to open the file with other versions of Office or by Works, save it as Word 97-2003 document.  If you simply save your document, it will be saved as a .docx file. These files only read on Office 2007 and not on earlier versions of Word. 

Save & name the document: Click the Office Word Button  (top left-see next page):
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You should see a Save As window: Name the file (see below):
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Hanging indent (for the Works Cited page): [image: image5.png]—~ 1 et |
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An example of the positioning of the HEADER, the identification information, and the title:
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(Notice the tabs here





(Margins





(Change line spacing here





Change font here (





( Office Word Button








(Click on Floppy (A:) or jump drive (E:). 


Not choosing one of these will save the document on the computer (C:) and it will be deleted at night (for TTC computers).





(Type in a file name here. 





To center text    (





(Click SAVE





(Click dropdown arrow. In the box that appears, under Indentation: Special: change from (none) to Hanging. Click OK.





(Title of paper (centered, 12 pt. Times New Roman font)





Student Identification Info (





Header: ( Student’s last name & page numbers
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