Setting Microsoft Word 2007 to MLA Format for English Papers

Do ALL of these instructions BEFORE starting your paper.
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Step 1: Click on the arrow next to “Paragraph” on the “Home” Tab.

In the box that comes up, do the following:

1. Set Spacing to Double
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2. Set “Before” and “After” spacing to

3. Click the box that says “Don’t add
space between paragraphs of the same
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Don't add space between paragraphs of the same style
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Step 2: Set Font
1. Click on the arrow next to font on the home
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Step 3: Set Margins

1. Click on the page layout tab | Pagelayout | References  Mailings
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Step 4: Header

1. Click on the “insert” tab
2. Click on “page number” on the right hand side, and chose “plain Number 3”.
3.

to Times New-Rnsnnm 10ms £t

Documentl - Microsoft Word

ert | Page Layout

ome References Mailings Review View
e~ E . Elz @ E 8, Hyperlink =0 -l m A 2l Quick Parts ~ |2 Signatur,
4 hall @) = = 2 = ;
. e 4 Bookmark | g | A wordat - (S} Date &t
Table Picture Clip Shapes SmartArt Chart Header Footer | Page Text = e
eak Z Art v || sy Cross-reference | + INumber~||| Box~ A= DropCap - ¢dObject ~|
Tables || Simple 1@ Top of Page » |fext
Plain Number [@ | Bottom of Page
=| [ Page Margins »
b ) Current Position »
& Format Page Numbers...
LG (% Remove Page Numbers

Plain Number 3

Type your Last name in front of the page number. Highlight name and number and change



Step 5: Heading /Title
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Lisa Marcum
Make sure the alighment is set to “left”. Moagm
English 9H-5

Type your First and Last name and hit enter. a0

Type your teacher’s name (Mrs. Marcum) and hit enter.
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Center the paper and type your title. DO NOT CHANGE T T FOR THE TITLE!!

Lisa Marcum

Type the date (Day Month Year) and hit enter.

Mrs. Marcum

English 9H-5

7 April 2010

Title of Paper

Step 6: Start paper

1.

2.

3.

Hit enter after typing your title.

Left Align the paper. p— - - — —

Hit tab to indent for first paragraph and BEGIN! ©
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Title of Paper

Start typing paper here.. |




