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Visual Guide to Formatting Your Research Paper 
Using APA Style

Block Quote:

A quotation over 40 words 
long should be indented 
1/2” from the left margin.

No quotation marks.

Font:

Recommended font:
Times New Roman.

Size: 12 points.

Spacing: 
Home → Paragraph → Spacing → 
Double space. 
No extra space between paragraphs.

Running head on the 
Title Page:

Insert → Page Number: 
Top of page:  
Plain Number 1.

Type: Running head: AND 
THE TITLE IN ALL CAPS 
(Max. 50 characters) → 
Tab, tab (to move the 
page number)

Select Different First Page

Running head on  
subsequent pages:

Insert → Page Number: Plain 
Number 1.

Type: THE TITLE IN ALL CAPS → 
Tab, tab In-text Citation, 

paraphrased

Tab to indent 
paragraphs

In-text Citation, quotation:

(Author’s last name, publication date, 
and page number)

Margins:

Leave at the default setting: 1 inch on all sides.

Title Page:

• Full title of paper 
• Your name 
• Instructor’s name 
• Course

Biology 2402

Paragraph 
Indent:

(Beginning of Reference, 
publication date)

Heading:

Level 1

Heading:

Level 2
Heading:

Level 3
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Hanging Indent:

Paragraph → Dialog 
box → Indentation → 
Special → Hanging

Line spacing → Double

No extra space 
between paragraphs 

www.lonestar.edu/library/kw-library

Alphabetize:

Select all (minus title).
Home → Paragraph → Click on the        button

A
Z

→
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Start on a new page:
Insert → Page Break.

Formatting:
See the APA guide in paper form 
or online at:
http://tinyurl.com/kw-apastyle


