Formatting Research Papers According to MLA Style 7" Edition

Microsoft Word 2010

MARGINS

1. From the “Page Layout” tab, click on the
“Margins” button.
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2. Select the “Normal” option (all margins — top,
bottom, left, and right should be one inch).
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LINE SPACING

1. From the “Page Layout” tab, click on the
“Paragraph” arrow to bring down
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additional paragraph options.

2. Inthe “Indents and Spacing” tab, go under the “Spacing” section,
select “Double” from the “Line Spacing” menu.

3. Set Line Spacing “After” to “0 pt.”

4. Click “OK.”
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2. Select font size 12 from the drop-
down menu.

HEADERS AND PAGE NUMBERS
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2. Click on the “Page Number” button,
then select “Top of Page,” then
select the option that is aligned to
the right.

3. Type your last name.
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4. Highlight your last name and page number and right click.
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5. Select font “Times New Roman” from the drop-

down menu.
6. Select font size 12 from the drop-down menu.
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CENTER TITLE
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1. Highlight “Works Cited.” =
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2. On the “Home” tab, press 3 Psuxx A4 o
the “Center text” button. B b ' & ] :

3. Pressthe “Align text left”
button to return cursor to
left margin.
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HANGING INDENTS =

1. Inthe “Page Layout” tab, click on
the “Paragraph” menu arrow to
bring up the options.



2. Inthe “Indents and Spacing” tab, go to the “Indentation” section, and
select the “Hanging” option from the “Special” menu.

3. Click “OK.”

ALPHABETIZE ENTRIES

Highlight the items on the Works Cited list.

From the “Home” tab, press the “Sort” button.

Select “Paragraphs” and “Text” from the drop-down menus.
Click “Ascending” and press “OK.”
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