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MLA Format Step-by-Step

· On the Home tab in Microsoft Word, in the Font box, set font to Times New Roman size 12 
· On the Home tab, in the Paragraph box, click on the arrow in the in lower right corner of that box. When the paragraph box pops open, under the indents and spacing tab, go under spacing (the third section down) and change line spacing to Double and (also under spacing) put a check in the box beside “Don’t add space between paragraphs of the same style.” Then, click OK. (Your entire paper should be double spaced throughout.)
· On the Insert tab, in the Header and Footer box, click on the Page Number icon, choose top of page and choose the option that shows the page number in the upper right corner. When the page number is inserted, simply type your last name right where the cursor is flashing (for example: Johnson) and put a space with the space bar between your last name and the page number. This also needs to be in Times New Roman 12 font, so highlight this with the mouse and change the font, if needed, by right clicking of what you have highlighted and choose the Times New Roman Size 12 font in the box that appears when you right click of this. When you have done this, double click under the blue dotted line to come out of the header section of the paper. 
· On the Page Layout tab, in the Page Setup box, click on the margins icon (farthest left in the Page Setup box) and choose Normal, to set 1” margins ALL around
· The heading begins on first line at the top of page on the left (refer to sample essay). Type your name (hit enter to go to next line), Teacher’s name: Mrs. Gordon (hit enter to go to next line), Title of class: 11th Honors English(hit enter to go to next line), date ( for example: 8 August 2013) (hit enter to go to next line where you will type your title)
· On this next line, center YOUR title in the same font as all other text of essay (NO bold, NO italics, NO underline). To center, on the Home tab, in the paragraph box, click on the icon that shows the centered lines (lower left). When you have done this, hit enter to go to the next line. Example of title:  The Bell Jar: #9 (A discussion of the title’s significance)
· On this line, go back to align left, on the Home tab, in the paragraph box, click on the icon that shows the align text left (lower left icon)

· Hit tab to indent your first paragraph in the essay (and hit tab to indent every new paragraph in the essay after that). 

· See sample below
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