1
Le

PAGE  
1
Last name


(# ) (Your first and last name)
Teacher’s name
Period #
Date (day month year- write it out)
Catchy Title (size 14) (Underlined or Bold)
1. Click on View: Header and Footer

2. Click on header 
3. Click on Align Right (on toolbar).  This will move your cursor to the right side.   
4. Type your last name

5. Click Insert: Page Number; Right
6. Then, Close

7. all font = size 12 (except title); Times New Roman

8. Double spaced: Hit: “Control” and “2” at same time.  (“Control” + “1” will single space).
9. Type “Word Count” on the bottom of your essay.  Use your mouse to select only the text of your essay (not your MLA heading or header).  Click “Tools,” select Word Count and type the number of total words you have (goal = 1000).
