Student 1

Sally Student

Mrs. Teacher, period 4

English 1 
4 September 2002
How I Can Set Up the Correct MLA Format in Microsoft Word

I will include four lines of  information in the heading on the left margin in this order:  my name, teacher’s name and period I’m in, course name, then date (using MLA format for the date: day month year).  


I will put my name and page number on the top right hand corner of each page (1/2” from the top of the paper).  To include the name and page number at the top right corner of the page, I select “Header and Footer” from the “View” menu; then, I type my last name, a space, and then click on the icon of a page with the “#” on it on the Header/Footer toolbar.  After that, I highlight my name and the “#” and click on the “Align Right” icon on my format menu bar (or from the “Format” then “Paragraph” pull down menu).  That moves the header over to the right corner of my page.  Then I can close the header/footer box.  The computer will then automatically number each page for me.


I will include a title on each paper.  I will never enlarge, underline or bold the title, nor will I use italics or quotation marks in the title unless it is to indicate the name of a book, movie, story, song or the like.  I will write my essay or story or poem, or whatever I choose to write, using Times New Roman (or a comparable font) with a font size of 10, 11 or 12.  The entire piece, from my name to the last line of the essay, will be evenly spaced.  I will not include extra spaces after the heading, after the title, or between paragraphs.  To set double spacing in Microsoft Word, I go to “Format” menu, Choose “Paragraph,” Find “Line Spacing” and set at “Double.”  I can do this before I begin typing or else highlight the entire document after I’ve typed it and follow the same procedure.  Or I could highlight my entire text and hold the Control key while I press “2.”  

The margins will be 1” all the way around.  Since the default margin setting in Microsoft Word is 1.25”, I should go into the File Menu, select “Page Setup” and click on the “Margins” tab.  Then I can set all the margins at 1” and click the button marked “Default” so that I don’t have to reset the margins every time I type something for English.  I should also make sure the gutters are set at 0” and the Header and Footer are set at 0.5”.  Finally, I should make sure that the bottom right corner on the margin setting box says “Apply to: Whole document.”   If I prefer to have both edges of my text in a straight line, I will highlight the text then click on the “Format” menu, select “Paragraph,” click on the “Indents and Spacing” tab at the top of that window, then click the pull-down menu next to “Alignment” and choose “Justify.”  The quick and easy way to do that is to simply click the icon that has six parallel lines with even edges once I’ve highlighted the text.  (I might have to recenter the title if I do this, though.)  Oh, and by the way, the fastest way to select all the text is to hit Control + A or to choose “Select All” from the “Edit” menu.


If my computer insists on moving the beginning of a paragraph down to the next page, messing up my bottom margin, I can go to Format menu, choose “Paragraph,” click on the “Line and Page Breaks” tab at the top, then click on the box labeled “Widow/Orphan Control.”  A check mark in that box causes the first line of a paragraph at the bottom of a page to shift to the top of the next page; clicking on the box should remove the check mark, thus fixing the bottom margin.
