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MLA Formatting - Office 2007

When you type papers for disciplines that follow MLA guidelines, you should format your paper to look like this sheet.  Using the tool bar at the top, click on the box labeled “No Spacing.”  Then change the font style to Times New Roman and the font size to 12.  Next, set all the page’s margins to one inch.  Click “Page Layout” on the tool bar, click margins, and select normal (one inch on all four sides.)  After this, you need to make sure the paper is formatted to double space your writing.  Right click on the document, then select paragraph.  Find the “line spacing” box and select “double.”  Click OK.  

Papers should have a header, also.  The header should include the writer’s last name and the page number.  In order to do this, you must first select “Insert” from the tool bar.  Find and click on header.  Select the “blank” option.  Click on page number at the top, select top of page, plain number 3.  Type in your last name before the number.  (You may have to go back and change the font size and style for the header.)  Now you are ready to start typing.  Type your name, your teacher’s name, your class name, and the date.  After that, hit enter and center justify so you can include the title.  Hit enter again and click left justify.  Indent and begin.
Resource for MLA formatting:

http://www.gmc.edu/students/arc/documents/MLAhandout.pdf
