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Procedure for Formatting an Essay
The Title Page 

In most cases you will not have to create a title page. If required to do so then:

Before you begin

1. In Format-Paragraph 
· Set Alignment to center

· Set your line spacing to DOUBLE 
· In the center of your document enter on separate lines
· Your Name

· Your Teacher

· The Class the assignment is in

· The date

The Body of Your Paper

Before you begin

2. In File- Page setup,

· Set all margins equal to 1”

3. Set font size to 12 pt. 

4. Select a common serif font such as Times New Roman

5. Create a header that includes: 
· An abbreviated version of your title. For example, if your title is “The Rise And Fall Of The Roman Empire”, the title in your header could be, “Roman Empire” The header must also automatically number the pages.  Be sure font size is 12 points.
6. In Format-Paragraph 
· Set Alignment to left

· Set your line spacing to DOUBLE 
· Set Indentation Special to first line by .5” (This automagically indents the first line of every new paragraph by ½ an inch.)

· Set line spacing to double-spacing. (The MLA Guide says that "the research paper must be double-spaced," including quotations, notes, and the list of works cited.)
7. Create a Header with your last name and the page number.
Every page of a manuscript in MLA format has a header in the upper right-hand corner of the manuscript, approximately 1/2" from the top of the page.  To create the header and set the page numbering to automatically increment each page, 

·  Select View- Header and Footer A header and footer will appear. With your cursor, (I Beam) in the header set justification to right.

· From the insert AutoText option select –PAGE- (this automagically inserts a page number on each page)

· Type in your last name and hit the space bar.
8. In most cases, your research paper does not need a title page. If you are required to include a title page then follow the directions at the top of this page. At the top of the first page, at the left-hand margin, type your name, your instructor's name, the course name and number, and the date -- all on separate, double-spaced lines. Then double-space again and center the title above your text. (If your title requires more than one line, double-space between the lines.) Double-space again before beginning your text. The title should be neither underlined nor written in all capital letters. Capitalize only the first, last, and principal words of the title. Titles might end with a question mark or an exclamation mark if that is appropriate, but not in a period.
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Go to the information sheet on citing your resources  to complete your assignment.
