
MLA FORMATTING FOR ESSAYS and RESEARCH PAPERS
Directions: Follow these step-by-step instructions to properly format your essay or research paper. Remember to click SAVE every few minutes when working on the school computers! 
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STEP ONE : Font and Margins

1. If you are on the “HOME” tab, then choose the drop down option where the fonts are listed. Scroll to Times New Roman. Please check that your font is Regular, not bold or italics. Also you need to type your paper in size 12. Your entire paper will be written in this font. This includes:
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Heading
b. Header
c. Title
d. Paragraphs
e. Citations
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Works Cited Page

2. Click on the “Page Layout” tab located at the top of the screen. Click on the icon for “Margins.” Choose the “Normal” option, which is one-inch margins (proper MLA Format).

a. The heading is in these one inch margins

b. The paragraphs are in these one inch margins

c. The Works Cited page is in these one inch margins

STEP TWO : Header and Page Numbers

1. Click on the “Insert” tab located at the top of the screen. Click on the “Header” icon at the top-center of the screen. You will insert a blank header.    
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You will see a grey box 

b. Align the font to the right             ( right alignment       
c. Type your last name ONLY

2. Click on the “Insert” tab located at the top of the screen. Click on the “Page Number” icon at the top-center of the screen. 

a. You want the page numbers at the top of the page
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Choose “Plain Number 3”
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STEP THREE : Line Spacing

1. Choose the “Page Layout” tab located at the top of the screen.
2. Click on “Paragraph” located at the top-center of the screen.
3. Click on the little arrow located at the right corner.
4. Format your paragraphs to double space

a. The heading is double spaced

b. The paragraphs are double spaced

c. Quotations are double spaced

d. The Works Cited page is double spaced
STEP FOUR : Heading and Title

1. The order of the heading is:

a. Student Name (first and last)

b. Teacher Name (including the appropriate title- Mr. Mrs. Dr.)

c. Class

d. Date (example:  22 November 2012)
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The creative title is centered by choosing the “Home” tab located at the top of the screen and clicking on the centered icon.

STEP FIVE : Write an A+ Paper!
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This template contains pre-settings forthe essential features of MLA format: margins
indentations, font, line spacing, and widow/orphan control (see The Research Process 159-61).
To use this template, select "File--Save As" and save the template under a new name. Then use
type-overinsertions to replace the header, information block, and title. Finally, replace the textin
the body of the template by using type-over insertions, or delete the body text in blocks. (Hint.
Leave the sample block quotation n place to preserve its paragraph indentation as a model. Use
type-overinsertions in the bibliography to preserve the hanging indentations.) Here, then, is a
sample block quotation:
A quotation that occupies more than four typed lines should be indented one inch.
(or ten spaces) from the left margin. It should be double spaced, without quotation
marks at the beginning and end of the quoted material. Its ight margin should be
setat 1" Its parenthetical citation should be placed after the block's last item of

puncruation. ("Source” 16)




Your paper should look like this:

