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MLA Format for Word Processing Projects

· Margins: Go to FILE>PAGE SETUP and change left and right side margins to 1.0.  Click OK.

· Font: 12 pt. Times New Roman only (except for the title-see above)
· Title:  Centered and down one line from the date line
· Text of paper:  align left and down one line from the title

· Spacing: text is double spaced.  FORMAT>PARAGRAPH.  Change LINE SPACING to DOUBLE and click OK.

· Use TAB key to indent paragraphs

· If you have a 2nd page:  Go to VIEW>HEADER and FOOTER
Look for the dotted rectangle

Change font size to 10

Click on align right
Type your last name (see example above)

Go to INSERT>PAGE NUMBERS

Uncheck the box asking about page number on the first page is empty

Click OK

Double click on the middle of the page to finish your paper.

· You are ready to type

