
     
 

   
 

   
 

          
     

 
      

 

          
      

           
     

            
          

 

 
  

 

        
            

         
       

Settings 
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3.0 

P Search (Alt•Q) 

Mailings Review 

Line Spacing Options ... 

Add Space !lefore Paragraph 

Remove Space Bfter Paragraph 

View Help Acrobat 

AaBbC~ 
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Heading 1 ,:; Editing Create an< 
Adobe 

r,; Ad< 

Line Spacing 

MLA Format in Microsoft Word 

Opening Microsoft Word 

• On the computer desktop, double click Microsoft Word. (Or on the Taskbar at the 
bottom of the screen, click the Microsoft Word icon.) 

Setting Up the Paper in MLA Format 

• Click the Line Spacing button in the Paragraph group. Choose 2.0. (If you do not see the 
Line Spacing button, click the Home tab.) 

• If Remove Space After Paragraph is at the bottom of the Line Spacing drop-down menu, 
click on it. 

• If necessary, click the arrow next to the Font box, and choose Times New Roman. Click 
the arrow next to the Font Size box, and choose 12. Or choose a preferred font and size. 

Setting Defaults 

• To set the above font and paragraph settings as defaults (automating settings), go to 
Font and select Set as Default and, under Paragraph Settings, select Set As Default. Once 
you set your font and paragraph settings as default, they will be the automatic font and 
paragraph setting for each new document you open. 

© Sierra College Writing Center. This handout may be freely reproduced for educational 
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Times New Roman 

Font 

Font Adyanced 

font: 

times New Roma~ 

The Serif Hand 
The Serif Hand Slack 
The Serif Hand Extrablack 
The Strif Hand light 
Times New Roman 
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Font 101or: Underline style: 
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Effects 

0 Stritethrough 

0 Ooubje strikethrough 

0 Suierscript 
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Preview 

Font 

X 

font style: ~ize: 

Regular 12 

8 " Italic 9 
Bold 10 
Bold Italic 11 

Underline color: 
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Osma11 caps 
Oe,11 caps 
0l;!idden 

Times New Roman 

This is a TrueType font. This font will be used on both printer and screen . 
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Layout References M 

Paragraph 

!ndents and Spacing line and fage BrHks 

General 

Alignment 
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Indentation 
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D Oon·t add spas;e between paragraphs of the same style 
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Cancel 
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I 
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11 Current Position ::, 
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1) 

• Click the Insert tab. Click Page Number, choose Top of Page, and then choose Plain 
Number 3. 
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:es Mailings Review View Help Acrobat Header & Footer 

~ ~ !;I. Previous Different First Page ~ Header from Top: !0.5'' :1 
~Next Different Odd & Even Pages ~ Footer from Bottom: &s·• 

o to Goto 
eader Footer i;I Link to Previous ✓ Show Document Text ~ Insert Alignment Tab 

Navigation Options Position 

.......................................................................................................... 0 ... 

... 12 ., 

)(: )(, /J.p 
A.~- A .. A"' 

~AIA(JIApll 

Centered 

] :~::: 
key 
twice 
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~< ob-: po· Siqnan 
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April 29, 2020 

te Share 

• Type your last name and one space. 

• If your last name and the page number are not in Times New Roman or your preferred 
font, highlight them, click on the Home tab, and change the font and size. 

• Double click below the dotted line or click Close Header and Footer. 

• All the pages will be automatically numbered correctly. 

• Type your name, the instructor's name, the class, and the date. Press the Enter key once 
at the end of each line. 

• Click the Center button in the Paragraph group. Type the title of your essay. (Capitalize 
the first letter of each main word, and do not underline, boldface, or quote.) Press the 
Enter key once. 

• Click the Align Text Left button (to the left of the Center button). 

• Press the Tab key once, and you are ready to type the first paragraph of your paper. 
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AutoSave ~ {g] ";) • <'..) • Documentl -

File Home Insert Draw 

~ 2[Q ,~ ~ ·Fi Breaks v Indent 
-

~: Line Numbers v :!.:: Le 
Margins Orientation Size Columns 

bt Hyphenation v ·~ V V V =+- Ri! 

Design 1 (Layout) 

I[] 
Normal r,, 

Top: 1" Bottom: 1" 3 
Left: 1" Right: 1" 

~ 

□ 
Narrow 
Top: 0.5" Bottom: 0,5" 
Left: 0.5" Right: 0.5" 

□ 
Moderate 
Top: 1" Bottom: 1" 
Left: 0.75" Right: 0.75" 

R==R Wide 
Tnn• 1" Rnttnm• 1" 

NOTE: One-inch margins are the default (automatic) setting. However, if you need to set the 
margins, click the Page Layout tab, click Margins, and choose Normal. Never use the ruler to set 
the margins. 

Saving the Paper 

• Click the File tab, and choose Save As. 
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Save As X 

+- -1'~ "' " p Search Documents 

Organize ... New folder li • 
" Name llilThis PC Date modified 

3D Objects Camtasia 1/6/2021 4:24 PM 

• Desktop Custom Office Templates 10/21/2019 10:03 PM 

~ Documents Downloads 6/7/2020 11 :2S PM 

• Downloads 
English 3/31/20211:40 PM 

JI Music 
Sound recordings 

Zoom 

3/21/2021 1:36 AM 

3/29/2021 10:52 AM 
Pictures bg1 5/17/2020 3:17 PM 

■ videos 
"' < 

File name: -ave as type: Word Document 

Authors: Writing Center Tags: Add a tag 

D Save Thumbnail 

A Hide Folders Tools ... Save Cancel 

• At the top of the window, choose where you want to save your paper, for instance, on 
your USB memory stick (flash drive). Use the buttons on the left to navigate. 

• In the File name box near the bottom of the window, you can type a short name for 
your file. 

• You can choose to save in a different format in the Save as type box. Rich Text Format 
(RTF) is a good choice if you use another computer that does not have Microsoft Word. 

• Click Save. 

Updated June 2022. The instructions on this handout apply to Microsoft Word 2019 and Office 
365. Your desktop may look different depending on your computer’s settings, as well as the 
version of Word. 
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