


 

 

 Click ñOkayò to close the window or press 
Enter.  

 Your margins should be aligned correctly 
automatically, but to check and make sure, click 
the ñPage Layoutò tab.  

 On the left side, press the ñMarginsò button.  

 The margins should be set to ñNormalò which 
means there is 1 inch on the top, bottom, left, 
and right margins. 

 If not, click the ñCustom Marginsò option at the 
bottom of the list. 

 Use the arrows, or type the number ñ1ò into the 
Top, Bottom, Left, and Right boxes. 

 Click ñOkayò to close the window or press 
Enter.  

 
 
 

The Heading:  
 
 Your cursor should be aligned to the upper left 

hand side.  

 First, type your first and last name. 

 Press Enter.  

 Type the name of your instructor with the prefix 
ñDr., Mr., or Ms.ò in front of it.  

 Press Enter. 

 Type the title of the course the essay is for with 
the class number if applicable. 

 Press Enter.  

 Type the date the assignment is due in the 
format Day Month Year. 

 Press Enter.  

 See Figure 4 for an example heading.  

 

The Title:  
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 Select the left aligned line icon to return the 
cursor to the left side.  

 Type or copy/paste your first citation into the 
paper.   

 Once your citation(s) have been typed, highlight 
all the citations. Do not highlight the Works 
Cited heading.  

 Access the Paragraph window by either clicking 
the arrow icon on the dashboard or right-
clicking and selecting ñParagraph.ò 

 Click the drop-down arrow of the box under 
ñSpecial.ò 

 Select the option ñHanging.ò  

 Click ñOkayò to close the window or press 
Enter.  

 


