Directions for Setting Up and MLA paper for Microsoft Word 2010
*MAKE SURE YOU “SAVE” AFTER EACH STEP*

I. Open a new document

a. Click on the Windows icon in the top left corner

b. Select New
c. Select Blank Document
d. Select Okay
II. Set Margins

a. Select Page Layout on the tool bar at the top of the document

b. Click on Margins (look for an icon resembling a piece of paper)

c. Select Normal from the drop down—this will give you 1 inch margins on your entire paper which is necessary for MLA format

III. Set Font

a. Click on Home on the tool bar at the top of the document

b. Click on the tiny arrow at the bottom right of the box titled Font 

c. Under Font, click on the down arrow and select Times New Roman

d. Under Font Style select Regular

e. Under Font Size select 12 point

f. Under Font Color select Black (should be set on Automatic which is Black)

g. Do not select any special effects or underline style

IV. Set Line Spacing

a. Click back to Page Layout on the tool bar at the top of the document

b. Click on the tiny arrow at the bottom right of the box titled Paragraph

c. Under “Spacing”, select 0 pt in both Before and After dropdown menus. This sets the spacing between the paragraphs of the paper

d. To the right of the Before and After selection, there will be a “Line Spacing” option. From the dropdown menu, select Double

V. Set Header

a. Click on Insert on the tool bar at the top of the document

b. In the “Header and Footer” box, click on the “Header” , and a dropdown box will appear

c. Select the first option—“Blank”

d. Once you see the box “Type Text” on your document, do NOT type anything

e. Click on the Page Number box beside Footer in the Upper Left Corner of your document

f. From the Drop Down Menu, click on Top of Page and select “Plain Number 3” (the number on the far right side of the document)

g. Type in your Last Name beside the number, and hit the space bar 
h. Highlight entry and change font to TIMES NEW ROMAN size 12
i. On the far right of the top menu, hit the big red X that says “Close Header and Footer”

j. Your Header should look like this: Kirkland 1

k. When you scroll down, your Last Name should appear on every page followed by the number of the page in your document, Kirkland 1, Kirkland 2, etc.

VI. Type in Heading

a. Click on Home on the tool bar at the top of the document

b. Find the box labeled “Paragraph” (3rd box at the top)

c. From the tool bar at the top, in the “Paragraph” box, you will see four tiny boxes with several lines in each tiny box

d. Select the 1st box with all lines beginning from the left side of the tiny box

e. On the first line of your paper, type in your name, First and then Last. Hit enter once.

f. Type in teacher’s last name. Hit enter once.

g. Type in course name; in parenthesis type in period number. Hit enter once. 

h. Type date in this format:  15 October 20011 (Day Month Year). Hit Enter once.
VII. Type in Title

a. From the tool bar at the top, make sure you are under the “Home” tab

b. In the “Paragraph” box (3rd box), you will again see four tiny boxes with several lines in each tiny box.

c. Select the 2nd Box with all lines equally in the center of the tiny box—this will place your cursor in the middle of the page

d. Type in the title in Times New Roman, regular, 12 point font (if you forgot, see above for “Set Font”)

e. Make your title something creative in regards to the topic of your paper

f. Do NOT italicize, underline, or put your title in quotations. 

g. Hit enter once.
VIII. Begin Typing Body Paragraphs

a. Make sure that you hit enter ONCE after you finished the title

b. Go back to the “Paragraph” Box under the “Home” tab and find the four tiny boxes with several lines in each tiny box.

c. Again, select the 1st tiny box to align your paper on the LEFT side

d. Your cursor should again be back on the LEFT side of your paper 

e. Hit the TAB key on your keyboard to indent the paragraph

f. Begin Typing

g. When you finish the body of the paper, go to a new page to type the Works Cited Page

