MLA FORMAT-PRACTICE EXERCISE
Word Processing commands/skills

1. CHANGE MARGINS to one inch
FILE - PAGE SETUP

Page Setup

Margins | Paper Layauk
Marains
Left Right:
Gutter: GGutter position:
Crientation

2. AUTOMATIC PAGE NUMBERS - VIEWMENU; HEADER AND FOOTER

Header and Footer

Insert AutoText «

3. DOUBLE SPACE - the body of the report
FORMAT MENU; PARAGRAPH

Indents and Spacing ] Line and Page Breaks ]

Alignmenk: Left - Outline level:

Indentation

Left: nzs = Special:
Right: o 3 Hanging -

Spacing
Eefore: 0pt 3:
After: 0pt = Double

4. SIYLE§T§?!¢CLW_¢ tj_egd_i;r_l_gs;ygu want to be included in your table of contents

0= Ss8 oY B o~
@ a ﬁ Heading 3 - Arial - 13 =

5. PAGE BREAKS - first make sure your cursor is in the correct place, then
INSERT MENU; BREAK; OK

Insert | Format  Tools  Tab
P> Ereak...

||.:n\l'\

Page Mumbers,,,
Date and Time... () Text wrapping break
AutoText 3 Section break bypes
1
Field. .. ' O Mext page
Symhbol. .. ) Continuous
J Comment O Even page

_ () 0dd page
Reference »

f&fl web Component... E




TABLE OF CONTENTS; first create a new page for the TOC; then choose the INSERT MENU

icrosoft Wond

Insert | Format  Tools Table Window Help  Adobe PDF
Break... W A R} Index Table of Figures ]
a Page Mumbers. .. Roman + 12 «| B I U Print Presyi
| Date and Time. .. Headi.ng 1 i‘
= AukoText P— J
I R Headmg.2
= Fleld. . e Headmg 2
Symbaol. ..
_J Comment
‘ Reference 4 | Fooknote. ..
-
H&f web Component... Captian, .,
Picture 3 Cross-reference. ., v ihDW page numbers
$% Diagram... | Index and Tables. .. | [v Right align page numbers
A Text Box
= Tab leader: |....... -
File...
General
Object...
Formnaks:  |From kemplate Shaow levels:
Bookmark. .. =

TITLE PAGE
first create a new page by inserting a break, with your cursor on the new page;
use VERTICAL ALIGNMENT—CENTER

Page Setup

Margins l Paper Size l Paper Sourc

Section skark:

|New page j
Headers and Footers
| Different odd and even
| Different first page

DIFFERENT FIRST PAGE - to hide the header on the first page only;
FILE MENU; PAGE SETUP

Pape Setup

Margins ] Paper Size ] Faper Sourcs

Seckion stark:

|New page j

Headers and Footers




