MS Word 101 Workshop Handout

(MS Word 2007)
Common Essay Requirements & Definitions:
Margins:   

Page Layout
Double Spacing: 
Home ( Paragraph

Page Numbers:  
If you wish to have the pages numbered from the first page: Insert ( Page Number.  If you wish to have the page numbering begin on the 2nd page, you should uncheck the selection for ‘show page number on first page’ when you select Page Number.

If you need the numbering to start somewhere else in your paper, or if you wish to end and then restart the page numbering: Page Layout  ( Breaks  ( Next Page.  Then on the page to restart the numbering, Insert  ( Page Number  ( Format Page Numbers  ( Choose ‘Start At’ and enter the page number you wish to begin or restart with.
Indent


TAB key
Left Aligned:  
All text should line up at the left margin, but not at the right. If your software is an Asian version, make sure all your papers are left aligned, unless specified by your professor.
Block Quote:
When providing a quote that takes longer than two lines, a block quote is used. The entire text should be indented (blocked), with no quotation marks. To do this, provide the quote in its own paragraph and highlight the paragraph. Look to the top of your page for the ruler (if it is not showing, View ( check Ruler) and push the ruler triangles inward, based on the style required for your paper (on the left side of the Ruler, both triangles will need to be moved; be sure to also move the triangle on the right side of the Ruler). You can save this style by selecting the drop down in Styles and save as New Style. This style will be saved for this document only and will need to be recreated for future documents.
Title Page:
The page with your name, class, title, etc.  There should not be a page number here.  You should uncheck the selection for ‘show page number on first page’ when you select Page Number.

Running Head:
An identifier (your last name and/or an abbreviated title) in the header on each page of your paper. Go to Insert ( Header.  Input the required identifier.
Footnotes:
References ( Footnotes.  This inputs a small number next to your text, called a citation, and then provides space at the bottom of each page for you to write in the reference information supporting your citation.
Word Count: 
Review ( Proofing
Table of Contents:
References  ( Table of Contents.  Default is three levels.  Highlight each of your headings and assign a level with Add Text. Then select Table of Contents. Choose Update Table when you want to see the new page numbers.

Captions:
Make sure the table/picture is selected. References  ( Captions.  Select Insert Caption and type in your text.
Print: 
Select the Bubble in the lower left corner. 
Bibliography:
A list of the references used in the footnotes of your document to support your citations. You may have also chosen to have listed these references in parentheses throughout your document. In either case these references are gathered together and are listed in the last pages of your document. These must be listed in alphabetical order, according to the citation style of your professor’s choosing.  The three main citation styles are: MLA, Chicago, APA. (WARNING: Word does not have the latest citation style editions, but the function is available under References ( Citations & Bibliography)
APA 
· Oldstone-Moore, J. (2002). Confucianism: Origins, beliefs, practices, holy texts, sacred places. Oxford: Oxford University Press. 

MLA 

· Oldstone-Moore, Jennifer. Confucianism: Origins, Beliefs, Practices, Holy Texts, Sacred Places. Oxford: Oxford University Press, 2002. Print.
Chicago

· Oldstone-Moore, Jennifer. Confucianism: origins, beliefs, practices, holy texts, sacred places. Oxford: Oxford University Press, 2002.
