MS Word 101 Workshop Handout
(MS Word 2007)
Common Essay Requirements:
Margins:   

Page Layout ( Margins.
Font:


Times New Roman / 12  (This is the standard).

Double Spacing: 
Page Layout ( Paragraph ( Make sure the BEFORE and AFTER are still set at 0pt, click on the bottom right corner arrow.  Spacing at Double.
Page Number:  
Insert ( Page Numbers

Indent @ beginning 

of a paragraph: 
TAB key

Left Aligned:  

All words should line up at the left margin, but not at the right.  There is a left align button.
Distributed/Justify: 
DO NOT USE UNLESS SPECIFIED BY YOUR INSTRUCTOR.  Words are spaced so they line up at the left AND right margin. There are two separate buttons for distributed & justified.
Block Quote:
A long quote from another source.  The entire text should be indented, with no quotation marks.  Do a RETURN/ENTER, enter your entire quote, select all the text in the quote, and then select the square from the top rule, move it 1” (or as specified) inward.  Line spacing depends on the STYLE.
Title Page:
The page with your name, class, title, etc.  There should not be a page number here (INSERT ( HEADER ( Check ‘Different First Page’).  

Running Head:
Your last name with the page number at the top of the page. Go to View ( Header and Footer.  You can use the left, right, center align buttons to specify where you want your running head to be.  Consult the STYLE of your paper for proper format.
Footnotes:
References ( Insert Footnote.  This inputs a small number next to your text, and then provides space at the footer of your paper for a reference on your citation.
Word Count: 
Review ( Word Count

Reference List or
Bibliography:
The sources used in the paper, the last pages of the paper.  These must be listed in alphabetical order, according to the citation style of your professor’s choosing.
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. 2002. Confucianism: origins, beliefs, practices, holy texts, sacred places. Oxford: Oxford University Press.
· (Turabian): Oldstone-Moore, Jennifer. Confucianism : origins, beliefs, practices, holy texts, sacred places. Oxford: Oxford University Press, 2002.  
