
· Create a title page. 

· Add a header with your name and date


· Add page numbers at the bottom


· Insert footnotes
· Create a bibliography

	1. Paste the text of your term paper into a new Word document. Choose “Header and footer” from the “View” menu Paste your “term paper” into a new Word document. Create a title page. Put the cursor at the top of the page and choose “Break” from the “Insert” menu.

· Select “Page break” and click OK.
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	2. Create a unique title. 

· Make the title large and center it on the page about one-third of the way down.
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	3. In the lower right-hand corner, type  the name of the fake student, class, teacher, and date.

· Move the text over by sliding the 
	[image: image3.png]i Bl

10

Edt

view

| B Document1 - Wicrosoft Word EEX

In £

Ele Edt Vew Iwet Fomat ook Table FlashPaper Window Help Type a question for help 1% | X

DO T E S DRS00 )80 @) e B
-1 B 7 UE] -4 H

1

HEErR >

Page 1 Sec i 12 |la 54" n2s Gol 1 |[REC TRk et love | G

the name of the fake student, class,
teacher, and date.

1j2 A8.8  In24 Col19 e TR £ o (@3

X]

Type aquestion for help '+ | X
& a
°

3

EvcGae = o






	4. Create a header and footer for all pages but the title page. Choose “Header and footer” from the “View” menu. 

· Note that the text of the document is now “grey”. This is because in this mode, you can only edit the header or footer. 

· Also note that the “Header and footer” toolbar pops up. 

· Type your name in the header box.
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	5. Format the header to the font you want and set the alignment to the right. 

· Hit the enter key to move one line below. Click on the “Insert Date” button on the toolbar. 
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	6. Place the page number in the footer at the bottom of the page.

· Click on the “Switch b/t header and footer” button. 
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	7. Click on the “Insert AutoText” button and choose “Page X of Y.”

· Center the text after you have entered it by clicking on the “Center button” on the format Toolbar.
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	8. You don’t want the header and footer to appear on the title page. To format your headers, click the “Page Setup” button (or choose it from the file menu. 
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	9. Then Click on the “Layout” tab. Click the “Different first page” box. And click OK.
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	10. Insert a footnote by clicking where you want the note to appear. From the “Insert” menu, choose “Reference” and select “Footnote”.
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	11. When the “Footnote and Endnote box pops up, choose “Footnotes” and click insert. 
	[image: image11.png]Footnote and Endnote
Locaion
OFsdiiais] [ootom of page

O Endotes:

Format

Number format; 12,3 v

Custom o

start a: I @

Numbering; Continuous

Apply changes
Aoply changesto: [ whele document






	12. Correctly insert the footnote. Repeat this processes for all of the quotes in your term paper. 

· Format of footnotes is “First

· Use this link to format footnotes correctly. 
	Format for footnotes:

First name Last name, Title (City: Publisher, Date) p.##.
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	13. Insert a new page at the end of your term paper. Create a bibliography of all works. 
	· Follow punctuation, capitalization, and italics provided in examples. 

· Underline or italicize titles of books, magazines, and scholarly journals.  Enclose titles of articles, essays, poems, and short stories in quotation marks.

· Indent 5 spaces or ½" on all but the first line of each entry. 

· Double-space within and between all entries. 

· Alphabetize entries by author; if no author is given, begin with title. 

· When listing an online source originally printed in a book, journal, or other printed format, use the general guidelines you would use to cite the printed form, followed by the online citation. 

· Web Sites should have author (if given), title underlined, date of publication or update (if available) originator (if available), date of access, and the URL (electronic address). 

· Articles from library subscription services (databases) [MLA 5.9.7] are cited just like the print version with the addition of the name of the database underlined, the name of the service, the library, the date of access, and URL if known. 
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