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Setting up a Document in Microsoft Word 2010

Setting the Font:

e On the Home tab, click on the down-arrow at the right of the font box.

e From the list, choose Times New Roman.
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e Click on the down arrow at the right of the font size box.

e C(Click on “12”.
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Setting up a Document in Microsoft Word 2010

Setting Line Spacing:

e On the Home tab, click on the small arrow in the lower right corner of the paragraph section.

e In the Paragraph box that opens,
choose Double in the Line spacing box
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To remove the extra space between paragraphs

e Check the box that says: “Don’t add space between paragraphs of the same style”
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Setting up a Document in Microsoft Word 2010

Insert a Page Number With Your Last Name:
e On the Insert tab, click on the Page Number icon, Top of Page, and Plain Number 3.
e At this point, you will have a page number in the upper right corner of the page.
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e Type your last name and one space next to the page number.
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Setting up a Document in Microsoft Word 2010

Setting Margins:
e On the Page Layout tab, click on the Margins icon, then click on Normal (1 inch margins).
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Supplement
Setting up a Document in Microsoft Word 2010

Formatting Hanging Indents on the Works Cited page
e Type in the Works Cited entries.

f.6.0 @: T samplePaper-Works Citeddoox - Microsoft Word _—— @Eﬂ‘

Page Layout References Mailings Ri Vie Develgper o @
E@* 1 .7ﬁ , Al m éﬁFind'—
BT 4aBbCel AaBbCi | AsBbCel| AaBbCel 4asbce. AAD A
T Normal

Times NewRom ~ 12 = A" A"  Aa- | 4

2. Replace
2
B 7 U vabe x, x* - - - Emphasis  Heading 1 Strong Subtitle Title _ Change
u A & i - e
Clipboard 5 Font 5 Paragraph 5 Styles 5| Editing
Navigation v X &
Search Document 2~ =
EIEIE -

Student-19
This document does not
contain headings.

To create navigation tabs, Works-Cited]
I create headings in your

document by applying |
I Hesding Sties. Chaucer, -Geoffrey.-“The-Prologue-and Tale-of-Sir- Thopas.” The Canterbury-Tales.-Ed Larry D.- 3
i Benson. New-York: HoughtonMifflin,- 2000.-194-199.9

Chaucer, Geoffrey.-“The Tale-of'Melibee.”™ The-Canterbury-Tales. Ed Larry D.-Benson. New*

York: HoughtonMifflin,-2000.-199-221.9

Dicicco, Mark. “The Arming-of-Sir Thopas reconsidered.(Geoffrey-Chaucer's ‘The Tale-of*Sir-

e Select all of the entries
e On the Home tab, click on the small arrow in the lower right corner of the paragraph section.
e In the Paragraph box that opens, choose Hanging in the Special Indentation box

TR AT calid b S bl Ll L LA S e ik P R LU LD EE =]
Home Insert Page Layout References Mailings Review View Developer a @
=0 ¥ cut . v . B % 44 Find -
= .. Times New Ram - 12 = A" A7 Aav | %) aBbCel AaBbCi AaBbCe AaBhCd 4zzbee. AAB &, Replace
) 4 Sac
F‘avste F Format Painter B J U - ahe x, X' = Fmphasis  Heading1 T Mormal strong Subtitle Title = g'yﬂ‘:sgf s Select -

[ Clipboard 3 Font ® Paragraph = Styles % | Editing
Novigoon v PO ——— ==} %
Search Document P =l

Indents and Spacing | Line and Page Breai| |
IR -
2 4 General
SLi
| Algnment: | Left [+] Student-1
This document does not
contain headings. Qutine level: [Body Text ||
To create navigation tabs,
create headings in your 3
document by applying Indentation
Heading Styles. § - = . X =
Chaucer, eft: ©E Spedia By: e -Tales."Ed-LarryD.-
Right: 0" 2 Hanging [+] [ =
Benson. N| | [ wiror ndents (rorey
Hanging
Chaucer, {| Spadma .'EdLarry D. Benson. New-
Before: opt = Line spacing: At
York: Hi After: opt |5 Double
[ Don't add space between paragraphs of the same style
Dicicco ey-Chaucer's’The Tale-of*Sir-
Preview
Thopas') SRR
[ ————
Pearsall. ] .-F.-Bolton. London:-Sphere, -
1986.23
[ zebs.. | [setmspeur| [ ok | [ cancal |
les. Boston: George-Allen-&-
Unwin,1985.294-320.-9
-
The-Holy-Bible:-1611Edition, King-James-Version.-Nashville: ThomasNelson.-1993.9 z

Page 6



Supplement
Setting up a Document in Microsoft Word 2010

Result: A Well Formatted Microsoft Word 2010 Document
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