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Begin your paragraphs with a standard indent (use the tab key once), then keep typing until you have finished the paragraph and are ready to start another one. The program will automatically wrap your sentences to the next lines, so you do not need to hit <enter> at the end of each line, like you would in a typewriter. 


Start the next paragraph with another tab indent. The settings for your word processor should have the correct default of ½ inch, or about ten spaces. For page numbers, double click in the 1” margin at the top of the page. This should make your this area go gray and the margin text turn black. You can now type in this area. I have already inserted the page number, which will automatically appear on each page you add. You only need replace <Lastname> with your last name. The header of the paper should NOT go in this area. Anything you place in this margin will appear on each page. Instead, you want to double click back in the regular area of the page where the essay goes. Now, starting on the first line, simply type your information. This document already has correct double spacing and margins.


When you are ready to type your works cited page, you need to start it on a new page, and always with the title Works Cited on the first line and centered. To ensure that this page always is on its own page, insert a page break. Anything after this break will automatically be moved to the top of a new page. Do add the page break, you only need to hit the Ctrl and Enter keys at the same time.
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· Remember to alphabetize your work cited list by the author’s last name (or if no author, by the first word in the title unless the first word is The, An, or And. In that case,  use the next word. 

· Use hanging indent – with the first line even with the left margin, but all other lines in each work cited entry indented. This is already set for you above. If you need to reset it, go to help and type in hanging indent, then follow the instructions.

· This page should be double spaced, just like all lines in the entire essay. Let the computer do this for you. Double spacing means one line is skipped, not that there are two lines between each line. The work cited entries should have no extra spaces between them, nor should there be extra spaces after titles or between paragraphs. Everything is simply double spaced.
· Finally, don’t forget to run the spell check to help you identify most misspelled words. This should not substitute for a thorough revision and proofreading by you, but it’s a great place to begin.
· When you save your document to send to me, save it with your last name followed by an underscore (shift + the hyphen key – the key after the 0 at the top of your keyboard), then a short description of the assignment. For essays, use e1 or e2. So, if your name is Smith, the file should be smith_e1.doc.

