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Basic Paper Format:  
 

Margins (1 inch): On the “Page Layout” tab,  

 Click on “Margins” and  

o Choose the “Normal” setting for 1” margins on the top, bottom, and both sides.  
 

Note: We strongly recommend setting the font and line spacing (without the auto first line 

indentation) as default, using the font options and paragraph options. Otherwise, to apply 

formatting changes, you need to select the words/paragraphs you want to change. 

 

Font (Times New Roman, 12 pt.): 

Open the Font options: on the “Home” tab, in the “Font” section, click the small box in the 

lower-right hand corner. 

 Change the font to “Times New Roman.”  

 Change the font size to “12” point font (unless your professor specifies another font/size). 

 Click “Set as Default” then “OK”  

 

Spacing and Indentations (Double space, no extra spaces, indent paragraphs) 

To open the Paragraph options, either: 

 On the “Home” tab, in the “Paragraph” section, click on the 

small box in the lower-right hand corner.  

or 

 Right click in a paragraph and in the drop down menu, click 

“Paragraph…”  

For whole document (Press “Ctrl” + “A,” or on the “Home” tab, 

under the “Editing” section, click “Select” then “Select All”): 

 Make sure the “Spacing” “Before:” and “After:” are both set 

to 0 (or 0 pt., or 0.0).  

 Set the “Line spacing:” to “Double” (Unless your professor 

tells you that your paper should use different line-spacing). 

 Click “Set as Default”   

 Then click “OK”  

For all body paragraphs (select the paragraphs/lines): 

Note: pressing tab does the same thing, but doing the following sets indentation automatically.   

 Reopen the Paragraph options. 

 Set the “Indentation” under “Special:” to “First line” by “0.5” inches. 

 Click “OK” to close the Paragraph options. 
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How to format the Header and Page Numbers:  

To get to the Header, either: 

 Double-click in the header area (the top section of the page) 
or 

 Click on the “Insert” tab. Then click “Header.” Choose the “Blank” header.  

The Header on the Title Page should look like this (see steps 4-6): 

 
And the Header on all pages after the Title Page should look like this (see steps 1-3): 

 
 

To set up the Header for all pages after the Title Page, follow steps 1-3: 
 

1. Type in ALL CAPS the “SHORTENED TITLE” of your paper. 

2. Hit the “Tab” key once or twice (until the cursor is blinking on the Header’s right edge). 

3. On either the “Insert” tab or the “Header & Footer Tools” “Design” tab,  

 Click “Page Number,”  

o Select “Current Position,” and  

o Click the first option (“Plain Number”). 
 

Now, to set up the Header for the Title Page: 
 

Note: When you complete step 4, the work from the first three steps may seem to disappear. 

Don’t worry. Once your document has more than 1 page, the work from steps 1-3 will reappear. 

4. Then, on the “Header & Footer Tools” “Design” tab,  

 Click the checkbox next to “Different First Page.”  

5. Type “Running head: SHORTENED TITLE” 

Note: Check capitalization/punctuation. The first letter of the word “Running” is capitalized, the 

first letter of “head” is not. There is a colon after the word “head.” Your shortened title is in 

ALL CAPS. 

6. Repeat steps 2 and 3. Then, 

7. Exit the Header by either: 

 Double-clicking in the main area (the center) of the page, 
or 

 Clicking on “Close Header and Footer” in the “Header & Footer Tools” 

“Design” tab.   
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How to format the Title 

Page: 

 

 

See sample  

Title Page: 

 

 

 

 

 

 

 

 
 

To create the  

Title Page: 
 

1. Make sure your cursor is blinking at the start of your document. 

 
2. Click this icon to center align the text.  

3. The title page information should be halfway down the first page. 

 

Note: Individual instructor requirements for title page may vary. The three criteria listed below 

are utilized most often. 

4. Type on separate lines: 

a. The Full Title (in uppercase and lowercase letters) 

b. Your name 

c. Name of Institution 

5. After the final line, insert a “Page Break” by either: 

 pressing “Ctrl” + “Enter” 

or 

 On the “Insert” tab, clicking “Page Break” 

 
Abstract Page (if required): On the second page of your paper, center the word “Abstract” and 

press the “Enter” key. Left align your summary and do not indent the first line. Summarize (in 

120 words or less) the subject of your paper, research method, findings, and conclusions. Insert a 

Page Break. 

 



OCC WRITING CENTER APA FORMAT HANDOUT 4 

Body: On a new page (page three, or page two if no abstract is required) type the full title of 

your paper and center align it. Then press the “Enter” key to create a new line. Left align the new 

line and set the “first line” paragraph indentation to 0.5 inches (see instructions on page 1). 
  
Note: Depending on the assignment, you may need to label the following sections of your paper: 

Method, Results, and Discussion. For example, the heading for your Method section would be 

typed in bold font and center aligned on its own line. 

 
APA References Page: This page goes at the end of your paper and lists the publication 

information for each of the sources you used in the paper. 
 

 Click after the last word in your paper and insert a page break.  

 At the top of the new page, type “References” and center the line.  

 Press the “Enter” key. 

 Left align the text. 

 Open the Paragraph options, and set the “Indentation” under “Special:” to 

“Hanging” by “0.5” inches. This creates a hanging indent, which means that in each 

source entry every line after the first line must be indented 0.5 inches.  

 Using a resource such as a writing handbook, the Writing Center’s APA Citation 

Handout, or the Purdue OWL website (http://owl.english.purdue.edu/owl/), 

determine which model each reference used in your paper follows.  

 Type the information for your source, following the model’s format. Each model 

contains several items (such as Author, Year of publication, Title, etc.), each usually 

separated by a period or a comma. Your references much match their models.  

 Arrange sources alphabetically by author’s last name, or, if there is no author, by the 

first main word of the title.  

 
See the sample References Page below: 

 

http://owl.english.purdue.edu/owl/

