Word 2003 MLA Template Instructions
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Assignment

We are going to create an MLA template by customizing and saving the Word MLA_Template.doc file.  You can then use this file to write your research papers.

To complete this assignment, you will need:

· Two Files

· MLA Instructions Word 2003.doc

· Word MLA_Template.doc file 

· Print outs of the 2 files

· Word 2003
We are going to work on this assignment in computer class and then you will go home and create and print out your template and bring it into Mr. Hahn.  

Files

At minimum: you must have the Word MLA Template.doc file and a print out of the MLA Instructions Word file. 

 At school, you may copy these files to a flash drive and/or print them out.  Your other option is to download the files from the St. Edward School website. 

Go to http://www.stedward1947.com/menus/student_downloads.htm .

You will see 3 files

· Word MLA_Template.doc 

·  MLA Instructions Word 2007.docx
· MLA Instructions Word 2003.doc

You can download the files to your computer.

Assignment Acceptance

I will accept a copy the customized doc file via flash drive or a print out of your customized file. 

MLA page settings:
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Works Cited Page Settings
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Word 2003 Instructions

1. Open the Word MLA_Template.doc file
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B ‘This document contains pre-setings for a paper using the MLA (Modern Language
Association) format that you will be using in your class for research papers. An MLA format

uses specific formatting for margins, indents, font and line spacing, cte. We are going fo use this

file as a guide to creating a template just for you. We are also going to use the written

- instructions for your version of Microsoft Word that you printed out in computer class.
After you've saved your changes, you can either type over this text or delete this text and

insert your own. Make sure you indent each new paragraph by pressing the TAB Key one time.





Check Margins

2. Click on File 
3. Click on Page Setup
[image: image4.png]8 Word MLA.

Ele
HIAl
=

=

a3
ket

[r-"
=)

mplate - Microsoft Word

Edt Vew Insert Fomat Took Table Window el

e LB 0 08 ARRES S

open. o |,

-|B I U

dose

save cti+s
Save s

Save as Web Page

File Search,

Permission »

Web Page Preview

fohn Q. Student
English

Print Pregien
erint. cri+p March 10,2011
send To »
LEAMUA Instructions Word 2003 This document contd
2word MLA_Template:

ext Association) format that yol

uses specific formatting for




4. In the Page Setup Dialog Box set the margins to  1” Top, Bottom, Left and Right
5. Click OK
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6. Point to  Yourlastname 1 in the header and double click
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7. Change the word Yourlastname to your last name
8. Click the Close Button on the Header and Footer Dialog Box
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This changes the header on every page in your document. You can check by scrolling down to see your name followed by the page number at the top of every page.

9. Change the Student Name to your name.  Change English to the word Subject and March 10, 2011 to word Date.
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10. Point to File Tab and Save As
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11. Click My documents in the Save As Dialog Box
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12. Change the File name and click on the Save Button 
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In this example, I named the file “Mr Hahns MLA Template”.  When you name your file, name it with a name that you can remember. 

When you are ready to write your paper, open this file and rename it to the name of your assignment.  You can then use this file over and over as a template.

