Word 2007 MLA Template Instructions			1

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 2007.docx
· Word MLA_Template.doc file 
· Print outs of the 2 files
· [bookmark: _GoBack]Word 2007

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. 


In this lesson we are going to create an MLA template that you will use for research papers by customizing the Word MLA_Template.doc file. To complete this assignment, you will need:
· A print out of :
· These instructions (MLA Instructions Word 2007.doc)
· The Word MLA_Template.doc file 
· The Word MLA_Template.doc file
· Word 2007
You will then save your changes as a new Word document that you can use as a guide for writing papers.

MLA page settings:
[image: ]
Works Cited Page Settings

[image: ]


Word 2007 Instructions

1. Open the Word MLA_Template.doc file

[image: ]

Check Margins
2. Click on the Page Layout Tab
3. Click on Margins
4. Click Normal: 1” Top, Bottom, Left and Right

[image: ]

5. Point to  Yourlastname 1 in the header and double click

[image: ]

6. Change the word Yourlastname to your last name
7. Click the Close Header and Footer Check Mark
[image: ]

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.

8. Change the Student Name, Subject and Date
[image: ]

9. Point to the File Tab and Click
[image: ]
10. From the File Menu.  Click on Save As
[image: ]
11. The Save As Dialog Box opens
[image: ]
12. Point to Libraries and Double Click 
13. Point to Documents and Double Click


14. 

When you locate the folder where you store your files,

15. Change the file name to something you’ll remember.  In this case, I named the file
Mr Hahns MLA Template

16. Click the Save Button


[image: ]
Now you can use this document file as a guide when you write your paper.  
You would simply one this file and save it to a different file name.  
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