Student LN & pg # (Ex. Smith 1)


Student’s First and Last Name

Teacher (Ex. Mrs. Salas)

English 8
Due Date (Day Month Year-Ex: 11 August 2014)

Title (Capitalized and centered, not underlined or bolded)

Indent 5 spaces and begin your paper. Keep the entire paper double spaced, 12 pt font, Times New Roman. In order to properly enter your last name in the upper right hand corner of your paper, you must click at the top of the page into the “header.” In the header, you must click the icon with lines justified all the way to the right. When you put your mouse over this icon, a box should pop up that says, “align text to the right.” Click this, and then type your last name. 
Make sure it is capitalized! Then, highlight “Insert” from the top menu icons, and click on “page number” from the dropdown menu. This will enter a page number for you that automatically changes with each new page. If you don’t do it this way, and you just type a number one after entering your name, you will have a number one on every single page of your document. After you enter your last name and page number, highlight both, and change the font to 12 pt Times New Roman. Remember, the whole document must be double spaced, 12 pt, Times New Roman. The best way to do this is to enter your left hand information, then enter your centered title. You should only click “enter” once to get to each new line. Click “enter” after completing your title, and hit the “tab” key to indent five spaces. After you begin your first sentence, highlight the entire document, and change the spacing to double spaced. This might help you to eliminate any spacing errors. 
