
ESSAY FORMAT HEADER AND FOOTER

To set the margins, select File and Page Setup from the Menu Bar: and set automatic page numbering select View and
then Header and Footer from the Menu.

Click the Align Center icon so that your title will be centered. Then the person can open the document and
read it on the computer screen and click the link to connect to the Internet address. Name of author, name of
professor, title of course, date of paper on the first page of the paper. If corrections on any page are numerous
or substantial, revise your document and reprint the page. A well-formatted essay has a uniformity that makes
it look neat and organized. Corrections and Insertions on Printouts Proofread and correct your research paper
carefully before submitting it. To create the header and set automatic page numbering select View and then
Header and Footer from the Menu Bar: The header will appear at the top of your screen, ready for you to enter
text and automatic page numbering: Notice that the cursor is set on the left margin. Press the Enter key once.
Before doing so, be sure to click "Format" and then "Paragraph" on the menu bar and check your paragraph
format to make sure that the first line of the paragraph is not indented. Do not justify the lines of text at the
right margin; turn off any automatic hyphenation feature in your writing program. Double-space the entire
research paper, including quotations, notes, and the list of works cited. You can click your right mouse button
and then click "remove hyperlink," but the hypertext will appear again for the next listing. Type the date. Then
the person can open the document and read it on the computer screen and click the link to connect to the
Internet address. Be sure to save the changed file. Note: If you are writing a research paper in the MLA format
that includes a title page and an outline page or pages before the body of the paper, you can download a
template and substitute your information on the title, outline pages, and first page of the body of the paper.
You should have already set your margins to 1 inch left and right. Give the source of the table and any notes
immediately below the table in a caption. Musical illustrations are labeled Example usually abbreviated Ex.
Then click OK, as shown below.


