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MIS 1: Basic Formatting for Microsoft Word 2003/2007

The formatting of your essay—its appearance on the page—is an important aspect of the composition process.  Many word processing programs are available, such as WordPerfect or Microsoft Works, but all of the computer labs on MTSU’s campus use Microsoft Word; therefore, the following formatting instructions are for Microsoft Word.  If you do not have MS Word, you should update your software to comply with the university standard.  

While instructors may have slightly different requirements, a few things should always be done before submitting your paper.  

· Spacing and Alignment: Unless your instructor tells you otherwise, you should always submit your essays in left-aligned, double-spaced format.  To prevent problems with formatting during revision and/or editing, make these changes in the following way instead of manually double spacing your paper.  Also, remember to set these formatting guidelines before you begin writing.  Both the spacing and alignment of your paper can be adjusted from the same menu.  

In Microsoft Word 2003:

1. First, click Format.
2. Click Paragraph.
3. Under “General,” make sure the alignment is set to “Left” by selecting “Left” from the drop-down menu.

4. Under “Spacing,” set the line spacing to “Double” by selecting “Double” from the line spacing drop-down menu.

5. Click OK to close the Paragraph Format menu.

  In Microsoft Word 2007:

1. First, click the Home tab on the Ribbon.

2. Click the small diagonal arrow in the lower-right corner of the Paragraph group.

3. In the dialog box that pops up, you can adjust your spacing and alignment.

4. Under “General.” make sure the alignment is set to “Left” by selecting “Left” from the drop-down menu.

5. Under “Spacing,” set the line spacing to “Double” by selecting “Double” from the line spacing drop-down menu.

6. Click OK to close the Paragraph dialog box.

If you forget to set the line spacing and alignment of your paper before you start, don’t panic!  Simply highlight the entire text of your paper and carry out all of these steps in the same order.  

· Margins: Now that you have properly set the Spacing and Alignment of your paper, set the margins of your paper.  Again, some instructors may have different margin requirements, but unless otherwise instructed, set all margins to one inch—the standard margin setting for English papers.  Changes can be made easily from the same menu.

In Microsoft Word 2003:

1. First, in MS Word, click the File menu.

2. Click Page Setup.

3. Under the Page Setup menu, you can adjust the top, bottom, left, and right margins of your paper.  Enter in the numerical value (as required by your professor) for each margin.

4. Click OK to close the Page Setup menu.

In Microsoft Word 2007:

1. First, click the Page Layout tab on the Ribbon.

2. On the “Page Setup” group, click Margins.

3. In the menu that appears, select a default margin style or customize your margins. Note: the “Normal” margin style sets all margins to one inch.

Remember that you can still adjust the margins once your paper has been written, but things will be easier if you do this before you begin writing.  If you want to adjust the margins after the paper is complete, simply highlight the text of your paper and follow the same steps.
· Headers: Your instructor will ask for a “Header” at the top of each page of your paper that includes your last name and the page number for each individual page. Again, placing the header manually will cause problems later when you are revising and editing your paper, so use the following procedure to ensure that formatting does not become a hassle.

In Microsoft Word 2003:

1. First, in MS Word, click the View menu.

2. Click Header and Footer.

3. At this point, the header of your paper will appear, outlined by a box.  A toolbar will also appear.

4. On the main MS Word toolbar, click the Right Align button.

5. Type in your last name and one space.

6. On the Header and Footer toolbar, click the Insert Page Number button  #  to insert the page number.  

7. Click Close to close the Header and Footer toolbar.

In Microsoft Word 2007:

1. First, click the Insert tab on the Ribbon.

2. Click Header and Footer.

3. The Header/Footer design tab will display on the Ribbon.

4. Choose the information you would like to include in the header (such as Page Number) by clicking the appropriate section. 

5. Type in your last name and one space in the header, or any other information your instructor may require. 

6. Under the “Position” group, click Insert Alignment Tab to right align your header.

7. Close Header and Footer.

MS Word will now place your last name and the appropriate page number in the header of each page of your paper.  Remember, using this formatting technique will eliminate any need to go back and fix formatting problems that arise after the revision and editing stages of the writing process.

· Assignment Block: Instead of a title page, most instructors will ask that you include an assignment block in the top, left-hand corner of the first page of your paper, so they can easily identify who wrote the paper and for what assignment it was submitted.  Remember, this information should only be on the first page of your essay, not on each page!  Unless otherwise instructed, the assignment block should be double spaced, like the rest of your paper, and should include the following information.

1. Your Full Name.

2. The Course and Section Number.  For example, ENGL 1010-03 would be the appropriate information for the course English 1010, Section 03.

3. Your instructor’s name.

4. The date, in military format, on which you are submitting the paper to your instructor ( e.g. 14 April 2009).

5. Any other information required by your instructor.

· Title: Each essay you write should have a title, and the way you present that title is important.  Simply stated, the title of your essay should be centered between the assignment block and the first paragraph of your essay.  


Electronic Formatting

Your instructor may also have special requirements for the way your paper is formatted electronically. When submitting your essays on disk, via e-mail, or through D2L’s Dropbox, check with your instructor about the electronic format preferred for submissions.  Two common ways to electronically format papers are as Word Documents (extension .doc) or as Rich Text Files (extension .rtf).  Papers formatted as Word Documents can only be opened by word processors that support this format (MS Word, WordPerfect); however, papers formatted as Rich Text Files can be opened by almost any type of word processing software. If you are using MS Word 2007, your instructor may request that you save your file in .doc format, and not MS Word 2007’s standard format of .docx.
Electronically formatting your paper is simple and will help prevent any misunderstandings between you and your instructor.  

In Microsoft Word 2003:

1. Click the File menu.

2. Select Save As.

3. In the Save As menu you will be asked to give your document a name.  Assign your document a name that you will recognize upon returning to it.

4. MS Word will also ask you to Save as File Type.  If your instructor requires electronic submissions to be in Word Document Format, select Word Document from the drop-down menu.  If your instructor prefers electronic submissions in Rich Text Format, select Rich Text Format from the drop-down menu.

5. Click Save, and your document will be saved to your disk in the proper electronic format.

In Microsoft Word 2007:

1. Click the Microsoft Office Button and select Save As.

2. Follow the rest of the instructions as listed above for Microsoft Word 2003.

Here is an example of a properly formatted essay following the above guidelines.









     
      Student 1

Student Name


Professor Bobbitt


1010-001


25 September 2008 





             Centered Essay Title

           

The essay begins here, indented one Tab or five spaces. The font for  this essay is 12 point, the default setting. The Margins for this essay are one inch on each side. Notice that this essay is in normal text (not bold or underlined). Capitalize the first letter of each word in the title except prepositions and articles, unless the preposition or article begins the title, such as the title, A Day In  Professor Bobbitt's Classroom.
SOME THINGS TO AVOID WHEN FORMATTING YOUR TITLE





Underlining, Bolding, or Italicizing your title.


Putting your title in ALL CAPS.


Using “quotation marks” around your title.


Using a different font for your title.








