
SpongeBob’s Quick Reference Guide: 
Formatting Your Paper for MLA Style 

in Microsoft Word 2010 
 

 
 
Changing Margins  

1. On the top tool bar click on “File.”  
2. Click on “Print.” 
3. Click on the “Settings” option Margins. 
4. Select the “Normal” setting so that all margins are 1” each. 
5. Hit “Save” to save your new margin. 
6. Your margins are now 1” all the way around the paper, just as it should be 

   (Note: Microsoft Word 2010 should already have margins preset to 1” each.) 
 
Heading 

1. Your heading goes in the top left-hand corner of your paper (double-spaced) 
2. Heading must include the following information: 

First and Last Name 
Teacher 
Class - Period 
Date [22 August 2012] 

                                                      (Note: Do NOT place the heading in the actual header of the  
                                                        document as you don’t want it to appear on every page of your essay.) 

 
Putting Last Name & Page Number in Header (follow steps in order!!) 

1. Click on the “Insert” Tab at the top of the document. 
2. Click on the “Page Number” Menu Button. 
3. From the drop-down menu, select the “Top of the Page, Plain Number 3” option. 
4. Type your last name before the page number and hit the space bar.  
5. Change the font to Times New Roman, 12. pt. using the Home Toolbar. 
6. Double-click anywhere on the page below the header to close the Header Toolbar. 
7. Your last name and the appropriate page number will now appear on every page of the document. 

 
Spacing and Fonts      

1. Highlight your entire essay, including the heading. 
2. Click on the “No Spacing” Style Button on the Home Tool Bar. 
3. Change the font to Times New Roman, 12 pt.. 
4. Select the “Line and Paragraph Spacing” button. 
5. Select the 2.0 (double-spacing) option from the drop-down menu. 
6. Indent the first line of every new paragraph. 
7. Center your paper’s title.  (No underlining needed, though.) 

 



 
Note: Your entire essay (including the heading) needs to be double spaced.  Do NOT put extra spaces 
between heading and title or the title and paragraph or in-between each paragraph. If these appear, 
put your mouse in the space and push delete until all the extra spaces are gone. 
 

(If you desire, you can set your paper up using the Normal Style, Times New Roman, 12 
pt. font, and double spacing from the very beginning.) 

 
 
 

 
 


