Formatting Your Paper for MLA S’ryle
in Microsoft Word 2010

Changmg Margins

On the top tool bar click on “File.”

Click on “Print.”

Click on the “Settings” option Margins.

Select the “Normal” setting so that all margins are 1” each.

Hit “Save” to save your new margin.

Your margins are now 1” all the way around the paper, just as it should be

(No1'e Microsoft Word 2010 should already have margins preset to 1” each.)
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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.)

Pu’r'rmg Last Name & Page Number in Header (follow steps in orderll)

Click on the “Insert” Tab at the top of the document.

Click on the “Page Number” Menu Button.

From the drop-down menu, select the “Top of the Page, Plain Number 3” option.

Type your last name before the page number and hit the space bar.

Change the font to Times New Roman, 12. pt. using the Home Toolbar.

Double-click anywhere on the page below the header to close the Header Toolbar.

Your last name and the appropriate page number will now appear on every page of the document.
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Spacmg and Fonts

Highlight your entire essay, including the heading.

Click on the “No Spacing” Style Button on the Home Tool Bar.
Change the font to Times New Roman, 12 pt..

Select the “Line and Paragraph Spacing” button.

Select the 2.0 (double-spacing) option from the drop-down menu.
Indent the first line of every new paragraph.

Center your paper’s title. (No underlining needed, though.)
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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.)

Beth Catlin
Professor Elaine Bassen
Englizh 10
3 Augusy 2009
Andiew Carnegic! The Father of Middle-Class America

For decades Americess couldn®t belp bul love the red-headed, funsloving Ligile Crphan

Annbe The image of the bnbe gl movang so gaickly fram poverny to wiealth provided Bape Tor
the poor in the 1930s, and ber story continues to be a deeam of what the foture just might hold
Thie mgs-te-riches phenomenocs &5 s heam of the American Deeesn, And fow ather people have
evbodicd this phenomdnan a8 much 88 Andrew Camage did ia the lae 1505 and carly 1900s
His example and industry caweed him to booome the father of middle-class America

Andrew Carnegie can b baokid 50 85 &0 des] example of & poor imenigesnt makng his
Wiy i e became leader of e cigitalist world. Camegie was bofni B5to a poor working-class
famaly i Scotland. According to the PBS documentary "The Richest Man in the Waorld: Asdrew
Carsegee.” the Indusinial Revodution was it o Cameges’s father, causiag him 10 bose his
waving business. The Camepse family was mich opposed 1o the Bca of a privileged class, wha
pa=ned thelr wealth simaply by inhermance ("Kichest™), This type of upbnaging played a lanpe
Facnor (o Asdrew Carncgie’s destisny. In onder 1o appsease his enodber’s desire Toe saacerial
beeefits, 2nd perbaps in an effort to heal bis father's wounds, Carmnegie rejected poverty and
cleaved 1o prosnenity

Cenegie™s chassersr was xdeal for gainenpg wealth, His mother taught Bum o “leck afier
the pennics, and the pounds will take care of themselves;™ he later tumed this provesb inin
waich the costs, and the profits (el caee of themselves™ (VRichest™), Such thnfl was integml 1o

his fistare sucoesx. He abso believed that “all & well sinoe all goes betier™ [“Richest™). His theory




