
FORMATTING A RESEARCH PAPER IN WORD

OVERVIEW. This guide explains how to format your documents in Microsoft Word so that they follow the standard rules
for formatting academic papers as.

Type your last name, followed by a space, before the page number fig. Make sure the header is set to Times
New Roman 12 point font. Instructions: Times New Roman or Cambria 12pt should be the default for Word,
but if yours is different then change your default. Any other type of illustrative visual materialâ€”for example,
a photograph, map, line drawing, graph, or chartâ€”should be labeled Figure usually abbreviated Fig. If the
caption of a table or illustration provides complete information about the source and the source is not cited in
the text, no entry for the source in the works-cited list is necessary. If your teacher requires a title page in lieu
of or in addition to the header, format it according to the instructions you are given. Electronic Submission
There are at present no commonly accepted standards for the electronic submission of research papers. The
reasoning behind it is to aid in proofreading. The list contains the same running head as the main text. Put two
spaces after the period for each sentence in the body of the paper Note, use only one space after a period in
your references at the end of the paper. To set the line spacing: Click the Home tab on the top left of the page.
On a Mac, use Cmd-A to select all and Cmd-2 to double-space. For example, if the text of your research paper
including any endnotes ends on page 10, the works-cited list begins on page  Musical illustrations are labeled
Example usually abbreviated Ex. This should be the default for Word, but if your default setting is to have
10pt spacing after paragraphs, change your default. On a new, double-spaced line, center the title fig. Go to the
menu, at the top of the page, under Header and Footer Tools, click the box that says Different first page.
Others prefer the use of staples. If not using Times New Roman, then another serif typeface should be used for
its readability. Or you can use these keyboard shortcuts. In the paragraph settings menu that pops up, change
the settings for Spacing After to 0pt. Continue it on as many pages as necessary. It cannot be longer than 50
characters letters and spaces. This should be the default for Word, but if your default setting is to have left and
right margins of 1. Do not insert these page numbers by hand. This rule is often not enforced by professors.
Give the source of the table and any notes immediately below the table in a caption. Double-space the entire
list. Be sure to save the changed file. Some teachers prefer that no running head appear on the first page. Go to
the Paragraph Group see image. A musical example in a research paper. The page numbering in the running
head continues uninterrupted throughout. If you are checking a printout and find a mistake, reopen the
document, make the appropriate revisions, and reprint the corrected page or pages. Be sure to change the date
and paper version when you submit revisions and final versions.


