Long 1
MLA Formatting and Guidelines

Before Writing:
·  (
Insert  tab, Header, Choose 1
st
 one
Design tab
Page Number button
Top of Page
Plain Number 3
)Times New Roman, 12 point
· Double Space
· Header (1/2 inch from top)
· Right-aligned
· TNR, 12 point
· Last Name, Page Number
· 1 inch margins
· Remove spacing after paragraph (10 pt. to 0 pt)

[image: ]Getting Started:
· Upper left corner, type:
· Your Name
· Teacher’s Name 
· Class Name
· Date Military Style 
(7 September 2010)
· Title
· Center
· Initial Caps
· NO bold, underline, italic, etc. 
· Paragraphs
· Indent (1/2 inch)

Internal Documentation (Parenthetical) 

*Insert before punctuation!*
· References tab
· IMPORTANT: Citations & Bibliography Group – Change Style to MLA
· [image: ]Insert Citation
· Add New Source
· Edit Citation
· Click on Citation Options arrow
· Choose Edit Citation
· From here, you can add page numbers and suppress Author, Year, and 
Title.

Footnote (Reference Mark and Text)
*Place insertion point behind punctuation where footnote reference mark should appear.*
[image: ]
· References tab
· Insert Footnote
· Insertion point appears at the bottom of page next to footnote. 
· [image: ]Type your footnote and insert citation.
· To format the style of footnote:
*Should match the style of paragraphs!*
· Click somewhere within footnote
· Right-click, choose Style
· Modify
· TNR, 12
· Double-space
· Indent (1/2 inch)

Works Cited Page
*At the end of your paper, press CTRL + Enter to insert a page break*

Works cited page has the same format as paper (12 pt, TNR, DS)
· Center and type title       Works Cited
· NO bold, underline, italic, quotations, etc. 
· [image: ]All sources are in alphabetical order according to author’s last name OR if no author, then use title. 

How to Insert Sources using References tab:
· References tab
· Click Bibliography
· Insert Bibliography 
· MUST change Style:
· Click somewhere within list of sources
· Home tab
· [image: ]Styles Dialog Box Launcher
· Scroll to Bibliography
· Select drop-down box and click Modify
· Style type: Paragraph
· Style based: No Spacing
· Style for following paragraph: No Spacing
· TNR, 12 pt. 
· Double space
· Automatically update (select)
· [image: ]Create Hanging Indent
· Home tab
· Paragraph Dialog Box Launcher
· Indents and Spacing tab
· Click Special Box arrow 
· Choose Hanging

Changes you need to make: (sources)
· Italicize all titles instead of underline
· Add medium (Print, Web, etc) at end of each source
EXCEPT for Web based source – medium is before Date Accessed.
· Delete “alligator mouths” 
· Highlight URL and right-click
· Edit field
· Field Names: select Hyperlink 
· Click Hyperlink… that is to right of scroll box
· [image: ][image: ]OK

 




EXAMPLE:

Davis, Habika. "Text Messaging, Instant Messaging, and Picture Messaging Services." Computer in Today's 

	World. January 2008: 34-42. Print.

Shelly, Gary B., and Thomas J. Cashman. How a GPS Works. Course Technology. Web. 1 September 2010 www.scsite.com/wd2007/pr2/wc.html.
Basic Format for Writing Sources

Book:
The first-give author’s name or a book with a single author's name appears in last name, first name format. The basic form for a book citation is:

Lastname, Firstname. Title of Book. Place of Publication: Publisher, Year of Publication. Medium of Publication.

Basic Style for Citations of Electronic Sources (Including Online Databases)
Here are some common features you should try and find before citing electronic sources in MLA style. Not every Web page will provide all of the following information. However, collect as much of the following information as possible both for your citations and for your research notes:
· Author and/or editor names (if available) 
· Article name in quotation marks (if applicable) 
· Title of the Website, project, or book in italics. (Remember that some Print publications have Web publications with slightly different names. They may, for example, include the additional information or otherwise modified information, like domain names [e.g. .com or .net].) 
· Any version numbers available, including revisions, posting dates, volumes, or issue numbers. 
· Publisher information, including the publisher name and publishing date. 
· Take note of any page numbers (if available). 
· Date you accessed the material. 
· URL (if required, or for your own personal reference). 

Citing an Entire Web Site
It is necessary to list your date of access because web postings are often updated, and information available on one date may no longer be available later. Be sure to include the complete address for the site. Remember to use n.p. if no publisher name is available and n.d. if no publishing date is given.

Editor, author, or compiler name (if available). Name of Site. Version number. Name of institution/organization affiliated with the site (sponsor or publisher), date of resource creation (if available). Medium of publication. Date of access. URL. 

The Purdue OWL Family of Sites. The Writing Lab and OWL at Purdue and Purdue U, 2008. Web. 23 April 2010.
Felluga, Dino. Guide to Literary and Critical Theory. Purdue U, 28 Nov. 2003. Web. 10 May 2010.
Course or Department Websites
Give the instructor name. Then list the title of the course (or the school catalog designation for the course) in italics. Give appropriate department and school names as well, following the course title. Remember to use n.d. if no publishing date is given.

Felluga, Dino. Survey of the Literature of England. Purdue U, Aug. 2006. Web. 31 May 2007.
English Department. Purdue U, 14 May 2009. Web. 7 September 2010.
A Page on a Web Site
For an individual page on a Web site, list the author or alias if known, followed by the information covered above for entire Web sites. Remember to use n.p. if no publisher name is available and n.d. if no publishing date is given.

"How to Make Vegetarian Chili." eHow.com. eHow, n.d. Web. 24 Feb. 2009.
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check e-mail, browse the Web, and access any Internet service—as long as their computers or

devices have the appropriate wireless capability. A 3G network, which uses cellular radio

1 Podpora andRuizindicate that some messaging services use the term, video messaging

to refer separately to the capability of sending video clips (79-82).
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