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Make sure your margins are one-inch all the way around the page by going to the “File” menu and clicking “Page Setup.” Before you start typing, make sure the entire document, including the header at the top of the page, is written in Times New Roman, size twelve font. Put your name and the page number in the top, right-hand corner of the page by going to the “View” menu, clicking “Header and Footer,” right aligning the text, typing your last name, and clicking the “#” button (Bring). To make sure the paper is properly double-spaced, go to the “Format” menu, click “Paragraph,” and clicking “Double” under the spacing portion of the window. Additionally, in the “Paragraph” window, make sure the spacing before and after each line is set to “0 pt” (Purdue).  
Indent your paragraphs. Do not add an extra space in between paragraphs. Do not bold, italicize, or underline the title of your paper. 

