Works Cited Tips
[Formatting instructions for Microsoft Word 2007]

The title Works Cited should have no formatting [no underlining, bolding or font change].

The entries should be arranged alphabetically by the authors’ family names.

A work for which no author or editor is available is listed by the title of the work, alphabetized by the first word that is not “an”,
“a”, or “the”.

The Works Cited list is double-spaced.

The first line of each entry begins from the left-hand margin, and all later lines are indented five spaces (or use a hanging
indent).

In all entries, two spaces follow a period, one space follows a comma, and one space follows a colon.
Your name and page number should be included on the top right hand corner of the page as a Header.
Instructions on how to set up formatting

Click on “insert” on the ribbon; scroll over to “Header” ; click blank

Scroll over to the “position section” at the top and click on “Insert Alignment Tab”

Click on “right” then ok

Type name space and then go to the top left and click on page number, scroll down to “Current Position” select “plain

number”

o Then on the far right at the top click “Close Header and Footer”

» Now we are ready to add the title. On the Home tab scroll over to the paragraph section and click on the alignment
centre icon. Then type Works Cited —on formatting [no bolding; no underlining; no font changes} then hit enter twice

« On the Home tab scroll over to the paragraph section and select the alignment to the left icon.

» Now we are ready to format the indentation and spacing for our works cited

« Go to the ribbon again and click on the “Page Layout” tab; go over to the paragraph section and click on the small icon
in the bottom right corner; the paragraph dialogue box will pop up. Look under indentation and click under “special” and
select “hanging”; then look under spacing and click on “double” spacing; click ok.

o Put all your MLA chits in alphabetical order and begin typing each chit exactly as you wrote it paying attention to the

punctuation and formatting on the chit.
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