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Intro of paper is typed here. Highlight and type over these instructions after you have read them. Use Times New Roman font in a size 12. There is nothing that should be bold in the paper. Margins are one inch on all sides (you must change the default on the right and left. Go to file>page setup>margins. This document is already set up correctly. If it does not look correct, double check it.). The header is a half inch margin (this is default for Word. To put your name go to view>header/footer. Right justify so the cursor is on the right. Type your name and a space. Then click “insert page number #” on the header/footer toolbar. If you just type a number, it will not change with each page). The entire paper should be double-spaced (go to format >paragraph>spacing>line spacing. Change drop arrow to read “double spacing.”). If you type the paper single-spaced, just highlight or “select all” and follow previous directions. Be sure to parenthetically document all information (Smith 22). 

Body goes here. Notice that the paragraphs are indented. Use the tab key on the keyboard, NOT spacing with the space bar. Body of paper is typed here. Be sure to parenthetically document all information. Body of paper is typed here (23). Be sure to parenthetically document all information (25). Body goes here. Body of paper is typed here. Be sure to parenthetically document all information. Body of paper is typed here (65). Be sure to parenthetically document all information (25). 
Keep typing – the works cited page template is attached to this by inserting a page break (insert>break>pagebreak). That means that it will continue to be the last page no matter how far you type here.
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Type info here exactly as it is on the citation guide. To get a hanging indent in Word, hit enter at 
the end of the line and then tab over one. Also, you can click on the beginning of the second line, hit enter and then tab. 
All entries go alphabetically by the first word!

