
Formatting the Margins

1. Go to the Page Layout tab

2. Look in the Page Setup 

Group

3. Click on the down arrow 

next to Page Setup



Formatting the Margins

1. Check to make sure the 

Gutter Position is Left

justified at ñ0ò inches.

2. APA style requires that 

all margins be set to 1 

inch around.



Formatting the Margins

Use your cursor to adjust 

the Top, Left, Bottom, and 

Right margins to 1 inch, as 

shown here.



Formatting the Margins

OR

1. Go to the Page Layout Tab

2. Look in the Page Setup 

Group

3. Click on Margins

4. Click on Normal



Line Spacing

APA style requires 

double spacing 

throughout your paper, 

so it is convenient to set 

the program to 

automatically double 

space between all lines 

from the beginning. 

1. Go to the Home tab

2. Look in the 

Paragraph Group

3. Click on the Line 

Spacing icon.

4. Choose 2.0



Selecting the Font

1. Go to the Home tab

2. Look in the Font Group

3. Open the drop down menu 

for fonts and choose Times 

New Roman

4. Set the font size to 12



Formatting Your Header

APA style requires that every 

page include a header and page 

number, including your title and 

reference page. A header is 

simply a shortened version of 

your paperôs title (two to three 

words). The following slides will 

show you how to create a 

header and page number so 

theyôre automatically applied 

throughout your paper and in the 

proper place.



Formatting Your Header

1. Go to the Insert Tab

2. Look in the Header & Footer 

Group

3. Click on Header



Formatting Your Header

Click on the 

Blank  (Three 

Columns) 

template

APA style requires that your 

header be right justified on 

your page. 


