Works Cited Instructions DO EACH STEP

Pagination and Header
1.      Click view and header & footer

2.      Click right align button on top of page

3.      Type your last name in header

4.      Click insert and page number

5.      Make sure it says top of page header, alignment right and show on first page

6.      Close header, it may disappear but it will print

Margins
1.      Click file and page set up

2.      Make all margins 1 inch (top, bottom, right, left)  and on whole document

3.      Click OK

Tabs
1.      Click format and tabs

2.      Default tab stop 0.3

3.      Click OK

Double Space
1.      Click format and paragraph

2.      Line spacing – double

3.      Click OK

Font
1.      On top of page Times new Roman

2.      Size 12

1. Then title the page in the center Works Cited.

2. Alphabetize your source cards by the first word, which is author’s last name or title. 
3. Type  your sources in PROPER FORMAT!  If you are unsure, use your folder or the poster on the wall to check format.  Make sure you have ALL the sources you are taking notes from on this page.

4. Save to your backup drive.

5. Print and HAND IN.
