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How to format a works cited page (MLA)
Rules

Margins: 
1 inch margins

Heading:
Include a margin heading with your last name and page number, just as you have 


throughout the essay

Title:

Page title is Works Cited and should be centered
Font: 

Times-New Roman, 12 point

Spacing: 
Double (with before and after setting set at zero)

Hanging Indent: Citations are separated with hanging indents, not numbers or bullet points

Order:

Citations should be listed in alphabetical order by the authors’ last name (or the first 


item listed in the citation)

Citations Included:
Only include citations for those works you reference in the essay
Citations should include all pertinent information according to MLA citation rules

Directions

Margins: 
Click on the “Page Layout” tab at the top of the Microsoft Word document page



Click on the “margins” menu option



Click on the “Normal” setting that shows 1 inch margins for the top, bottom, left, and 



right of the page

Heading:
Click on the “Insert” tab at the top of the Microsoft Word document page


Click on the “page number” menu option



Select the “top of page” option, and then select choice “plain number 3”



Once selected you will need to type in your last name and then put a space between 



your name and the page number. You also need to make sure the font is Times 



New Roman. 

Font: 

Click on the “Home” tab at the top of the Microsoft Word document page



Click on the font arrow to bring up a list of different fonts



Scroll through until you find “Times New Roman” and then click to set the font



Next to the font menu is the size setting, follow the same process to find the number 12 



font setting

Spacing:
Click on the “Home” tab at the top of the Microsoft Word document page


Click on the small arrow in the bottom right corner of the paragraph menu option; a 



gray box should pop on your screen



Go to the spacing section of the gray box, and change the “before and after” setting to 



the number 0; then, change the line spacing to double. 

Hanging indent: 
To indent particular lines of your citations, move your cursor to the front of the 




line you wish to indent and then press the “control and tab” keys at the 




same time. This should indent your line the correct amount. 

Example of what a works cited page should look like is on the Next page . . . 
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