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Check List for APA 7 Format in Microsoft Word

1. Margins at 1” top, bottom, left & right (Layout, Margins)
[image: ]
2. Make default font Times New Roman and default font size 12 (Home, Font Dialog Box Launcher)
[image: ]


Change font to Times New Roman and font size to 12, click on Set As Default Button)
[image: ]

3. Make default line spacing double and default paragraph spacing 0 for both spacing before and after (Home, Paragraph Dialog Box Launcher)
[image: ]


Change line spacing to Double and paragraph spacing after to 0, click on Set As Default Button)
[image: ]
4. Header – (Insert, Page Number, Top of Page, Plain Number 3)
[image: ]
Close Header and Footer 
[image: ]

5. Type the Title Page for the paper. (Leave about four blank lines at the top of the page)
All text for the Title Page to be centered. (Click on Center button in the Paragraph section of Home ribbon)
[image: ]



6. The paper’s title should be bold. Author’s name appears 2 line after the title. Author’s name followed by Department and School, then the course number and name, then the instructor’s name, and then the assignment’s due date. See example below:

[image: ]
7. To begin a new page (Insert, Page Break) or (Ctrl Enter)
[image: ]
8. Type the paper’s title at the top center of the page. Continue typing paper at the left margin. (Click on Left button in the Paragraph section of Home ribbon)
[image: ]


9. The Reference Page is at the end of your paper. The title References appears in the center at the top of the reference page. (Click on Center button in the Paragraph section of Home ribbon)
[image: ]

10. Use a Hanging Indent for your references on the Reference page. (Home, Paragraph Launcher
[image: ]
(Special) or (Ctrl T)
[image: ]

[bookmark: _GoBack]NOTE:  Use a Left Indent for long quotes. (Home, Paragraph Dialog Box Launcher, Indentation, Left at .5) You can also use the Increase Indent button on the Home ribbon. Remember to decrease the left indent after you finish the quote and have pressed Enter.

[image: ]

Additional information can be found at the Purdue Online Writing Lab:

https://owl.purdue.edu/owl/research_and_citation/apa_style/apa_formatting_and_style_guide/general_format.html
image3.png
Document2 -

= GEmp g REmes (R Foxit ReaderPOF  Q Tell me what you want to do
% cut - O Find -
f B oy Galibri (Body) - |11 ~| A" A A2~ A nagbcede| Assbcede AaBbC aaBbcel AQD assbcer acsbeeoc acsbeene acsbeen o o
Paste . - c A-¥-A- ormal | TNoSpac... Heading 1 Headin e Subtie  Subtiefm.. Emphasis ntense N
e e BT Usmnx B-¥o4 Thomat | ThoSpsc, Hendng ! Hesding? | Te  Subile SuteimfmphssInenele - - e
Gipboard 5 Font 5 Farsgraph " Styies 5 Etng | A
a o ] ¢ —
3 Font T X
Font  Adgsnced
Fontste s
Times New Roman Reguiar 0
g Tanoms & 5 -
TeamViewerts alic H
Teko Semigold 5ol o
3 Tempus Sans 1C Boaaic |
Underine sty Underiine color
| (none) O] [ Avomatc [0
] O small caps
Olancaps
~ [ tiaden
Times New Roman
W i 153 TrueType font. This font il be used on both prnter and screen.
Setas Defautt | | TextEtfects.. oK Cancel

PageTof 1 Oworas [ Engish (Conads)

. N21AM
H O Type here to search = ) ENG 0 go.





image4.png
Document2 - Word

et Design  Layout  References  Mailings Foxit Reader POF  Q Tell me what you want to do

% cut g Dfind -
B B oy (Calbri Bocy) ~[11_~| K A" | A2~ | R saocepe asebcede AaBbC aaBbcel AAD assbcer aasbceo avsbeed: sosvoen| g ol
paste - c|A-%-A- ormal | TNoSpac.. Heading 1 Headin e Subtile  SubtieEm.. Emphasis lntense N
T P S Ihoma | e Spsc. Hevdng! Heodng2 e Sue Sobietm. Enphess imasete 3| p o
Cpboara 1 Font 5 Paragraph " styies 5 g A
5 E— ] oy o —
. S Fine-tune the lyout of the curent
parsgreph, including spscing,
ndentation, and more.
T
Page 1011 Owords L2 Enln (Canade) ] B - 1+

. NZ7AM
H O Type here to search = ) ENG 0 go.





image5.png
Document2 -

= GEmp g REmes (R Foxit ReaderPOF  Q Tell me what you want to do
% cut g Dfind -
B B oy (Calbri Bocy) ~[11_~| K A" | A2~ | R saocepe asebcede AaBbC aaBbcel AAD assbcer aasbceo avsbeed: sosvoen| g ol
Paste . - o | A-%- A~ ormal | TNoSpac... Heading 1 Headin e Subtile  SublleEm.. Emphasis Intense N
T P S Thomat | ThoSpsc, Hendng ! Hesding? | Te  Subile SutetmfmphssInenele - - e
Clpboara B Font 5 a styies 5 eatng | A
m g ] P R S ey
- Indentsand Spacing  Line and Bage breaks =
General
] Agnment: [ Left -
utine levet: [soyText V] ] Collapsea by detautt
h Indentation
] Lo o [ speaa B
Bore 0 2 none) < :
| Cluaror naents
i Spadng
o [opt [3]  nespadng
At TS Double < 5
[ pon't add spage between paragraphs of the same style.
h Preiew
K Tobs.. Set s Defautt o Concel

PageTof 1 Oworas [ Engish (Conads)

1129 AM
H O Type here to search & =P 2020-05-





image6.png
Document2 - Word

Home Design  Layout  Refeences  Mailings  Review  View FoitReaderPDF ) Tell mewhat you wantto do Signin | 9 share
B CoverPage~ | == 3] D = @ Hyperlink + F‘T ﬁ ﬁ [ Quick Parts~ [ Signature Line ~ T Equation
ENEERSlE S e SRR B
Domkrsge ot e chot st wids oo PRookmac Vo )= e AVWortat:  EDseaTme  Qymbol-
- able | Pictures Online Shapes SmartArt Chart Screensho ins - Wikipedia | Oniine omment | Header Footer | Page | | Texi
HPagebresk | a2 T IR Vide | B Cross-eference et o RRAetl | Bor- “=DropCop~  [Object -
Pages | Tables lustations 200! Simple [® TopotPage e symbols ~
o 1 . 3 i i Plain Number 1 [ Bottom of Page »
- Bl PageMargins »
' [ Current Position »
- Py Format Page Numbers.
Plin Number 2 Bx Remove Page Numbers
Plain Number 3
N PageX
Accent Bar 1
.
Accent Bar2
T8 More Page Numbers from Ofice.com .

PageTof 1 Oworas [ Engish (Conads)

g
H O Type here to search = ) ENG 0 go.





image7.png
H -0 Document? - Word

Fle  Home Inset Design  Layost  References  Mailngs  Review  View FoxitReaderPDF Design Q Tell me what you want to do Signin 9, Share

ﬁ @ = D 5 [ =" 5, Previous ] Different First Page. EiHeaderfomTop: 049" -
B & ) - >
O = E 55 Next ) Diffrent Ocd & Even Pages ' Footerfrom Bottorn: 045" ]
Hesdr Foster Page | Data® Document Cock Pictures Onine | Goto Goto o G
i Focr Poge | DeetDocument Quick Pihes Onlne | Gote Goto o, s | ) show Documentoe | ED e Agrmeneas e e
Hender s Footer et Nagation options ostion e
m . (RRRRRES ERRRRRRS FRRRRRE S K ERRRRT ERRRRRRE ERRRRRRRRREY
9
1
] Header 0
Page Tof 1 Owords [P Engish (Canada) & ® -1+ om

. 1NFTAM
H O Type here to search & = ) ENG i go.




image8.png
Document2 - Word

et Design  Layout  References  Mailings FoxitReader PO Q Tellme what you want

% Cut P Find -
o naocepe asebcede AZBDCC AsbCel AQB assbeer aasbeed avsbeed: sosbcene | g ol
Paste N lormal lo Spac. leading leading itle ubtitle ubtle Em. ‘mphasis  Intense =ik
S o panter TNomsl | TNoSpoc. Headng 1 Heading?  Toe  Subtle  SublleEm. Emphosis ImerseE. <\ qop
apbors Font 5 Paagrapn s syes 5 g A
o f g s . 2 . 3 . A . B . P
) 19
1
1
b 1
| 1
1
Paper’s Titlef|
~ Page Break- 1
PageTof2 4words [ English (Canada) ] B - &+ 100%

H P Type here to search





image9.png
& | - World of solitaire 5 20200128aPA7StudPap: X |+ = X

& > O @ | & httpsy/owlpurdue.edu/owl/research_and citation/apa_style/apa formatting and style guide/document:

G Google = World of Solitae ¢ Signin - Google acce [ Welcometo COW B Hotmail ¢ TELUS Evolve Voice S 7 Blue Quils-WordPres

1

| @ — 4+ @ / [EFittopage [N Pageview | A) Readaloud 7 Addnotes 3

[Page numbers.
begin on the first
page and follow 1

Jon every
lsubsequent
[Note that there ge without

i i Note: Green ext oves, th
b > lcontain explanations of ]
mrtont paper |APA T’ paper formatiing (e.9., authors’
lquidelines. last names) is
required.

Branching Paths: A Novel Teacher Evaluation Model for Faculty Development

[The paper’ fitle should be
lcentered, bold, and written
intitle case. It should be
James P. Bavis and Ahn G. Nu [hree or four lines below

lthe top margin of the page.
In this sample paper, we've
Department of English, Purdue University lout three blank lines above
[the title

ENGL 101: Course Name

Dr. Richard Teeth

Jan. 30, 2020

[Authors' names appear two| [Authors affiliations follow | [Follow authors' affiiations.

lines below the title. They | [mmediately after their Jwith the number and name
[should be written as Inames_ For student papers,  [of the course, the
[follows: [these should usually be the | [instructor's name and title,
[First name, middle initial(s). | [department containing the | [and the assignments due
Jlast name. lcourse for which the paper | |date.

s being written

H P Type here to search





image10.png
B S Document2 - Word m -

File  Home Design  Layost  References  Mailngs  Review  View  FoxitReaderPDF @ Tell mewhatyc Signin 9, Share

B CoverPage- [ 3] . D ™ a = & Hyperlink * B 5= [ QuickParts~ [ Signature Line ~ 7T Equation ~
) g store W
[ Blank Page (m] bd @ B Ml a. =8 | P gookmark 0D W AWordat-  FRDate&Tme | ©Symbol~
- Table  Pictures Online Shapes SmartArt Chart Screenshot |y add-ins + Wikpedia  Oriine Comment | Header Footer Page | Text 1
Hragetresk | e Sz ” Orine ) Crossreference ader Footer Page o a propCap- lObject -
rages | Tables lustations Addins Media unks Comments | Header & Faoter Tt symbols

o e I RREE R ERRNRERE RN ERRRRT EERR R SRR Sy,
N 11

1

1
h 1
N 1

1
] Paper’s Titlef.
" 1
i Author's Name§

Department and School L
Course Number and Name(

] Instructor's Name§
K Assignment Due Date§

L

Pageiof1 iswords L2 Engish (Canada)

o TEsAM
H O Type here to search T ) ENG 923





image11.png
Document2 - Word

et Design  Layout  References  Mailings FoxitReader PO Q Tellme what you want

Calibri Body) ~[11 - A A Aa- AaBbceDe| AsBbceDe AaBbC( Assbccl AQB  assbeer acsben aasbeepe acsbcen:

- 2 Replace

Copy
Paste - 3 - ¥ - lormal lo Spac. leading leading itle: ubtitle ubtle Em. ‘mphasis  Intense 5
e i e B U wexx B WA ot | TNoSpsc. Hesdng 1 Hexdng2 e Subtle Subtefm. Emphass mensef < | g s

Cipboara 5 Font 5 Faragraph 5 styes 5 eatng | A
& R g : 2 f . s o — D
N 29

1
PapersTitleq

Foge2o12 18words [@ Engish (Conada) [ B -+ 1o

. TH9AM
H O Type here to search T ) ENG 0 923





image12.png
Document2 - Word

et Design  Layout  References  Mailings FoxitReader PO Q Tellme what you want

Calibri Body) ~[11 - A A Aa- AaBbceDe| AsBbceDe AaBbC( Assbccl AQB  assbeer acsben aasbeepe acsbcen:

Copy ~ | cReplace

Paste - 3 -4 - lormal lo Spac. leading leading itle ubtitle ubtle Em. ‘mphasis  Intense B
e i e BT U wx x AW A ot | TNoSpsc. Hesdng 1 Hexdng2 e Subtle Subtefm. Emphass mensef < | g s

Cipboard ® Font ® Paragraph ® styles 5 Etng | A
. SR EE RN RS SRR REEE EERREREE RN EERE FRER R SRy e [=
N 61

[
[Referencesq

| [
Pagesore worss (9 Engisn (Canads) = e e )

. 1206PM
H O Type here to search g T D) ENG 923





image13.png
Document2 - Word

et Design  Layout  References  Mailings FoxitReader PO Q Tellme what you want to do

% cut e 5 DFind
f [ (Calbri Bocy) ~[11_~| K A" | A2~ | R AaBbccDe| AaBbeeDe AaBbC( AsBbCcl AQB asebeer acsbeep acsbeepe acsncen: || oy S
Paste N - 3 -4 - lormal lo Spac. leading leading itle ubtitle ubtle Em. ‘mphasis  Intense N
e i e B U wexx B WA ot | TNoSpsc. Hesdng 1 Hexdng2 e Subtle Subtefm. Emphass mensef < | g s

Clipboard 5 Font B Paragraph & stes o atng | A
. S ' 2 baragraph Settings o,

B Fine-tune the layout of the current
paragraph, including spacing,
- indentation, and more.
N 61
1
Kererencesy

Page6of6 3words [ Engish (Canada) Saving AutoRecovery file Documentz ] ® B B -+ 100%

. 1209
H O Type here to search & = ) ENG i go.





image14.png
Document2 -

et Design  Layout  References  Mailings FoxitReader PO Q Tellme what you want to do

% Cut s P Find -
f [ Galibri (Body) - |11 ~| A" A A2~ A naBbCeDe| AsBbeede AaBbC( AasbCel AQDB asebcet csbcede acsbced: acsbcen: e Replace
Paste N - 3 - ¥ - lormal lo Spac. leading leading itle: ubtitle ubtle Em. ‘mphasis  Intense N
e e BT U wex o A A ol | ThoSpec. Hesding! Heading2  Te  Subte Subefm. Emphis iteneE. 1| [
Gipboard 5 Font 5 s Styies 5 Etng | A

o 5 m % . 1| Paragraph LA o —

Indents and Spacing _ Line and page reaks
- Geneal F

Aignment: et g
] Outiine level: [BodyText | v| [ Collapsed by defauit o1

1

Indenttion

Left: o 5 Special: B
] f Rignt: s CEETE— ] o5 [

[ Mirror indents

Spacing.

Before: opt 5 Line spacing:

After: 8pt 5 Multiple. MRS

[ Don't add space between paragraphs of the same style

preview

Tobs.. Set s Defautt oK Cancel

Page6ofs Swords [ English (Canada)

. 1210PM
H O Type here to search & = ) ENG 0 0o,





image15.png
Document2 - Word

et Design  Layout  References  Mailings FoxitReader PO Q Tellme what you want

L5E0 CabriBody) <[11 -/ A & Aa- & o
[t copy Al (Body) L AaBbccDe| AaBbeeDe AaBbC( AsBbCcl AQB asebeer acsbeep acsbeepe acsncen: || oy o
Paste . - o | A-%- A~ ormal | TNoSpac... Heading 1 Headin e Subile  SubtleEm. Emphass ImenseE. < |
e e e BT U B-¥oA Dot | 1NoSc. Hodng) Heng? e b Sibtetm. mphass menset |2 & pns
Cipboard ® Font ® Paragraph ® styles 5 eatng | A
2 B SERNERRS REERRERE ERENERRE ERENEERE ERERRERE SRERERRE RREY. o
i aq
Ll
1
] Ll
Page Break: 1
o G e SR R P e C e ——

. 1213PM
H O Type here to search g T ) ENG 923





image1.png
Document2 - Word

Home  Inset  Design References  Mailings  Review  View  FoxitReaderPDF  Q Tell me what you wantto do. Signin 9 Share

v ¥ Breaks - cin 7 Align~

X 0 B e S B LB B

£[Line Numbers - |1SBefore: 0pt - 1B Group

- - . ~ b Hyphenation - I$Sater 8pt Text- Forward - Backward - Pane -~k Rotate
[v— . . .

Top: 15" Bottor 1 ' f 1 f 2 f 3 f 4 f s f 6 7
| o e g 3

Narrow
Top: 05" Bottom: 0
Lt 05 Right O.

Bottom:
Right: 075"

Wide

Top: 1 Bottor

Left 2 Right: 2"

Mirrored

Top: 1"

Inside: 1.2

Office 2003 Default
Top: 1" Bottor
Left: 12 Right: 125"

Custom Margins.

PageTof 1 Oworas [ Engish (Conads) ] B - b+ 0m

. 1E7AM
H O Type here to search = ) ENG 0 go.





image2.png
Document2 - Word

et Design  Layout  References  Mailings Foxit Reader POF  Q Tell me what you want to do

% cut g Dfind -
B B oy (Calbri Bocy) ~[11_~| K A" | A2~ | R saocepe asebcede AaBbC aaBbcel AAD assbcer aasbceo avsbeed: sosvoen| g ol
paste - c|A-%-A- ormal | TNoSpac.. Heading 1 Headin e Subtile  SubtieEm.. Emphasis lntense N
T P S Ihoma | e Spsc. Hevdng! Heodng2 e Sue Sobietm. Enphess imasete 3| p o
Cpboara 1 Font " Paragraph = styies 5 g A
. o FRRRR R RRRREE SRR R,
. Customizeyour et using
advanced font and character
optionsto give  he exac ook you
i want
Vou can add  varety ofstyles and
colorstoyour text, a5 well s viusl
efects ke srikethmough,
“uperscip, and ll cape.
Page 1011 Owords L2 Enln (Canade) ] B - 1+

. 1HBAM
H O Type here to search = ) ENG 0 go.




