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APA Citation Style Formatting Guide

There is a title page required for APA formatting. It should look like this:

Running head: SHORT TITLE OF YOUR PAPER page number

Entire Title of Your Paper
Your Name

College you are attending

For your References page entries should be in alphabetical order by author’s last name. If there
is no author, then use the first letter of the title of the work. It should look like this.

SHORT TITLE OF YOUR PAPER page number
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APA FORMATTING GUIDE

Some General Rules to Remember

e The title page should be 12 point, Times New Roman. No fancy fonts or large sizes.

e Double space your entire paper, including the Works Cited page.

e Use 12 point font.

e Use Times New Roman throughout.

e The Works Cited page uses a “hanging” indent. The first line of the citation is flush with

the margin, all other lines are indented one Tab (*z inch).

o

SHORTCUT: highlight the citation; you may do all at once. Right click, then
click on paragraph. In the Special category, choose “hanging” from the drop down

menu. Click OK.

e How to insert page numbers:

o

o

o

Double click on the top of the page, the header will open.

Click on “Page number” in the Header and Footer category.

Choose where you want the page number to go.

Then double click on the right side of the header and type in the SHORT TITLE
OF YOUR PAPER.

Click “Different First Page”

Repeat the process of adding the page number, double clicking in the right side of
the header and then type: Running head: SHORT TITLE OF YOUR PAPER

Double click somewhere towards the middle of the page to close the header.
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