APA - Formatting in Microsoft Word

Many professors, especially in the social sciences, will ask you to prepare papers in APA
(American Psychological Association) format. That organization prepares a handbook
showing how to format papers and document sources. Their rules for standard college
papers include:

1. Typeface: Select something accessible and legible to all readers, such as Times
New Roman 12 point or Calibri 11 point

2. Spacing: Double-spacing throughout (no exceptions)

3. Margins: 1” margins on top, bottom, left, and right

4. Page Numbers: All pages, including title page and references page, are numbered

To set typeface:
1. Under the Home tab in the Font section, select Times New Roman from the Fonts
list and 12 from the size list. You can also select another legible font, if you wish.
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To set spacing:
1. Under the home tab in the Paragraph section, click the line spacing icon, then
click Line Spacing Options.
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2. In the Spacing section, select O pt for Before and After. For Line Spacing, select
Double. Click OK when finished.
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To set margins:
1. Under the Page Layout tab in the Page Setup section, select Margins. Select the
Normal option, which should be 17 on all sides.

H - Documentl - Word
File Home  Insert  Design References  Mailings  Review  View  DYMOLabel ACROBAT  Q Tellme.. Grond, Gr. S Share
@ IT'\\' IE 'H Breaks = Indent Spacing EBring Forward [Z Align~
D [ Line Numbers - " : I: Before: |0 pt s Send Backward Group
Margins Orientation  Size  Columns a = — | Position Wrap o
|>) - - = bc Hyphenation - . t= After |8 pt - Text - Dl Selection Pane Rotate
Last Custom Setting I} Paragraph (] Arrange ~
Top: 05" Bottom: 0.5" Lo i e 2 3 e & 5 B A
Left: 1" Right: 1"
Normal
Top: 1" Bottom: 1"
Left: 1" Right: 1"
— Narrow
Top: 05" Bottorn: 0.5"
Left: 05" Right: 0.5"
Moderate
Top: 1" Bottorn: 1"
Left: 0.75" Right:  0.75"




To insert page numbers:
1. Under the Insert tab in the Header & Footer section, select Page Number, then
select Top of Page, then select the right-aligned option.
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2. Highlight the text in the header on the second page, then change it to your
selected font, such as Times New Roman 12.

3. When finished, click Close Header and Footer in the Design tab, or just click
somewhere on the body of the page.



