
Writing Your Essay on Word
Margins

The margins for the essays are one-inch all the way around.  To do this, go to File on the top tool bar and then click on Page Setup.  The tab you will be on is margins, and you will see the labels for top, bottom, left, and right.  Set each of these to one inch.  You can if you desire click on Default at the bottom of the page so that you will not have to repeat this for the next essay.

Headers
To create the header (your last name and page number), go to View on the top tool bar and then click on Header and Footer.  The header window will pop up.  Before typing, go to the top tool bar and on the alignment symbols click for Align Right.  Type your last name only, not the page number, and then click on Close on the header tool bar.  To do the page number, go to Insert on the top tool bar and then click on Page Numbers.  For Position, you want top right.  Click on OK.
Spacing
Before you even type your heading, click on the Line Spacing symbol on the top tool bar and then click on 2.0.  This will double-space your essay so that you will not have to continuously hit the enter key.

Font
Before you even type your heading, click on Format, and then on Font.  For Font, you will want Times New Roman.  For Font Style, you will want Regular.  For Size, you will want 12.  Click on OK when you’re done.
PAGE  

