
How to set up your paper 



 Open up Word 
◦ You can type “Word” in the search bar of your Start 

Menu, if you cannot find it 



 All margins need to be 1” 
◦ By default, when you open a new document, it will 

have 1” margins 



 You must have your LAST name and page 
number in upper RIGHT corner of document 

 It must be at the ½” mark (Word should do 
this automatically for you) 

 The next slide has four steps to set this up. 

 



STEP 1 – Choose Insert tab STEP 2 – Click on 
arrow next to Page 
Number 

STEP 4 – Choose 
Plain Number 3 

STEP 3 – Choose 
Top of Page, move 
over to the arrow 
on right to 
choose…(step 4) 



1. Now the blinking insertion point (or line) is 
next to the number “1” in the heading. 

2. Type your last name (proper noun) and 
press the spacebar once to give room 
between the number and your name. 

3. Press the ESC key on your keyboard or 
double-click in the body of the document 

4. Your header is done! 





 After all is typed. You will format the 
following: 
1. Font Type 

2. Font Size 

3. Line Spacing 

 See the next slide for directions. 



Press CTRL+ A (button on 
keyboard) this will select 
everything but header and 
footer in the document 



Use the Font Type and Size buttons 
to set Font to Times New Roman and 
Size to 12 



Lastly, use the Line Spacing 
button to make the whole 
document double spaced 




