Changing Margin, Spacing, and Header Functions in Word 07.
Margins:
To set your paper margins to 1”
· Click Page Layout in the tool bar

· In the Page Set Up box, Click on Margins
· Be sure Normal is selected

Spacing Functions: 
To set spacing for double space in your paper and to eliminate the extra spacing between paragraphs, follow these instructions:

· Click the arrow box in the bottom right hand corner of the paragraph box in the toolbar





or


Click the line spacing tab in the paragraph box in the toolbar 
Click Line Spacing Options





Then

· Go to spacing, and change before and after to 0 pt
· To the right of before and after, click the drop down tab for line spacing and select double
· Hit OK (can hit default if you wish to that permanently
Header Functions: (recommend setting this up before writing paper, not after)
To change the default header functions, follow these instructions:
· Under home on your tool bar, set your font to Times New Roman (APA preferred font) and font size to 12


· Click Insert on the toolbar


· In the Header & Footer box, click Header
· Click Edit header at the bottom of the box beneath the header examples
· In the Design box, check the Different First Page Box
· In the Header & Footer box, click Page Number
· Select Top of Page
· Select Plain # 1
· Place cursor in front of page number and type in words Running head: (and then your Header Title in all capital letters) 

The header title is normally a shortened version of your paper title. Can use all of title if no more than 50 characters including spaces. 

(Running head: APA STYLE) Notice the capitalization of these words
· Tab page # to right margin

· Close out header

· Click cursor until you get to page 2

· Repeat the above, but do not type in words Running head.
· Go back to first page and click in header. Highlight and change to Times New Roman 12 font if not already showing. Close header and check page 2. Font type and size should be correct now.

· Close header and each page thereafter will have the correct header

APA STYLE HEADERS ON A MACINTOSH (Thanks to Amanda Wolcott for recording this)
1. Go to “View” tab on top menu bar

2. Select “Header” to insert a header. Make sure your header is open.

3. Return to the “View” tab on the top menu bar. 

4. Select “Formatting Palette”

5. Under Formatting Palette, “Header and Footer”: Click to check “Different first page”. Click page with “#” sign on it to select insert page numbers. Change 
6. On subsequent pages, insert headers as normal and margins and page numbers will carry over. 
