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These instructions assume you're using Microsoft Word on a Macintosh computer (although any word
processor will do). If you're using MS Word on a Windows computer, the same keyboard shortcut
commands are available as shown here, except that you substitute the <Ctrl> (*Control”) key for the
<Command> (“Open-Apple’) key shown here; also some menu commands will be in different places.
An example “Works Cited” bibliography to which you can refer is at the end of these instructions.

In general...

The “Works Cited”—like the rest of your paper—uses 1-inch margins al around. It is double-spaced,
with the title “Works Cited” centered at the top of the page. You do not number your entries! Instead,
al entriesarein alphabetical order by whatever comes at the beginning of each entry.

The page number goes ¥~inch from the top of the page, flush against the right margin, after your last
name (e.g. “Smith 10”). Sincethisis“outside” the margin, this means you’ll create a“header” and type
thisin that header area, aligned flush right. Y ou number the page (or pages) of the “Works Cited” as a
continuation of your paper: if the text of your paper ends on page 9, the first page of your “Works
Cited” is page 10.

Y ou can create a separate file for your bibliography, or add it to the end of the file containing the text of
your paper. If you add it to the end of an existing file, go to the very end of your paper, and use (top
menu) Insert | Break | Page Break to force anew page. Remember to save often!

Steps to follow...

1. Settheline spacing to “Double”: (top menu) Format | Paragraph...Line Spacing: Double.
Set the alignment for this paragraph to be center-aligned with <Command>-<E>.
Type the title (without the quotes): “Works Cited”; then hit <Return> once.

Set the alignment to left-aligned with <Command>-<L >.
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Set the alignment to hanging-indent: Format | Paragraph...Specia: Hanging. Be sure By: is set
to 0.5” before you click OK.

6. Look over your rough draft or notes for al your bibliography entries. Decide which entry is first
alphabetically by whatever is at the beginning of each entry (or see “Tip” for step 8, below).

7. Typeyour first entry, being careful to include all punctuation and abbreviation specified by MLA
style (see " Taking Source Notes—What To Write and How” handout for examples).
& Do not hit <Return> until you’ ve typed the complete entry!
Word considers along URL to be a single word, and so may “wrap” it to anew line, leaving a
large amount of white space at the end of the previousline. If this happens, go back and try putting
a space after one of the slashesinthe URL. MLA style allows URLs to be broken at the end of a
line, but only after adlash.

8. Type your (alphabetically) next entry, being sure to not hit <Return> until it’s complete. Continue
with al your other entries. Only hit <Return> once after each entry; there are no “extra’ blank lines
between entries except for the normal single blank line caused by the double-space setting.
< Tip: Rather than figuring out the aphabetical order of your entries in advance, you can type them

al in any order, then have Word a phabetize them for you. To do this, type al your entries, then
do aSave. Then select (highlight) all the entries—including the paragraph marker at the end of
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the last one (which may be invisible; click the “ button in the toolbar to make all paragraph
markers, tabs and spaces show up...Don’t worry, they won't print). Finally, select (top menu)
Table | Sort, and click “OK”. If the sort doesn’t turn out the way you wanted it to, close the
document (click on “ Don’t Save’ 1), then re-open it again and try again.

9. Create your header with View | Header and Footer. Set right-alignment with <Command>-<R>,
then type your last name and a space. Then...

If this “Works Cited” is in the same file as your paper...

* Inthe header/footer toolbar that popped up, click once on the icon immediately to the right of
“Autotext” ...the one that looks like a bent-cornered sheet of paper with abig “#’ in the middle
of it. (Do not click the icon three over, which looks similar except has a hand pointing to it.)
Then click “Close” on the toolbar. Thiswill create the header with your last name and the page
number—automatically the number of whatever page that is—throughout your entire paper,
starting with page 1.

& MLA style does not require a separate title page for aresearch paper. However, if you
created a title page and made it the first page in thisfile (before your first page of text),
creating a header this way will make the header appear on that title page as well as the other
pages. Y ou can make that disappear from the title page—and then have Word number your
pages starting with the first page of your text (rather than count that title page as page 1)—by
doing the following:

A. UseFile| Page Setup... Under the drop-down list in the upper l€eft, select “Micr osoft
Word 2001".

B. Click the“Margins’ button, then the “Layout” tab. In the “Headers and Footers’
section, check the “Different first page” box. Click “OK”.

C. Gotothefirst page of your text (page 2—the first page after your title page), where
you' || see your header grayed-out. Double-click in that header area and the header
toolbar pops up.

D. Click theicon third-to-the-right of “ Autotext” (bent-cornered sheet of paper with small
“#' in the middle, and a hand pointing to it). In the “Page numbering” section, click the
“Start at:” radio button, and set it to “0” (zero). Click “OK”.

If this “Works Cited” is in a file by itself (not the same file as your paper)...

A. Inthe header/footer toolbar that popped up, click once on the icon immediately to the right
of “ Autotext” ...the one that looks like a bent-cornered sheet of paper with abig “#” in the
middle of it. (Not the icon three over, which looks similar except has a hand pointing to it.)

B. Next, click theicon third-to-the-right of “ Autotext” (bent-cornered sheet of paper with
small “#” in the middle, and a hand pointing to it). In the “Page numbering” section, click
the“Start at:” radio button, and set it to one greater than thelast page of your text (e.g.
if the last page of your text is 9, set thisto 10). Then click “OK™”.

Thiswill create the header for your “Works Cited” with your last name and the page number—
the number of whatever page that isin your entire paper. If your “Works Cited” runs onto a
second page, that page’ s number will be correct as well.

...\Ljhs\Instruction\MLA Works Cited directions-handout.doc revised 5/12/03 page 2



Smith 10

Works Cited

“Africa” The New Encyclopaedia Britannica: Micropaedia. 15" ed. 2002.

Foreman, Judy. “The Other Effects of Getting High: Though Illicit Drug Use Is On the Rise
among Young Adults, Few Are Aware of What It Does to the Brain.” Los Angeles
Times 16 Dec. 2002, Orange County ed.: F8.

“F(rancis) Scott (Key) Fitzgerald.” DISCovering Authors. Gale Group, 1999. Student Resource

Center. LaJollaHigh School Library. 13 Dec. 2002. <http://galenet.gal egroup.com/
servlet/SRC>.

Global statistical information & tables 2002. 13 Dec. 2002. AVERT.org, England. 16 Dec.

2002. <http://www.avert.org/ global stats.htm>.

Jacobs, Walter, Meredith R. Baker, and Shirley Reynolds. Daily Life among the Aztecs.

Berkeley: University of California Press, 1993.

Lewis, Gwynne. The People and the French Revolution. University of Warwick, England. 16

Dec. 2002. <http://www.warwick.ac.uk/fac/arts History/teaching/french-rev/
people.html>.

Marshall, Liz. “Mutation.” Gale Encyclopediaof Science. Ed. Kimberley A. McGrath. 2™ ed.

6 vol.s. New York: Gale Group, 2001.
McGeary, Johanna “The Trouble with Inspectors.” Time 16 Dec. 2002: 24-31.
Shelburne, Dana. Personal interview. 28 Nov. 2002.

Weber, Steve. “LifeisInherently Immortal.” Whole Earth 1 July 2000: 14. bigchalk Library.

La JollaHigh School Library. 13 Dec. 2002. <http://library.bigchalk.com>.

Wilcox, Rachel. Turning the Tide: Alternative Energy from the Seas. New York: Simon &

Schuster, 2001.



	In general…
	
	Steps to follow…

	If this “Works Cited” is in the same file as your paper…
	If this “Works Cited” is in a file by itself (not the same file as your paper)…


