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This was copied and pasted from our Online Databases.  Notice that 

nothing looks correct and it is not lined up properly. 
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How to correct…. 

Highlight sources (everything) go to Paragraph, click on arrow, Special – 

select hanging indent. Select line spacing- choose double hit okay and 

all should be lined up. Then alphabetize your list. 
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Your name      

Teacher’s name 

English 9 

Date- (ex.) 3 November 2011 

Center, title here, no cap lock, no bold, no 

word art, no underline 

Left justify. Thesis: write your thesis here then hit enter 

I. Capital I / period / space - gives you the roman numeral 1. Enter 

a. Hit tab and you will get spots for your facts 

b. Fact 2 

c. Fact 3 

d. Fact 4 

e. No more fact? Enter and Hit back space three times 

II. Capital II / period / space - gives you your next sub topic enter 

a. Hit tab and voila!  All is lined up and looking good 

b. Fact 1 

c. Fact 2  

d. And so on….. 

 

Double Space 

Add header for Page #  
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Font 20- Center –Enter 6 times 
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Enter 6 times change font to 12 
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English 9  
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Title 

 Introduction begins here…thesis statement….. Remember to use parenthetical citations.  

So here we introduce our paragraphs we plan on talking about when we write our paper.  

 First subtopic ( your Roman Numeral #) introduction and facts to support it. (you’re 

a,b,c’s).  

 

 

 


