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Click and Type -  MLA  Format 



• Click Insert on the Ribbon to display the Insert tab 

• Click the Header button (Insert tab | Header & Footer 
group) to display the Header gallery 

• Click Edit Header in the Header gallery to switch from the 
document text to the header, which allows you to edit 
the contents of the header 
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Switching to the Header 



• Click the Insert Page Number button (Header & 
Footer Tools Design tab | Header & Footer group) 
to display the Insert Page Number 

• Point to the position at which you want to insert 
the page number, and then select the desired 
style in the gallery 
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Inserting a Page Number 
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Inserting a Page Number 



• Click the Close Header and Footer button (Header 
& Footer Tools Design tab | Close group) to close 
the header and switch back to the document text 
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Closing the Header 



• With the insertion point in the paragraph to be 
indented, drag the First Line Indent marker to the 
desired location on the ruler to set the location 
for the first-line indent 
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First-Line Indenting Paragraphs 



• Display the Insert tab 

• Click the Insert Date and Time button to display 
the Date and Time dialog box 

• Select the desired format 

• If desired, click the Update automatically check 
box 

• Click the OK button to insert the current date at 
the location of the insertion point 
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Inserting the Current Date  

in a Document 
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Inserting the Current Date  

in a Document 



• Click the Insert Citation button (References tab | 
Citations & Bibliography group) to display the Insert 
Citation menu 

• Click Add New Source on the Insert Citation menu to 
display the Create Source dialog box 

• Click the Type of Source box arrow, and then click the 
type of source you are adding 

• Type the source information in the appropriate text 
boxes, and then click the OK button to insert the 
citation in the document at the location of the 
insertion point 
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Inserting a Citation  

and Creating Its Source 
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Inserting a Citation  

and Creating Its Source 



• Click somewhere in the citation to be edited, 
which selects the citation and displays the 
Citation Options box arrow 

• Click the Citation Options box arrow to display the 
Citation Options menu 

• Click Edit Citation on the Citation Options menu to 
display the Edit Citation dialog box 

• Change the information as necessary in the Edit 
Citation dialog box, and then click the OK button 
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Editing a Citation 
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Editing a Citation 



• Click the Insert Footnote button (References tab | 
Footnotes group) to display a note reference mark 
(a superscripted 1) in two places: (1) in the 
document window at the location of the insertion 
point and (2) at the bottom of the page where the 
footnote will be positioned, just below a 
separator line 

• Type the footnote text 
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Inserting a Footnote Reference Mark 
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Inserting a Footnote Reference Mark 



• Click the Insert Citation button (References tab | 
Citations & Bibliography group) to display the 
Insert Citation menu 

• Click Add New Placeholder on the Insert Citation 
menu to display the Placeholder Name dialog box 

• Click the placeholder name, and then click the OK 
button 
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Inserting a Citation Placeholder 



• Click somewhere in the citation placeholder to be 
edited to select the citation placeholder 

• Click the Citation Options box arrow to display the 
Citation Options menu 

• Click Edit Source on the Citation Options menu to 
display the Edit Source dialog box 

• If necessary, click the Type of Source box arrow and 
then select the type of source 

• Enter the source information, and then click the OK 
button 
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Editing a Source 
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Editing a Source 



• Position the insertion point where you wish to 
insert the page break 

• Click Insert on the Ribbon to display the Insert tab 

• Click the Page Break button (Insert tab | Pages 
group) to insert a manual page break immediately 
to the left of the insertion point and position the 
insertion point immediately below the manual 
page break  
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Page Breaking Manually 
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Page Breaking Manually 



• Click References on the Ribbon to display the 
References tab 

• With the insertion point positioned where the 
bibliographical list is to be inserted, click the 
Bibliography button to display the Bibliography 
gallery 

• Click Insert Bibliography in the Bibliography 
gallery to insert a list of sources at the location of 
the insertion point  
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Creating a Bibliographical List 
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Creating a Bibliographical List 



• Click the Manage Sources button (References tab | 
Citations & Bibliography group) to display the Source 
Manager dialog box 

• Click the source you wish to edit in the Current List 

• Click the Edit button to display the Edit Source dialog box 

• Make the desired changes to the source, and then click the 
OK button 

• If necessary, click Yes to update all occurrences of the 
source 

• Click the Close button to update the list of sources in the 
document and close the dialog box 
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Modifying a Source and Updating the 

Bibliographical List 
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Modifying a Source and Updating the 

Bibliographical List 


