Formatting a document i \\/ora
using APA style

"

1. Using MS Word various versions

2. Using Publication Manual of the
American Psychological Association
6" ed.

9/10/2012



Be Prepared - Have

s All note cards and rough draft

= Rough draft includes full citation
Information for each source used

= Pen or pencil for corrections

m Storage device to save your work

s Style manual or setup requirements
= Money for print charges
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Formatting the paper — \Word
2007 & 2010
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Set margins 1 at top, bottom, &
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If Tab spacing is not set at ’52” or 5
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Be sure tab spacing is set at 75
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SEt the lines to align at Ieft margin
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Elements of: the title page

s 1. Title

= 2. Running head

s 3. Author byline

s 4. Institutional affiliation
= 5. Author note



Title page layout

Tpact of Jobn F. Kennedy's Assassination |

= APA requires a title y
Page

= Running heading
required — title of the
paper, your name,
istitution’s name

= Ask Instructor for his /
Specifications — course
number? date?
Instructor’s name?

Northland Pioneer College, Holbrook, Atizona
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page numbering Word 2003
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Remainder: of the title page

OF JOHN F. KENMNEDY'S
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Set doule spacing —\Word 200S
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ADStract on page 2. Ask the
INSLEUCTOK for NIS Fequirements

IMPACT OF JOHN F. KENNEDY'S ASSASSINATION

ABSTRACT

PARAGRAPH. Anabstractisa brief, comprehensive summar

range from 150 to 250 words— check with yourinstructor. Tips forwriting an abstract — accuracy, non: -

Notice the layout of the page. You can find
information about writing an abstract at this web
site:

http://owl.english.purdue.edu/owl/resource/656/1/



http://owl.english.purdue.edu/owl/resource/656/1/

BOCY of the Paper:

Introduction

Develop background material
Explain

Discussion

Conclusion

References



Indent the firSt Worai ot each
paragraph 7 * or 5 spaces from the

- left margin
s This Is usually pre-set

s Indent by pressing Tab key
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Charts, Graphics, lllustrations

= Must be labeled
= Must give the source of the information
= Double spaced

= Short or small tables appear close to the related
text. LLong or large tables should be on a
separate page following the text.

= See Chapter 5 of APA Publication Manual 6™ ca.



SPelling, Punctuation, Grammai:

n Essential that your completed paper be “read”
as you Intend

s Use APA Publication Manual or use Writing
Guide link In library web page

= APA has specific rules about using numbers,
capitalizing, spacing after periods se1no2),
abbreviations, outlining, etc.



WUse Spell/Grammar Check
Word 2008

MeZ_as I

M iz kr i = Kil & a. .l al

ficrosoft Word

Window  Conkribute

Speling and Grarmmar. .




Spell/Grammar Check
\Word 2007

H Y9 s Documentl - Microsoft Word

Home Insert Page Layout References Mailing Review View Developer Add-Ins

w A3, Research 2 Translation ScreenTig = I _J _J _;_29 _] % | Final Showing Markup
&'I‘I‘Tesaurus ¥% Set Language -

= Show Markup ~

Spelling & e Mew Delete Previous MNext Track Balloocns
Grammar @ Translate ag) Word Count Comment Changes - - i3] Reviewing Pane -

Proofing Comments Tracking

Gershwin, Henry Cowell, Alan Hoyenhess, and John Cage




lern American

rians tend




isoft Wr_ a

Window  Contribuke  Help

shons [N QDAY ]3]

Resume

Check grammar




llin & Grammar | f ‘

Speling & Grarmmar |

Check speling as wou bype

[ ] Hide spelling errars in this dacument
Alwavs suggesk corrections

[] suggest from main dictionary only
Ignore words in UPPERCASE

Ignore words with numbers

Ignore Inkternet and file addresses

[ Cuskom Dictionaries. ..

Garammar
|; ;eck grammar as ywou tvpe

[] Hide grammatical errors in this document
Check grammar with spelling
[] shows readability skatistics

Proofing Tools

Wriking skyle:

arammar Only

Setkings...

[ Recheck Document ]

(]9

J {

Grammar, Settings

Wriking skyle:

Grammar Cnly

. Grammar & Stile

-

Punctuation
Cuestions
Relative clauses
Subject-verb agreement
Werb phrases

Style:
] clichés, Colloquialisms, and Jargon
|:| Zaonkractions
|:| Fragment - stylistic suggestions
[] sender-specific words
] Hyphenated and compound words
[] Misused wards - stylistic suggestions

W

Reset Al

] [ Cancel

]




Eormat for SoUrGes USed

s All sources — paraphrased or guoted — must be
credited/acknowledged

s Referernces page is last page — Chapter 6 APA
Manual 6 ed.

s Specific ways to cite materials from-databases,
Web sites, print journal articles, books, etc. are
on the library web page for Writing Assistance



References

= Complete this page before typing your paper
since all parenthetical references relate to the
References page

m LIst of all resources used

= See library webpage examples of citing
sources OR

= Use Chapter 6 of the Publication Manual of the
APA



Hanging Indent for References
\Word 2008
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Hanging Indent usediin References

Andrew Johnson and Reconstruction

References

Simpson, B. D. {1999, Summer) Impeachment of a President: Andrew Johnson, the Blacks, and

Reconstruction. History: Beviews of New Books, 152, 300-312. Retrieved from History Study

Center.

Hanging Indent



In-Text Citations

- Acknowledgment WhereVver: you Incorporate
another’s words, facts, 1ideas

- Must be able to trace research

. Follows sentence where the information Is
used

. Clearly point to specific sources In the list of
References

. Chapter 2 of Publication Manual of APA




[TRyour tusedta guiote firom the ook
Black Rage by William H. Griet

s Using author’s name in the sentence — Grief
states that even though slavery ended, its
Influence Is still present (26).

= Quoting the statement “The practice of slavery
stopped over a hundred years ago, but the
minds of our citizens have been freed” (Grief,

26).



Style \/aries

s The author’s name and page number are used
Or sometimes just the page number depending
on how the information from the source Is used

s [ hese must refer back tora source listed on the
Reference page

= Punctuation Is Important

s APA does not recommend the use of
Footnotes. Use In-Text Citations in the body
of the paper and References at the end of the
Paper.




Data Needed

ARTICLE (in print) BOOK
= Author & title ofarticle = a 000 @ title of book

= Title of journal = Name of editor &
s \/olume, Issue, date of edition used

journal = Name of series
Page numbers = Place of publication,

oublisher, date
= Page numbers
Examples are also included in the

online APA & MLA Style Manuals and
the Citation Examples web page. :l u




Data Needed

Subscription Internet page

Database _
= Name of database, service, = Name of author, editor,
library system & date compiler
Viewed = Title of article, posting, or
= URL of Internet sources Site
(not databases) s URL & date viewed
= Author & title of article = Name of Institution
n Title of journal, volume, Sponsoring site

ISSue, date
Examples are also included in the
online APA & MLA Style Manuals and

the Citation Examples web page. :l I:




Avold plagiarism

Presentation

= Publication Manual of e ——
style)

Resources for Documenting
Sources in the Disciplines

the APA explains how XS
to give direct guote and =

-2009 APA Guide

how to paraphrase e

-How to Navigate the New OWL

-Workshop and PowerPoint

Index

s Use texts about writing E===
& research

= Use online tools such as
VAIL on the library
Writing & Citation
Assistance web page




ASsiIstance

Your English text P

Term Paper Assistance
book section In libraries

Online links to Writing
Assistance from the
library web page
Library-staff

Writing Lab staff




