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Document Formatting or “Hey, how do ya…”
Insert Last Name and Page Number in Upper Right-hand Corner? In an MLA formatted essay, writers must put their last name and page number in the upper-right-hand-corner.  To do this, follow these steps:
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Click on “View”

· Click on “Header and Footer”

· Type in your last name and tap the space bar once

In the “Header and Footer” dialogue box, follow these steps:
· Click on   #  the icon on the left.  This will number all of your pages for your entire essay
· Then, on the tool bar, click on the  “Align Right” icon

· Click on “Close” in the “Header and Footer”
Do a Spell Check, Grammar, and Grade Level Check? Incredibly, some students forget to do a spell check.  Interestingly, though, many students do not realize they can use Microsoft Word to check their grammar and give them the grade level at which they write.  To do these things, follow these steps on the tool bar:

· Click on “Tools”

· Click on “Options”

· Click on the “Spelling & Grammar” tab

· Click the box that says "Check spelling with grammar”

· Check the box that says “Show readability statistics”

· Under “Writing Style,” click on the arrow and select “Grammar Only”
· Click on the “Settings” button, then check the boxes under “Require,” 


“Grammar,” and “Style” that would apply to your essay.
Now, run your “Spelling, Grammar, and Grade Level” check by clicking on the  ABC                                                        icon button on the tool bar.  

Additional Tips:  When the spell check is over, it will give you a chart that shows you various statistics about your writing.  Pay particular attention to the characters per word and words per sentence statistics.  These two items play the largest part in obtaining a higher grade-level score.  The highest score available is 12.0 or twelfth grade.  To increase your score, here are a few suggestions:

· For short words, highlight them and do a right click.  Then, select “Synonyms” and choose a longer word.  Please be sure that the word chosen is the same part of speech and has the same contextual meaning as the word being replaced.
· To increase your words per sentence, you can combine shorter sentences by using the coordinating conjunctions “and,” “but,” “or,” “for,” “yet,” or “so.”  

Highlight a Text for Glossing an Essay?   Remember, when making revisions to a draft, you need to gloss your changes.  This means you need to highlight your text.  Here’s how you do it:

· Highlight the text you need to gloss by left clicking  on your mouse and dragging it across the text
· Click on the “Highlight”  icon on the toolbar
· To change the color, before highlighting, click on the arrow next to the icon, and select a color 
Note: On the tool bar next to “Help,” right click and make sure “Standard” and “Formatting” are checked.  This will make sure all the right icons to do the tasks above are on your tool bar.
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