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Create the Running Head The running head appears at the top of the page. Then, type the title of your essay
and press Enter. HINT: In headers and footers, the tab key moves to three position, left justified, center
justified, and right justified. Close the header and footer red x on the top right-hand side of the page Go to
page 2 of your document or if you haven't started writing it, insert a page break and delete the phrase Running
head, leaving just your abbreviated title. It also selects the Design tab for you. Now, scroll down until you see
the header space for page 2. To set the double-spacing, click the Line and Paragraph spacing button and select
2. Make sure the header is set to Times New Roman 12 point font. NOTE: The running head on the title page
is different from the running head for the rest of your paper. From the menu, click on the Insert tab. You are
now ready to set up the header. Press the Tab key twice to move the page number over to the right margin.
Scroll back up to the top of the document, and double-click anywhere in the blank area at the top of the page.
The steps are very similar on older versions of Word. It is an abbreviated title of the paper, typed in all capital
letters. Close the window. The title page information should be farther down the page. It cannot be longer than
50 characters letters and spaces. Go to the Paragraph Group see image. Insert the page number using the exact
same process as in steps 9, 10, and 11 above. Use the backspace key to set your title to the left and then use the
tab key to move the page number back to the right hand side usually 2 tabs. It should not be any lower than
halfway down the page. Select the option you want usually top of the page. The default on Microsoft Word is
to have a small space between paragraphs. This will open the header. On page 1, Running head will remain in
your first page header, and only your abbreviated title will appear on subsequent pages. We highly recommend
that at this point you "Save As" your paper to preserve all the formatting just done. To set the line spacing:
Click the Home tab on the top left of the page. Press Enter a few times to position the text in the top third of
the page. Double-click anywhere in the main body of your document to close the header view or click the
Close Header and Footer button. You have now finished setting up your document in APA format. Your
cursor should now be at the top of page 1 in the header box. Do this before you type anything in the header.


