How to Create a Works Cited Page
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1)
Open a new Word document.

2)
Go to View menu, click on Toolbars, and make sure that Standard and Formatting are checked.

3)
Go to File menu and click on Page Setup.  Under the Margins tab, make sure that the top, bottom, left, and right margins are set to 1 inch.  Click OK.
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Indentation

The nest o icans arethe ndertaton icans: EE |

The first icon allows you to decrease your indentation, and the other allows you to increase your
indentation. To increase an indentation, place your cursor in front of the line of text you would lie to
indent. To decrease an indentation, place your cursor in frant of the line, and click the decrease indent
icon.
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4)
Click on the centering icon on the Format bar. 
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5)
Type Works Cited.

6)
Go to Format Menu and click on Paragraph:

· Under Line Spacing click on Double  

· Under Indentation, click on the arrow next to Special and select Hanging.

· In the Alignment box, select left.   

· Click on OK.

9)
Begin typing your citations, using size 12 font.

10)
If, when typing a web address (URL), it becomes hyperlinked (highlighted in blue), place the cursor at the end of the linked address and click on the Backspace key.
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Tips for Creating a Bibliography

· Arrange your source cards in alphabetical order, based on the first item entered on your card (usually the author’s last name, or the title, if there is no author).

· In creating your works cited, center the words Works Cited at the top of the page.

· Use double-spacing throughout the entire document.  
· Begin the first line of each citation at the left hand margin of the page, but indent each following line within the citation one-half inch or five spaces (use the hanging indent feature on the Format menu to do this (see instructions on opposite page).
· If you have two or more works by the same author, arrange the works alphabetically by title.  Provide the author’s name in the first citation only.  For the next citation(s), type three hyphens, followed by a period, instead of the author’s name (see example above).

· In web-based citations, you may split a website only after a forward slash (/) – see above example.
Center Alignment








