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First, enter your name in the header at the top by double clicking on “Last Name”. Then type your last name with one space between it and the page number. Double click in the document body and replace “Your Name” and course information with your details. Next, start typing your document. Microsoft Word will automatically wrap the text to the next line when it reaches the right margin. Hit ENTER only at the end of a paragraph.
In-text citations include the author’s last name and the page number, if there is one, within parenthesis (Last name 1). If you use the author’s name in a paragraph as in, “Jones said …”, only use the page number (12).
Indent quotes of more than four lines one inch from the left margin. Do not use quotation marks. Be sure to cite the quotation. (Last name 2)
The Works Cited list is always on a separate page. Write dates in Day Month Year format. Each reference is on its own line with a hanging indent. The list is in alphabetic order by author last name or first word in the citation. You can select all the references, go to the HOME tab, and click AZ button to sort. Scroll down to see examples of several types of citations and to enter the references you used. When you change the text of the template, be careful to not add extra space between paragraphs, not to delete the page break before the Works Cited page, or to change the hanging indents for each reference.
You can use citation makers such as EasyBib but they can make mistakes. Always check citations and references yourself. For complete information on documentation and MLA style, refer to the eighth edition of the MLA Handbook or go to their website at https://style.mla.org. The Purdue Owl site also has useful resources on MLA style as well as on grammar and writing. Their website is https://owl.english.purdue.edu/owl/resource/747/01/ . The VU Shake Library has more examples of citations at https://my.vinu.edu/documents/3873855/4525608/
MLA+8th+ed+citation+guide/492ce7d0-d2bc-2b16-16e4-4c75d9b2ea49 and at https://my.vinu.edu/documents/2751533/0/MLA.pdf/1a6f9d0c-302e-5cdb-17d6-a0a0d373d277 
You can save this document as a template. Opening a template only opens a copy so the original is always available. On our computer, click FILE then SAVE AS. Under the name is the file type Word Document. Click the menu triangle at the left and select Word Template. Hit SAVE. To open a copy of a template, click FILE then NEW. Click on PERSONAL to see your templates. 
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