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Google Docs - Setting up a paper in MLA format 

 
1. In the Menu Bar, make sure the Font is set to Times New 

Roman and the Font Size is 12.  
  
  
  

 
2. Set the margins to 1 inch. Click on the File tab in the menu, and 

 scroll down to Page Setup.  
  

  
   

 
3. In the Page Setup window, make sure all margins are set to 1 inch.  

  

  

  
  

 

 4. To Create a Header,  

a. Click on the Insert menu, and scroll down to Header.  
  

 

 

b. The cursor will be in the Header Area. Click on the Right Align 
button in the Menu bar to right align the header material. 

c. Set the Header font to Times New Roman 12, just as you did in step 1 above. 

d. Hit the Enter key to insert a line in the Header (or else your name will be too close to 
the top). 

e. Type your Last Name, hit the Space Bar once,  

f. To insert the page number go to the Insert menu, and scroll down to Insert Page Number and choose the option 
where the page number is in the top right hand corner of every page. Click once in the body of the paper (or press 
the Esc key) to return to the body of the paper. 

 

5. Set the line spacing. On the Menu bar, click on the Line Spacing button and go to Double.  

 

(OVER) 
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6. Type the following, on separate lines.  

a. 1
st

 line: Your first name and your last name 

b. Next line: Your teacher’s name 

c. Next line: The course name and the period 
in the format: English 3 Period 8 

d. Next line: The date in the format 
DDMMYYYY 

e. Next line: Click the Center button and type 
the title, using correct punctuation and 
capitalization. 

f. Next line: Click the Align Left button 
 
  

 

7. In the Ruler at the top of the page, drag the First Line 
Indent bar (the little rectangle on top of the triangle) to the ½ inch mark 

8. Start typing your paper!  

 

Important Information! 

If you have started your paper in Google Docs, but did not format it in MLA Style, do the following: 

1) If you need a Header, start with Step 4 to create a header. 

2) If the Body of your paper is not formatted correctly (1 inch margins, Times New Roman, 12 pt., double spaced, first 
line indent), do all of the following: 

a) Highlight all the paragraphs that need to be formatted correctly. 

b) Apply the font and size formatting (Step 1). 

c) Correct the margins, if necessary (Step 2 & 3) 

d) Set the Line Spacing, if necessary (Step 6). 
 
Note: If you single spaced your paper, and double-spaced your paragraphs, you will need to remove the 
extra space between paragraphs. 

e) Set the first line indent as in Step 8. 

f) Put your Insert cursor before the first line on the first page. Hit the Enter key. 

g) Move the First Line Indent bar back to the margin (on top of the little triangle).  

h) At the top of Page 1, add the necessary information, as in Step 7  

 


