
HOW TO CREATE AN MLA HEADING IN WORD 

AND SAVE AS A TEMPLATE

Open a Word Document.
Go to Format: click on Paragraph;

In the line spacing box select Double from the dropdown menu.

Click OK.

On the tool bar click B for bold type.

Type your first name and last name. Enter.

Type your teacher’s name. Enter.

Type the subject and block number. Enter.

Type the date. (Day Month Year)
Go to View to Header and Footer.

Tab to the right margin. hit B on the toolbar for bold.

Then type your last name and space once.

Click the # sign on the Header/Footer tool box to insert a page number.
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Ignore the Header and Footer box showing on your page; it won’t be saved. But, don’t close it. If you do, you’ll lose your name and page number.
Your header should look like this (but at the top of your page).










         Brown 1


Virginia Brown
Mr. Belasco
AP Language and Comp/Per #
20 September 2005 (due date)
Now you are ready to save your heading as a template on your desktop so you may use it again and again.
Go to File to Save As
In the Save as Type box select Document Template
In the File Name box name your document MLA
In the Save In box select Desktop (or wherever you save your papers)
