
MLA7 Research Paper Format 
Google Drive/Docs Instructions 
 

1. Open a new document in your Google Drive by clicking CREATE and 
DOCUMENT. Don’t start typing your paper until you have done #2 – 9! 

 
2. Under FILE, choose PAGE SETUP. Check to make sure that the margins are  

set to 1”.  
You should see this: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Close the PAGE SETUP box. 
 

4. Set your font to Times New Roman or Cambria. Set the size to 12. 
 

5. Set your entire document to DOUBLE SPACE.  

a. Look for this icon:  (It is on the right side of the tool bar.) 
b. Click on the arrow and choose 2.0. 

 
6. Set up your document to automatically number your pages. 

c. Go to the INSERT tab. 
d. Click on PAGE NUMBER. 
e. Click on the image that shows the page #s in the upper right hand corner: 

 

 
 



  
f. Click on the left side of the number 1 that appears (DO NOT 

erase the gray  
highlight). Put your cursor here 
  

g. Type your LAST NAME (followed by one space) in front of the number.  
h. Click on the left side of the first letter of your LAST NAME and hit ENTER 

two times. 
i. Click under the grey/blue line to start at the top of your page again. 

 
7. DO NOT create a title page. Instead, starting at the top left corner of your page, 

type: 
j. Your name 
k. Your instructor’s name 
l. The name or number of your class (e.g., English 10) 
m. The date (Format the date by day-month-year: 8 May 2007 OR by month-

day-year: May 8, 2007) 
 

8. Type your TITLE underneath your heading. Capitalize correctly, but DO NOT use  
underlining, quotation marks, italics, or special fonts unless part of your title  
requires it (e.g., the title of a book is italicized). To CENTER your title, click on the 
icon that looks like this: 

  
 

9. After typing your title, hit ENTER to move to the next line. Then click on the “left 

justify” icon to reset the paper to the left margin:  
 

10. The first line of every paragraph in the body of your paper must be indented by 
½”. Hit the TAB key one time to indent. 

 
11. SECTION HEADINGS: If your teacher requires section headings, they should be 

typed on their own line and left-justified. Text should be bold, but no other 
special formatting is necessary.  
 
Your paper will look like this: 
 
 
…opportunity for companies since people spend more time on Facebook than on 

Google, Yahoo, YouTube, Wikipedia, and Amazon combined (Deneen 41).  

Charitable Contributions 



This lucrative invention has made Zuckerberg a very young billionaire 

(“Mark Zuckerberg…World”); however, he is generous with his profits. He has 

joined the Giving Pledge, through which half of… 


