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Abstract
Your abstract should be one paragraph and should not exceed 120 words. It is a summary of the
most important elements of your paper. All numbers in the abstract, except those beginning a
sentence, should be typed as digits rather than words. To count the number of words in this
paragraph, select the paragraph and on the Tools menu click Word Count. However, please note

that not all instructors require an abstract.
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The Full Title of Your Paper is Centered to Begin Your Body of Discussion

Begin your paper with the introduction in an active voice. The passive voice gives the
feeling of offering up excuses. Be confident in your research. The next step is to make sure that
you are in proper APA formatting. This means 1”” margins all the way around. Older versions of
Word sometimes like to put 1.25 inch margins on the left and/or the right. Be sure you have 17 at
the top, bottom, left and right. The page number is in the upper right hand corner of the header.
The first page’s header is different than the rest of the paper, so be sure to pick different first
page when you are developing your header. You will want to choose insert page number rather
than header because the page number will stay the same if you just type it.

Headings

Headings are ways in which to organize your paper. APA has five levels and rules for
each of those levels of headings. For the most part, you will use two or three levels. Additional
information on headings can be found in the APA manual on page 62. The first heading is bold,
centered with the first letter of each larger word capitalized; smaller words such as a, an, the do
not get capitalized unless they begin a heading. Do not start a new page for each new heading.
2" Level Headings

Second level headings are on the left side of the page in bold with capitalization of the
words in the heading. This is referred to as flush left, boldface, uppercase and lowercase heading.

3" Level headings.

3" level headings are indented (tabbed) from the left side of the page with only the first
word capitalized and in bold. The heading needs to have a period at the end of it, which will
cause a green squiggly line. That’s okay. These are headings that break a larger piece (the level

two heading) into smaller pieces.
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Citations

Source material must be documented in the body of the paper by citing the authors and
dates of the sources. The full source citation will appear on the list of references that follows the
body of the paper. When the names of the authors of a source are part of the formal structure of
the sentence, the year of publication appears in parenthesis following the identification of the
authors, for example, Smith (2011). When the author of a source is not part of the formal
structure of the sentence, both the author and year of publication appears in parenthesis, for
example, (Smith, 2011).

Of course a source may have multiple authors: two authors (Smith and Jones, 2011);
more than two authors but not more than five (Smith, Jones, Brown, Davis, 2011); more
than two authors and dates (Smith and Jones 2011; Brown and Davis 2012). When the source
with 3 to 5 authors is cited, all authors are used the first time the source is cited as seen above;
after that, the first author’s name is used and the term et al is used. So the above (Smith, Jones,
Brown, Davis, 2011) will be used once and then (Smith et al, 2011) would be used in the rest of
the paper. With sources of 6+ authors, all citations would use the last name of the first author
listed and et al starting with the first citation, for example, a source with Smith, Brown, Davis,
Johnson, Peterson, Whimple and Carmichael would look as follows (Smith et al, 2012), or if the
source is cited in the sentence, it would look like: Smith et al (2012).

One last note on sources, when a direct quote is used, always include author, date and
page number as part of the citation. If the quote if less than 40 words, use the double quote mark.
If the quote is 40+ words, indent the left side of the entire quote by 5 spaces. This is done under
the paragraph nugget in the section called indent, do not tab. You would not use quote marks,

but you will always use citation information. In other words, a direct quote that has 40+ words



SHORT TITLE OF PAPER IN ALL CAPS UP TO 50 CHARACTERS 5

should look different than your other quotes. You will start a new line and then indent the entire
quote .5 from the left and do not use quote marks. This will be found in the APA Manual under
section 6.03, page 71:
While all five of the body’s sensory organs contribute to motion sickness, excess
stimulation to the vestibular system within the inner ear (the body’s “balance center’’) has
been shown to be one of the primary reasons for this condition. Balance problems, or
vertigo, are caused by a conflict between what is seen and how the inner ear perceives it,

leading to confusion in the brain. (Tran and Frey, 2009, p. 1520)

References
References always appear in alphabetical order on their own page with the title of the

page centered and not bolded. See the next page for examples.
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If you always create your list in NoodleTools, you will be able to access it at any time
from on or off campus. This database is always up to date with the most current rules and has

help along the way as you create your resource list.
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Appendix

Each appendix appears on its own page.
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