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Typing Your Research Paper With 
Google Docs is a free online program that allows users to create documents, spreadsheets and presentations online and share them with others for collaboration. It also allows you to create files and access them from any computer with Internet access without having to use a storage device like a usb drive. 

Step 1: Creating a Google Account & Signing Up with Google Docs
1. [image: image2.png]indows Internet Explorer

] <) )

3 hitps o google.com

Fie Bt Vew Favorkes Took Help @ convert + PRsclect

9 ooge [Fre Homal ) MoN.com €] Gt More Add-ons *

&

Favorkes | 5 8 amazon,com Onlne Shoppin... ™ New Snyrma Bzsch High ... £ Insgefl - Yearbock oo,

® v Page~ Sofety~ Took+ @~

5 Unttled document - Google Docs

samanthahmurray@gmail.com | Settings v | Sign out

Gmail Calendar Documents Photos Reader
Google docs  uniited document @ riate o ony me s & share |+
File Edit View Insert
A~ Flv Nomal text v Arial it~ B 7 UA- S m| = =
s CRREE N
Page setup s
Orientaton Margins .
[e]E
Paper Size
Page Color
@ et - ook -

Dane.

T Typng Y




[image: image3.png]Google - Windows Internet Explorer,

CGE) [ googe.coml & [%][x] [@ e search B

Fle Edt View Favortes Toos Help | x @coment -

e Favrtes Googl [ FreeHotmal ] Mticon £ Get More add-ons -

E R T

Yoo O

Web lImages Videos Maps News Shopping Gmail more v SamanthaHMurray@gmail.com | iGoogle | Settings v | Sign out
Books

Finance

Translate ol
00gle
Blogs

YouTube
Calendar
Photos Advanced Saach

Language Tools

Google Search ] [_I'm Feeling Lucky |
Reader

Sites
Groups

even more » Advertising Programs - Business Solutions - About Google

Make Google my homepage

@010 prvacy

@ et




In order to use Google Docs you will need to register for a Google account. Go to http://docs.google.com. You can also find google docs at any time by going to google, selecting the drop down menu under “more” at the top of the screen and choosing “documents”.  
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If you already have a g-mail account, just type in your email and password to sign in and SKIP TO STEP 2! Otherwise click on the Get Started button to sign up with Google Docs. You can use any e-mail account to create a login. (If you do not use a g-mail address, you will need to verify your email address you used to create the account by signing into it and clicking on the link that Google Docs sends you.)
3. If you prefer, you can set up a g-mail account for free at https://www.google.com/accounts/ . Once you have a g-mail account, just login using your e-mail and password. Now you are ready to start creating and sharing documents. 
Step 2: Creating a New Document 
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Click on New on the Menu bar and select which type of file you would like to create. For the purposes of this paper we will be using the Document option. 
2. Google Docs will open a new window that will allow you to create a word processed document. You then type on the screen just like you do in word! The tools at the top of the screen are all almost identical to the tools in word. Just like in Microsoft Word you can copy, paste, bold, underline, italicize, and many other editing options. 
Step 3: Typing Your Research Paper in MLA Format
1. Your paper must be in 12 point Times New Roman. If needed, change the font style to Times New Roman and the font size to 12 using the boxes at the top of the screen. 
2. Your paper must have 1” margins. Click “File” then click on “page setup”. Make sure all margins (top, bottom, left and right) are set to 1". 
3. NOTE- MLA format requires that you have page numbers in the upper corner. Google Docs does not currently have an easy way to include page numbers, so if you are using this program I am excusing you from this requirement. 

4. You must have your last name in the header. Click “Insert” and click on “Header.” Type your last name. Click on the icon with the lines that says “right justify” to align it to the right. 
5. Your paper must be double-spaced. Click “Format” then click on “Line Spacing” and select “2”. 
6. Google Docs automatically saves your paper periodically, but you should also remember to SAVE YOUR PAPER OFTEN. In order to save your document you just need to click on the Save button.  
7. You must have your title centered at the top of the page. Type your paper’s title (not your topic, a catchy title) on the first line under your header. Follow capitalization rules- capitalize every word in a title. Do not underline your title or make it larger than a 12 point font. Click on the "center justify" icon in the top toolbar- it looks like little lines. The title will move to the center of the line. Click at the end of the title and hit Enter/Return. Your cursor should be under the title in the center of the document. 

8. The paper itself must be aligned to the left. Click on the “left justify” button at the top of the page to return your alignment to normal.  

9. Every paragraph must be indented. At the beginning of each paragraph, hit the TAB key once. Your cursor will move in the required number of spaces for indentation. Write your paragraph. When you have completed a paragraph, hit Enter/Return only once. Your cursor should move down one line and to the left of the document. Hit the TAB key once and begin typing your next paragraph. 

10. Your sources must be correctly cited. Be sure that parenthetical documentation occurs before the end punctuation, but after any quote marks (Graham 24). “See the example” (Smith 12). If there is no author for your source, you use the title in your parenthetical documentation (“Short Title” 1). 
11. TYPE YOUR PAPER
Step 4: Revise and Spell Check 

1. READ YOUR PAPER TO CHECK FOR ERRORS! Make sure everything flows, is grammatically correct, etc. 

2. Check your spelling! Google docs automatically highlights the words it considers spelled incorrectly. If it isn’t, go to “View” and make sure “Show spelling suggestions” is selected. If you right click on an underlined word in your document, a menu will pop up with suggestions on the correct spelling of the word. Choose which is correct or type in a change on your own. Remember that spell check does NOT tell you if you have used the right word (example, it will not tell you that you have used the wrong version of there/their/they’re), so it is important to check for those errors yourself!
Step 5: Creating a New Document and Typing Your Works Cited in MLA Format
1. Your works cited must be on its own page. Click on New on the Menu bar and select which type of file you would like to create. For the purposes of this paper we will be using the Document option.
2. Your works cited must be in 12 point Times New Roman. If needed, change the font style to Times New Roman and the font size to 12 using the boxes at the top of the screen. 
3. Your works cited must have 1” margins. Click “File” then click on “page setting”. Make sure all margins (top, bottom, left and right) are set to 1". 
4. It must say Works Cited at the top of the page. Type Works Cited on the first line under your header. Follow capitalization rules- capitalize every word in a title. Do not underline your title or make it larger than a 12 point font. Click on the "center justify" icon in the top toolbar- it looks like little lines. The title will move to the center of the line. Click at the end of the title and hit Enter/Return twice. Your cursor should be under the title in the center of the document. Change your alignment so that it is aligned left. 
5. Alphabetize your sources according to the first words in the citation on your bibliography card. That is the order you will type them in on your works cited. 

6. Type your bibliography cards in alphabetical order, making sure to include all of the correct punctuation and underlining. Begin with the first entry at the far-left margin. Type in all relevant information for the entry using your bibliography card. If your entry is more than one line, don't worry, it will wrap to the next line and be double-spaced. Be sure to underline or italicize titles of books, periodicals, and web sites and put article and page titles in quotation marks. Double-check your punctuation. Hit enter at the end of each source so that your next source starts on a new line.
7. You must use hanging indents. Google Docs does not have an automatic format button for hanging indents, so you must create the indents manually. 
a. Go to the end of the first line of your first source.
b. Hit “Enter”

c. Hit “Tab” twice so that the line indents

d. Go to the end of the second line of your first source

e. Repeat steps at the end of each line until your sources look like the sample in your packet. 
8. Remember to save your document when you are done.
Step 6: Creating a New Document and Typing Your Cover Page 
1. Your cover page must be on its own page. Click on New on the Menu bar and select which type of file you would like to create. For the purposes of this paper we will be using the Document option.
2. Your title page must be in 14 point Times New Roman. If needed, change the font style to Times New Roman and the font size to 14 using the boxes at the top of the screen. 

3. Your title page must be normal spaced (not double spaced). Click “Format” then click on “Line Spacing” and select “1”.  

4. Your title page must be centered.  Click on the center justify icon at the top of the page. 

5. Type your cover page information following this order: 

a. Your title goes on line 17 on the page.  
b. By: your first and last name
c. Class: English I

d. English Teacher: Murray
e. Date: 
f. Word Count: and the number of words in your paper
Step 7: Creating a New Document and Typing Your Outline
1. Your outline must be on its own page. Click on New on the Menu bar and select which type of file you would like to create. For the purposes of this paper we will be using the Document option.
2. Your outline must be in 12 point Times New Roman. If needed, change the font style to Times New Roman and the font size to 12 using the boxes at the top of the screen. 
3. Your outline must have 1” margins. 
4. It must say your paper title at the top of the page. Hit enter once and type your title on the second line. Follow capitalization rules- capitalize every word in a title. Do not underline your title or make it larger than a 12 point font. Click on the "center justify" icon in the top toolbar- it looks like little lines. The title will move to the center of the line. Click at the end of the title and hit Enter/Return twice. Your cursor should be under the title in the center of the document. Change your alignment so that it is aligned left.

5. Type your thesis statement. Type the word “Thesis:” and after it type the single sentence thesis statement that is in your introduction. DO NOT type your whole introduction paragraph! When you are finished, hit enter twice.
6. Type your outline for your paper. Your outline should follow how you have written your paper. If you have a complete working outline, use that to start. Type a Roman Numeral by typing capital letter I or V……………….  I. II. III. IV. V, etc. 
7. Hit tab to indent your subtopics. 
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Step 8: Printing Your Documents (Paper, Outline, Title Page and Works Cited)
1. In Google Docs, your files are all saved on the home screen. Go back to the home page at http://docs.google.com, login if needed, and you should see a screen that lists your documents. 
2. Open the file you wish to print.

3. To print the document open it and click on the File button on the Menu bar and choose Print. 
4. Please Note: Do not use the Print option in your browser's File menu. This will print the entire web page and not just your document. This will mess up all of your formatting!

5. Repeat this process for each of your files and you are done!
OPTIONAL STEP:  Sharing Documents On-Line
You can share files with other google docs users from the home screen. Simply check the boxes next to the files you want to share and choose “share” at the top of the screen. A box will come up where you enter the person’s e-mail address. Enter their address under “Invite,” choose whether they can edit the file or just view the file, and click send. They will accept the invitation and be able to open the file when they access their google docs account! You can edit files at the same time, a useful thing for group projects!












