PLI Tutorial Series

Paper Submittal Guidelines
How to Format Written Assignments

All PLI courses follow the same paper submittaldglines,
so it's important to understand how to comply wiliese guidelines.
The following step-by-step instructions are desthteebe used with
the OpenOffice Writer (3.2) word processing softsvar
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Select text to be double spaced (see point 1 apoghj-click, and select “Paragraph™ left-click
“Format” from the toolbar at the top of the screenl then select “Paragraph.”

To indent the first line of every paragraph, clibk
arrow in the field to the right of “First Line” (arease

or decrease the indentation value by using therup o

down arrow as desired).

To set line spacing, click the down arrow undemé.i
spacing” and select “Double.”

Click OK to confirm values and close the
formatting box.
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footer to every page of your document;

Click in the footer (one-line tall box) at the
bottom of page 2, and type your last name.

With cursor one space past your last name,syl'{
the “Insert” tab on the toolbar again, but thi 3

time select “Fields” and then click on “Page
Number.”

While still in the footer section, click on the

button of your choice to format the footer to,”]-

print on the left, middle, or right side of the
page.
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Select quotation text (see earlier instructions for

selecting text), right-click, and select
“Paragraph’or left-click “Format” from the

toolbar at the top of the screen and then select

“Paragraph.”

Use the up and down arrows to set the amoun
of indent for the left side (“before text”) and

right side too, if desired (“After text”). You may

also want to set the “Special” indent at “(none)
for quotation text.

Click OK at the bottom to set the indents and
close the formatting box.
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Place your identifying information somewhere onfirg page of your written assignment—top, bottom,
or center of page, right-, left-, or center-justifi Following are examples:

John Smith
PL510: Writing Skills Development
October 18, 2007
Paper 5 — Persuasive Essay
eProf Linda Oelze
John Smith
PL510: Writing Skills Development
October 18, 2007
Paper 5 — Persuasive Essay
eProf Linda Oelze

John Smith
PL510: Writing Skills Development
October 18, 2007
Paper 5 — Persuasive Essay
eProf Linda Oelze

Be sure to include your Last Name with the pagelmmisee previous page numbering instructiond)eat t
bottom of all but the title page.

If any course eProf requests specific format fentifying information on written assignments, those
instructions supercede what'’s written in this tiaor



