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 MicroSoft Office Word 2007 word processing sate.
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Using MS Word is the easiest way to comply witls thiuideline; just save your file using any “sawadlt(in
MS Word 2007 the default format will be .docx). IBaling are a few options:
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Click on the “save” icon.

If using any other word processor (e.g., older io&s of Word, MicroSoft Works, OpenOffice Writetce, try

to save the document in Word (.DOC or .DOCX)
modified in MS Word when graded by the eProf.
using alternate word processing software.)

oh iext (RTF) format so that it can be read and
(OfhEIl tutorials provide detailed instructions for

First select the text you want to format by highting it in one of the following ways:

Click at the beginning of the text and drag
down the left mouse button).

Click at the beginning of the text, let go of

youms®to the bottom of the text (while holding

theuse button, scroll to the bottom of the text and

then, holding down the SHIFT key, click at the efdhe text.

Holding down the CTRL key, hit the

letter “a” on your keyboard to select
ALL the text in your document.

With text highlighted, use the “Font” sectior
of the toolbar (the “Home” tab) to select
“Times New Roman” font, “12” size, and
black font color ...

Click your right mouse button, then click on
“Font” and select “Times New Roman” for
the font, “Regular” for the font style, “12”
for the size, and “Automatic” for the font
color. Click OK at the bottom when finished.
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Select text to be double spaced (see point 1| = | i “”“e‘”ew‘“’m:‘ 2 S AM »
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“Paragraph” formatting box.

To indent the first line of every paragraph, clibke down
arrow under “Special” and select “First Line” (iease or
decrease the indentation value “By” using the udawn

arrow as desired).

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

Click OK to confirm values and close the formatthax.
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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 tigor
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Formatting
To turn on the Track Changes tool (or to turn if v Track formatting
off if it's already on), hold down CTRL and Formatiing: | (none) v | cor: [
SHIFT while typing the letter “e” on your Balloons

keyboard.

Use Balloons {Print and Web Layout): IOnI\,r for comments/formatting v |

Insert comments in the margins by clicking REETEd Ty | =] v [ocres Ell
“New Comments” on the “Review” tab on the  teran: [Righe [
t00|bar_ [V Show lines connecting to text
Paper orientation in printing: IPreser\re Ll
OK I Cancel |
- 3 A 5 - Sy - - = X
"Eﬂ _. a "j ¥\ Faults of Israel - sampledoc [Cygpatibility Mode] - 1
— Home Insert P! ge layout  References  Mailings | | Review | View  Add-Ins L2
'p] s =" R w — X
L» U Research E‘j‘ ¥ > | 3 -5 Q} . _ﬂ i
2 . 2| B
& Thesaurus @ A = <« -
Spelling & a‘i Translote ﬁ New " Tracking| Accept ..} Compare  Protect
Grammar Comment - v : - Document ~
Proofing Compfhients Changes Protect
| Tnreadnrtian I ;

The “Review” tab also offers many other editinglso@.g., spelling and grammar checker) and options
accept or discard suggestions someone adds tagouments. The more you use it, the more proficient
you will become.



