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Introduction
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Format Your Paper Download and use the editable templates for student papers below: Title page including Title, Author, University and Department, Class, Instructor, and Date Body (including introduction, literature review or background, discussion, and conclusion) References Appendices (including tables & figures) Margins & Page Numbers
(sections 2.22-2.24) 1 inch at top, bottom, and both sides Left aligned paragraphs and leave the right edge ragged (not "right justified") Indent first line of each paragraph 1/2 inch from left margin Use page numbers, including on the title page, 1/2 inch from top and flush with right margin Text Format (section 2.19) Use one of these highly readable
fonts: Times New Roman, 12 point Calibri, 11 point Arial, 11 point Lucinda Sans Unicode, 10 point Georgia, 11 point Double-space and align text to the left Use active voice Don't overuse technical jargon No periods after a web address or DOI in the References list. Tables and Figures In-Text (chapter 7) Label tables and figures numerically (ex. Table
1) Give each table column a heading and use separating lines only when necessary Design the table and figure so that it can be understood on its own, i.e. it does not require reference to the surrounding text to understand it Notes go below tables and figures Title Page (section 2.3) Include the title, your name, the class name, and the college's name
Title should be 12 words or less and summarize the paper's main idea No periods or abbreviations Do not italicize or underline No quotation marks, all capital letters, or bold Center horizontally in upper half of the page Body (section 2.11) Align the text to the left with a 1/2-inch left indent on the first line Double-space As long as there is no Abstract,
at the top of the first page, type the title of the paper, centered, in bold, and in Sentence Case Capitalization Usually, include sections like these: introduction, literature review or background, discussion, and conclusion -- but the specific organization will depend on the paper type Spell out long organization names and add the abbreviation in
parenthesis, then just use the abbreviation Spell out numbers one through nine and use a number for 10 or more Use a number for units of measurement, in tables, to represent statistical or math functions, and dates or times Headings (section 2.26-2.27) Level 1: Center, bold, Title Case Level 2: Align left, bold, Title Case Level 3: Alight left, bold
italics, Title Case Level 4: Indented 1/2", bold, Title Case, end with a period. Follow with text. Level 5: Indented 1/2", bold italics, Title Case, end with a period. Follow with text. Quotations (sections 8.26-8.33) Include short quotations (40 words or less) in-text with quotation marks For quotes more than 40 words, indent the entire quote a half inch
from the left margin and double-space it with no quotation marks When quoting two or more paragraphs from an original source, indent the first line of each paragraph a half inch from the left margin Use ellipsis (...) when omitting sections from a quote and use four periods (....) if omitting the end section of a quote References (section 2.12) Begins
on a new page following the text of your paper and includes complete citations for the resources you've used in your writing. References should be centered and bolded at the top of a new page Double-space and use hanging indents (where the first line is on the left margin and the following lines are indented a half inch from the left) List authors' last
name first followed by the first and middle initials (ex. Skinner, B. F.) Alphabetize the list by the first author's last name of of each citation (see sections 9.44-9.49) Capitalize only the first word, the first after a colon or em dash, and proper nouns Don't capitalize the second word of a hyphenated compound No quotation marks around titles of articles
Appendices with Tables, Figures, & Illustrations (section 2.14, and chapter 7) Include appendices only to help the reader understand, evaluate, or replicate the study or argument Put each appendix on a separate page and align left For text, do not indent the first paragraph, but do indent the rest If you have only one appendix, label it "Appendix" If
you have two or more appendices, label them "Appendix A", "Appendix B" and so forth as they appear in the body of your paper Label tables and figures numerically (ex. Table 1, or Table B1 and Table B2 if Appendix B has two tables) and describe them within the text of the appendix Give each table column a heading and use separating lines only
when necessary Notes go below tables and figures (see samples on p. 210-226) Annotated Bibliography Check with your professor for the length of the annotation and which elements you should evaluate. These elements are optional, if your professor or field requires them, but they are not required for student papers: Abstract (section 2.9) Abstract
gets its own page Center "Abstract" heading and do not indent the first line of the text Summarize the main points and purpose of the paper in 150-250 words maximum Define abbreviations and acronyms used in the paper Running Head (section 2.8) Shorten title to 50 characters or less (counting spaces and punctuation) for the running head In the
top margin, the running head is aligned left, with the page number aligned on the right On every page, put (without the brackets): [SHORTENED TITLE OF YOUR PAPER IN ALL CAPS] [page number] More questions? Check out the authoritative source: APA style blog For direct quotes of less than 40 words, incorporate them into the text and enclose
the quote with double quotation marks, e.g. Narrative quote (where the authors are named in your sentence): Webber (2018) concludes that “addressing the issue of school dropout not only affects the education system, but may also serve as a prevention effort for the welfare, mental health, and corrections systems” (p. 82). Parenthetical quote
(where the citation details are presented in parentheses following the quote): "Addressing the issue of school dropout not only affects the education system, but may also serve as a prevention effort for the welfare, mental health, and corrections systems" (Webber, 2018, p. 82). For direct quotes of 40 or more words start on a new line and indent the
whole block ~1cm from the left, do not add any additional space before or after the quote. The entire quote should be double-spaced. Quotation marks are not required e.g.: Others have contradicted this view, suggesting: These overload issues can reach across the lifespan and affect individuals in many ways. As related issues continue to emerge,
counselors will need to be aware of potential mental health problems stemming from technology overload and continue to research and develop the skills needed for effective interventions. In the digital age, these capabilities will be crucial in helping clients regain and maintain a healthy balance of life, work, and technology. (Scott et al., 2017, p.
605) *NOTE: Use paragraph numbers if no page numbers are available. Ellipses '...' and Quotes It is common when writing to use an ellipsis (3 fullstops in a row '...") to indicate where words have been omitted from a sentence. This is not permitted in quotes in APA: 'Regardless of quotation length, do not insert an ellipsis at the beginning and/or end
of a quotation unless the original source includes an ellipsis" (APA, 2020, p. 271). This Guide makes use of ellipses in some paraphrasing examples due to limited space. To avoid confusion we have removed them from all quote examples. Three or fewer? If you have list of three or fewer items, you must keep them within the paragraph. Ex: "The
participant’s three choices were (a) working with another participant, (b) working with a team, and (c) working alone..” Set the elements with a series of lowercase letters in parentheses. Three or more? In this case, you can keep these items within a sentence or paragraph, or you can separate them out into a list and capitalize and punctuate each
item as if it were a complete sentence. Separate each item in the list with a lower-case letter and a period, for example: a. Example 1 b. Example 2 c. Example 3 Bullets or numbers? Use numbers for an ordered list. Use bullets for a list where the items do not need to be in a specific order. See pages 189-191 of the manual for more information.
Customer Reviews, including Product Star Ratings help customers to learn more about the product and decide whether it is the right product for them. To calculate the overall star rating and percentage breakdown by star, we dona€™t use a simple average. Instead, our system considers things like how recent a review is and if the reviewer bought
the item on Amazon. It also analyzed reviews to verify trustworthiness. Learn more how customers reviews work on Amazon If a title page is required for your assignment, follow these steps: Place your cursor at the top of the first page Hit Enter on the keyboard 4 times Type your title's paper using these rules: Capitalize the first letter of all
important words (but not words like a, the, of, etc.) Title may be up to 2 lines (Main Title on First Line: Subtitle on Second) Title should be no more than 12 words Title should contain no abbreviations (spell out United States of America instead of using U.S.A.) Title should contain no unnecessary words Title font should be bold, and centered on page
Press ENTER twice, then type your full name (with middle initial if you want to include it) Press ENTER, then type Central Penn College Press ENTER, then type the course name and number this assignment is for Press ENTER, type the Instructor's name - check with them for their preferred form Press ENTER, type the due date in month, date, year
format 1. Type the title of your paper as it appears on the title page - bold font, title case, and centered 2. On the first line of your paragraph, click the left align button to move your cursor back to the left margin 3. Begin writing your paper. Once you have a few lines done, highlight the lines you've written (do NOT include the title), then click the
Paragraph Formatting button 4. Under Indentation: Special, choose First Line. The default indentation is 0.5", which is correct Your References should begin at the top of a new page immediately after your essay has ended. 1. Type in bold font and center the title: References 2. Press enter, then select the left align button to move your cursor to the
left margin 3. Write (or paste) all of your citations. Each citation should begin on a new line. Double line spacing, like the rest of your paper. Do not add any extra spaces between citations. 4. Highlight all of your citations, then click the Sort button in the Paragraph section of the menu. The defaults are correct to sort alphabetically. Click OK. [The sort
option is not available in Word online, open your document in the desktop app or manually copy and paste your citations in alphabetical order.] 5. Highlight all of your citations, then select Paragraph options. Under Indentation: Special, select Hanging. The default setting is 0.5", which is correct. Click OK.
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