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Format
● Times New Roman - 12 points
● 1 inch left, right, top, bottom margins
● Title page
● Page numbers begin after the title page - top, right

(Last name before the page number is teacher 
preference and is the exception.)

● Footnotes instead of in-text citations
● Use Bibliography instead of Works Cited
● Double space entire report
● Single space footnotes - copy from Noodletools
● No title on the first page of the written report
● Quotations longer than 5 lines are in a separate 

paragraph



Title 
Double space

8 enters from 
top to title

8-10 enters 
from title to 
last group of 
lines

The lines at 
the bottom 
are teacher 
preference.

Your Name

Course Name

Date

Title



Title Page

● Double space
● Tap Enter key 8 times and type title
● Tap Enter key 10 times and type your name, teacher’s 

name and date
● Month, Date, year format: example: 

March 10, 2019
● Sometimes the school, class or teacher’s name is typed 

under the date (teacher’s preference)
● Note: At Presentation, some teachers will request the 

period after the class name: Computer Applications, P6
● Also, in college, some professors will require a section 

number.



Quotations
Short Quotations:  less than 5 lines
● Stay in paragraph
● Direct or indirect
● Must be footnoted.

Long Quotations:  more than 5 lines
● Single Space
● Indent ½ inch (one increase indent)
● One blank space before and after a long quote
● No quotation marks
● Use a footnote to cite source



Short and Long Quotations



Create Footnotes in Noodletools



Footnotes

Indent first 
line of 
footnote l/2 
inch

Footnote: 
Times New 
Roman 10



Footnote Format
● Times New Roman 10
● The first line is indented l/2 inch.
● If there is a second line, it is at the left margin
● Single space footnotes that are more than 1 line
● Double space between footnotes



Video on Inserting 
Footnotes in Docs 
on the iPad

https://docs.google.com/file/d/1OVV3MtM4fXOQBTFocpg3tP2lN-kg0_3L/preview


Create Footnotes in Noodletools



More about Footnotes
● The first time a source is used, 

○ use the  full footnote
● The second time the same source is used

○ use the shortened footnote:
surname, shortened title, page #

○ does not need to be in consecutive order
● Copy from Noodletools
● Be sure the footnote is Times New Roman 10



Footnote Examples

FULL VERSION:

            1Michael Twyman, Lithography 1800-1850 (London: Oxford 
University Press, 1970), 145.

SHORTENED VERSION

          2Twyman, Lithography, 145.

      



If there isn't a Page Number

Delete: [Page #]

If you leave this in 
the footnote and 
bibliography, it 
will be an obvious 
mistake!



Book Publication City is Needed

n.p. means the 
publication city is 

missing!

This is an error!

For books, you need a 
city

CORRECT FORMAT:

(Cincinnatti: South-Western 
Publishing, 2016)

Note: MLA didn't require the city but 
Chicago/Turabian does require it.

[Page #] is a 
mistake. 
Should there 
be a number? 
If not, delete 
this. If yes, add 
the number.



Citing the Same Source Repetitively
● Use the shortened footnote the second time a source is 

cited.
● When the same source is cited 3 or more times, use the last 

name and page number. It doesn't have to be 
consecutively.

          1Newton N. Minow and Craig L. LaMay, Inside the Presidential Debates: 
Their Improbable Past and Promising Future (Chicago: University of Chicago 
Press, 2008), 24-25.

                  2Minow and LaMay, Presidential Debates, 24-25.

                  3Minow, 24.

● If there isn't an author, use part of the title the third time a 
source is used.

● If it is an online source, there won't be a page number. Just 
use the author's last name or shortened title if there isn't an 
author.



● At the end of the last page, add a new blank page.
● Export the Bibliography from Noodletools.
● The sources are single spaced. 
● Double space after the title and each source.
● The first line starts at the left margin.
● The second line is indented automatically by 

Noodletools l/2 inch.



Bibliography Notes

● Bibliography is the last page of the report.
● In Noodletools - Export to Docs (or Word)
● Copy exactly from Noodletools - Hanging Indent

○ one blank space  after title
○ each citation is single spaced
○ one blank space after each citation
○ the second line of a source is indented .5”

● All of this happens automatically in Noodletools.
● Don’t change exported Noodletools format.
● City is used in the bibliography & footnote



When a Paragraph is Divided 
Between Two Pages

● There must be at least 

2 lines on each page.
● Do not leave one line 

of a paragraph at the 
top of a page. This is 
called an "orphan line".

● Do not leave one line 
of a paragraph at the 
bottom of a page. This 
is called a "widow line".

● Use Page Breaks to 
move lines.

 



When the last line of a paragraph is on the 
next page.

Notice how the last line of this 
paragraph is by itself on page 
2. 

Put a page break where you 
see the arrow. 

This will move one more line 
of the paragraph onto page 2.


