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Abstract
An abstract is not required in an APA research paper but your instructor may want it included.  Consult with your instructor.  If an abstract is included, it is done in block paragraph format (just like this paragraph).  Your abstract should be approximately 150-250 words in length.  An abstract should cover the purpose and content of the paper.  It should not include any information that is not included in the body of the paper.  It should be conveyed in a reporting manner, not an opinion or evaluating manner.  It should be clearly and concisely stated.  Try to include keywords that are used in the body of the paper.


Title of Paper, Full Title Is Placed Here: Capitalize Significant Words
[bookmark: _GoBack]	Begin typing the body of the paper here.  Indent one tab stop for each paragraph.  Place two spaces after punctuation marks at the end of a sentence.  Your paragraphs should include at least 2 sentences, however, more is better.  Be sure to use consistent verb tenses in your writing.  Past tense (McKee in 2012 demonstrated) or present perfect (Young and Blue (2013) have shown in their research that…) are preferable to use.  The conclusion of the paper can be written in present tense so that you engage the reader to consider the conclusions with the text. Use active verbs as much as possible. 
	This is a template that you can use to write your paper. It has been formatted with the correct margins, double spacing, centering, headings, etc., per APA. Simply highlight, type over or delete sections of the included paper. It is all provided to visualize the final deliverable. 
	You may be asking why the university requires a students use the APA writing style.  Carpenter and Anderson (2012) say that APA format provides a standard for how a document should look.  “APA gives students models or examples for creating their papers, and also provides professors with a structure for grading papers” (Carpenter & Anderson, 2012, p. 80). 
APA instructions for in-text citation help students avoid plagiarism, and having an APA reference allows a reader to locate a source quickly (Butler, 2010).  
Level One APA Heading
	To transform a line of text into a level one heading, click on Heading 1 in Microsoft Word’s Style area of the Home ribbon.  APA specifies how an author can create up to five levels of headings in a paper, but most student papers use only one or two levels.  Section headings help the reader identify where they are in the paper, in the same way that a road sign helps a driver determine her location.  Wilson (2011) analyzed the section headings on 378 undergraduate papers, and determined section headings can reliably be used to by a reader to outline a writer’s thoughts (pp. 37-38). 
Level Two APA Heading
	When you have a level two heading in APA, use the Heading 2 Style in Word.  The level two headings are aligned to the left, with all of the major words capitalized.  Headings created with this template are formatted to be in bold, Times New Roman 12 point font.  However, if you do not use this template, the headings may be in a larger blue Cambria font that will require extensive correction. 
APA documents should be submitted in black and white.  Text colors such as blue, red or green should not be used if the paper is to comply with APA specifications (Moore et al., 2011).  If you paste web addresses into your paper, Word may make the address into an active link with blue underlining.  This blue underlining can be removed by left clicking and selecting “Remove hyperlink.”
Another Level Two Heading
	Headings created in Word can be used to automatically create a table of contents.  A table of contents is normally not used in a typical short paper, but are often required for theses or capstone projects.  The option for generating a table of contents is found on the extreme left of Word’s “References” ribbon (Lytle, 2013).  
Level three APA heading.
 When you have a level three heading in your paper, you should start your new paragraph right after the period.  To accomplish this, click on the paragraph symbol (¶) in the Paragraph section of Word’s Home ribbon.  This will display all the formatting characters that are usually hidden.  Highlight the paragraph symbol.  Then go to the Home ribbon, Font area.  Click on the arrow to expand that area.  Check mark the option for Hidden.  Click OK.  Now, hit the enter key to start a new line, but do not indent.  Start typing your paragraph.  Then click on the paragraph symbol (¶) in the Paragraph area of the Home Word ribbon.  This will remove the hidden characters from your paper.  Your two lines should sweetly join together.  You may need to add an additional space so that there are two spaces after the period. 
Another level three APA heading.  
You can use Heading 3 of Word Styles for this heading level.  Most of the kinds of papers that you will be writing for your classes will only need APA Levels One and Two.  Should your paper need more, level three is demonstrated here and levels four and five are demonstrated in the APA 6e Guide, available from http://www2.indwes.edu/ocls/APA/APA6eGuide.pdf. 
Another Level One APA Heading
	Often you will have to submit several papers during one course.  The feedback on the first paper can be invaluable as you create additional papers (Butler, 2010).  Butler (2010) suggests you incorporate this feedback when you craft subsequent papers.  Butler also recommends that students save copies of your graded papers on a USB drive, so that they will have a portfolio of their graded work after access to Learning Studio disappears.
For those who want to know more about APA, Dombek-Smith (2011) created an annotated bibliography which lists APA tutorials and instructional materials.  The evaluation of each item provides the intended audience and cost.  Dombek-Smith described one source in glowing terms: “the APA 6e Guide is the most current printable APA handbook available to university students, and can be obtained for free on the OCLS website”  (p. 305).  
<<At the end of the body of your paper, insert a Page Break (Insert, Page Break.).>>


References
<<Begin first reference entry here.  Allow word wrapping.  Enter for new entry. Alphabetize all entries by whatever is the first word on the left hand margin.>>
<<These are made up citations, used as examples only!>>
Butler, D. (2010). It takes time getting legitimate sources for research papers. In J. A. Bell & L. L. Luesing (Eds.), The art of good research (3rd ed., pp. 1256-1299). New York, NY: Harper & Row. 
Carpenter, C. A., & Anderson, A. B. (2012). The thrill of writing an amazing paper. Journal of Excellent Writing, 56(3), 69–89. http://dx.doi.org/10.1289.jew.34567
Dombek-Smith, B. L. (2011). How to write with flow and tone in APA. Indianapolis, IN: University Press. 
Lytle, R. N. (2013). Writing academically: It is easier than you think. Journal of Writing for College, 6(2), 102–106. http://dx.doi.org/10.1070.jwc.123456d
Moore, C., Ullom, S., Summers, J. C., Anderson, B. X., Colaw, M., Brown, S. J. . . . Tryon, R. (2011). Why using a writing style provides consistency and structure to a college level paper. Journal of Excellent Writing, 55(4), 100-116. http://dx.doi.org/10.1289.jew.891011
Wilson, E. O. (2011). Writing to convey meaning and context. Retrieved from http://www.ebrary.com


