
APA Guide

Your answer to each written assessment question should contain a minimum 200-word response. 

Make certain that all of your sources (including your textbook) are referenced at the end of the written response and that directly quoted information within your written response is cited to show the difference between your ideas and the exact words of your sources. 

Formatting the Document
Use 1" margins on all sides. 

Select Times New Roman typeface at 12-point font size. 

Double-space all lines of text, including quotations and references. Double-space only once between paragraphs. 

Align the text flush left. 

Quotations 41 words or longer should be in the block-quote format, and indented 1/2 inch. 

Indent the first line of each paragraph. Use the tab key for consistent indentations, but if that option is not available, indent 5-7 spaces or ½ inch. 

Title Page 

The following should be centered between the left and right margins and placed in the upper half of the page: 

Title of paper 

Double-space all elements on the title page. 

Place a running head flush left, a half-inch from the top of the page. It includes the words “running head” and an abbreviated title, and it should not exceed 50 characters. It should be in all uppercase letters at the top of the title page and all subsequent pages. (Running head: TITLE OF PAPER) 

The running head is placed in the header, which is accessed by clicking View > Header and Footer on the toolbar at the top of the document window. 

Begin numbering the document by inserting a 1 at the right margin of the header. By using features of the computer word-processing software to add this page number, subsequent pages will be numbered automatically. 

Headings

Headings can be used to divide a research paper into sections; all topics of equal importance should have the same level of headings throughout a paper. 

Two or possibly three levels of heading will be sufficient for a research paper. 

Level 1 headings are 

Centered and Boldface Font with Standard Title Capitalization
Please note: the title that appears on the first page of the paper is not considered a heading and is not typed in bold letters.

Level 2 headings are 

Flush Left with Boldface Font and Standard Title Capitalization
Level 3 headings are 

     Indented with boldface font, capitalization of only the first word and proper nouns, and a period at the end.
Text

Center the title on the first line of text, then double space, indent, and begin the content of the document. 

To avoid plagiarism, be certain to identify within the text any research information used as a basis for the writing content. This applies to paraphrased material, word-for-word direct quotations, and any facts and figures which are not common knowledge. 

Each source of information included on the reference list must have at least one corresponding in-text citation. 

A basic citation within text provides the author’s last name and the year of publication, in this manner: 

(Smith, 2009)

When citing a work with no identified author, use the first few words of the title. 

("Familiar Works," 2009) - article

(Unfamiliar Works, 2009) - book

In-text citations for direct quotations (the exact words from the original source) must always provide a page number, or if the material is not paginated, a section heading and/or paragraph number. 

(Smith, 2009, p. 13)
(Smith, 2009, para. 4)

A unique situation occurs when using material that was originally published elsewhere and then incorporated into one of the referenced works; this is known as a secondary source. The publication actually used by you is cited within parentheses, while the original work is named in the text. 

According to Jones (as cited in Smith, 2009), his conclusions...

Reference List

Each of the in-text citations will correspond with one of the entries on the reference list. 

The references used when responding to an assessment question can be listed three or four lines below the final sentence of the answer. 

For a research paper, begin the list of references at the top of a separate page after the concluding paragraph. On the first line of the new page, center the word 

References

Reference citations are listed alphabetically by the author’s last name. If no author is given for a work, the title becomes the first item in the reference citation and the citation is then alphabetized by the first significant word in that title. 

The References page is double-spaced. 

APA reference citations feature hanging indentation. The first line of a reference is begun at the left margin, while the second line and all subsequent lines in the reference are indented (standard tabbed indentation, 5-7 spaces, or ½"). 

The basic reference citation for a printed book is 

Smith, J. Q. (2009). How to learn APA formatting and
      ace your research paper. New York, NY: Acme Press.
The basic reference citation for a journal article located in an online subscription database is 

Smith, J. Q. (2009). APA insights. Journal of Online
      Instruction, 5(2), 12-13. doi: 10.1033.0727-8224.35.9.225
When no DOI (Digital Object Identifier) is assigned to an article from an online database, it is acceptable to reference the database source. 

Smith, J. Q. (2009). APA insights. Journal of Online
      Instruction, 5(2), 12-13. Retrieved from Academic OneFile.
The basic reference citation for a website includes the author's name, the year of publication on the Internet, the title of the webpage, and a retrieval statement with the URL for the information. 

Smith, J. Q. (2009). APA examples explained. Retrieved from http://writinghelp.com

A period does not follow the URL.

Web pages often lack an author or a year of publication. The title moves to the beginning of the reference citation, and (n.d.) is used in place of a date. 

APA examples explained. (n.d.). Retrieved from http://writinghelp.com

The in-text citation for this example would be

("APA examples," n.d.).

The retrieval date for information from the Internet is not used unless the material will be altered over time, such as a wiki. 

