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Abstract
The word “Abstract” should be centered and typed in 12 point Times New Roman. Do not indent the first line of the abstract paragraph. All other Paragraphs in the paper should be indented. The abstract is a brief summary of the paper, allowing readers to quickly review the main points and purpose of the paper. The abstract should be between 150-250 words. Abbreviations and acronyms used in the paper should be defined in the abstract.
Paper’s Title (exactly as it looks on cover page)
Your introductory paragraphs go here. Note the preset hanging indent, one-inch margins, and only one space after a period or colon. Use a hanging indent, not tabs or the space bar. If you are having formatting issues, highlight this paragraph, click on the Format Painter (the little paintbrush) in the Home menu, and then highlight other paragraphs. The format painter will change the format to be the same as this paragraph.

Your font should be Times New Roman, 12 point. Don’t mix fonts, change font size, or use Italics or Underline in headings. Serif fonts (Arial) are used for the captions of diagrams or tables. APA does not label this first paragraph as Introduction. The first few paragraphs of your paper are assumed to be the intro.
This is a Level One Heading (Bold/Centered)

The major divisions of your paper should be in Level 1. Examples of level one headings are Discussion, Conclusion, and References.
This is a Level Two Heading (Bold – Left Justified)

Use level-two headings to break your paper up into its primary sections. Note that I use italics in the text for emphasis. Avoid Bold or Underline. Only put quotation marks around direct quotes (don’t use them for emphasis).

This is a level-three heading (Bold with hanging indent)
Level-three headings will break your paper up into subsections. Note that level three only capitalizes the first word in the heading, while level two capitalized all major words. It is rare to need Level-four or Level-five headings, but they do exist. Note that there are no spaces (line breaks) between paragraphs or sections.
Citations
APA uses the Name (Date) method of citation. This can be applied multiple ways (Bortle, 2010). Bortle (2010) suggests that you vary the way you use citations, rather than repeating the same method over and over. In 2010, Bortle demonstrated three different ways to use the Name, date citation format. All of the previous examples paraphrase what the cited author actually said. Paraphrasing is the most common form of citation, and does not require quotation marks or page numbers. You should use another author’s exact words rarely. Direct quotes are typically reserved for famous sayings, or for when the original author said something better than you ever could. A typical paper should not have more than one or two direct quotes. Bortle (2010) noted that “scholarly writing should not be a collection of direct quotes from other authors” (p.43). Direct quotes must include the author, date, and page or paragraph number in the cited reference; “Four score and seven years ago our fathers brought forth upon this continent a new nation” (Lincoln, 1863, p.1). Note that except in long quotes (below), the citation falls within the punctuation (before the period). 
Long quotes

A special category of direct quotation is the long quote. Long quotes are greater than 40 words, and are formatted differently.

Place direct quotations longer than 40 words in a free-standing block of typewritten lines, and omit quotation marks. Start the quotation on a new line, indented five spaces from the left margin. Type the entire quotation on the new margin, and indent the first line of any subsequent paragraph within the quotation five spaces from the new margin. Maintain double-spacing throughout. The parenthetical citation should come after the closing punctuation mark. (Wagner, et al, 2008. p. 1)
Conclusion

A typical paper has an introduction (here is what I am going to tell you), a body (the story), and a conclusion (here is what I told you). The conclusion should not include any new information. It is just a brief wrap up that allows the reader to focus on your primary message.
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