Installation Instructions

Drag the file "APA Style.dot" into the "Templates" folder to make the APA Style Template available when creating a new document.  The "Templates" folder location is provided in the following path for the "Normal" template of your system.  Disregard the word "Normal".  The material preceded by the last slash or colon is the "Templates" folder location.

Do a select all (ctrl- or command- A). Then, press F9 to reset the path to your computer below.
Macintosh HD:Desktop Folder:Microsoft Office 98:Templates:Normal
Using the APA Style Template

1. Start MS Word.

2. Under the "File" menu, select "New..."

3. Find the "APA Style" template icon.

4. Double click the "APA Style" template icon.

Following the above steps will cause a new document to be opened with APA formatting.  A dialog box will automatically open and ask for author, title, and other information.  Filling this dialog box in completely will allow the system to generate a correct title page and set you to the location where you can begin typing the body of your document.

Once you save the document, you can reopen it with all APA formatting and APA toolbars ready for your use.

Should you not be able to see the APA toolbars, you can make them visible by  selecting "Toolbars" from under the "View" menu and clicking on the desired toolbars when a document opened using the APA Style Template is active.

