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Formatting FAQs for Google Drive 

 

 

How do I insert a header? 

To insert a header, select “insert,” and scroll down to “header.” You can format a header  

using the same buttons you use to format the larger document. 

1 How do I insert a page number?  

To insert the page number, place your cursor where the page number should go (for all  

citation styles, the cursor should be in the header). Select “insert,” scroll down to “page  

number,” and select “top of page.” Do not try to manually type the number of the page on 

each page of the header. A header is formatted to be consistent throughout the entire 

paper. You must use the insert feature to correctly format page numbers. 

2 How do I insert a page break after my title page or before my 

bibliography/references page?  

To create a page break, place your cursor at the end of the last line of your page. Select 

“insert” and scroll down to “page break.” Begin typing on the next page. 

3 How do I create hanging indent? 

Google Docs does not have a hanging indent button yet. To create hanging indent, you 

have to place your cursor at the beginning of the second line, hit “enter” once, and then 

hit “tab.” If you have another line directly below the first that also needs to be hanging 

indent, place your cursor at the beginning of that line, and just hit enter. I do not count off 

if your bibliography does not use hanging indent, due to the fact that this feature still has 

not been properly implemented. 

 

 

You can find templates of properly formatted Google Docs for all citation styles using the links 

listed below. 

1 APA: http://tinyurl.com/8h5mkmn  

2 MLA: http://tinyurl.com/8lgyaaj  

3 Chicago style has less strict guidelines in terms of formatting, as these guidelines 

occasionally vary. See a sample paper here: 

http://owl.english.purdue.edu/owl/resource/717/02/. 

 

 

You can find detailed information for all formats using Purdue University’s Online Writing Lab. 

Find the link to the main page for each formatting style below. 

1 APA: http://owl.english.purdue.edu/owl/resource/560/1/ 

2 MLA: http://owl.english.purdue.edu/owl/resource/747/01/ 
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3 Chicago: http://owl.english.purdue.edu/owl/resource/717/01/ 

http://owl.english.purdue.edu/owl/resource/717/01/

