
Directions for Copying/Pasting from My Access! (version 7.0) to 

MS Word® and MLA Formatting Tips

Copy/Paste Function:

1. Open both MS Word® and Safari (open your My Access! account).

2. In My Access!, make sure the essay you submitted is all single spaced and is 12 point font.
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Go to “My Portfolio” in My Access! and click on the “View My Tutor Feedback” icon  next to the essay you wish to copy. 

4.  Click on the link that says, “Print Essay.”

5. Scroll past the prompt and highlight your entire essay (highlight only the essay).

6. Go to the “Edit” menu and select “Copy.”

7. Go to MS Word and select “Paste.”

8. Follow steps for MLA formatting below.

(Note: if Safari is not working properly, you may log into Firefox and follow the same steps above.)

Tips for Formatting in MLA:

1. Go to “Edit” and “Select All” and then change the font size to 12 pt.

2. Go to “Format” and then “Paragraph” and change line spacing to “Double.”

3. Check to make sure the margins are all 1” by going to “Format” and then “Document.”  The “left” “right” “top” and “bottom” should say “1.0”.

4. Before adding the MLA heading, go to “View” and then “Header and Footer.” Align right, add your last name and a space, and then click on the # sign on the toolbar to insert page numbers automatically.  Click on “Close” on the toolbar when you have finished.

5. Next, add the proper heading (Your name, Teacher’s name, Class, Date) and check for all proper formatting.







