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Course Overview

The Word 2007: References 204 Seminar is intended to cover most of the options
available on the References tab on the Ribbon. The References tab appears as follows:

References
[Zp Add Text ~ [y Insert Endnote = 3) Manage Sources il = Insert Table of Figures : =] Insert Index =) &
== _T’ Update Table Ag Mext Footnote - —j« L..é Style: APA w2 j Update Table ﬂ-.# pdate Index ll‘ﬂl’
Table of Insert . Insert - Insert Mark Mark
Contents ~ Footnote Show Motes Citation = @ Bibliography ~ Caption L Cross-reference Entry Citation
Table of Contents Footnotes (F Citations & Bibliography Captions Index Table of Authorities
The topics covered in this course are:
3 Footnotes and Endnotes
3 Captions
3 Cross References
3 Table of Contents
3 Table of Figures
3 Insert an Index
3 Create a Bibliography
Ver. 2009.10.27 Page 2 pstrain@uakron.edu
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Conventions Used in This Manual

In each lesson, there can be:

A list of topics

A general discussion of the lesson topics
A review of several topics

One or more exercises

One or more tips

One or more notes

A topic heading is denoted by the Steps graphic, if a list of general Steps is
given. Back at your desk, you may refer to these Steps as a basic outline of
what to do.

An Exercise heading is denoted by the Runner graphic. These classroom
exercises provide practice and more detailed information about the topic(s)
being covered.

Tipi opena A Tip box is available to offer a helpful hint or a caution about the topic that is
File . .
The shortcut  D€INQ reviewed.
CTRKE O will
display the
Open dialog
Note: A Note provides supplementary information about the current topic
Ver. 2009.10.27 Page 3 pstrain@uakron.edu
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Lesson 1: Footnotes and Endnotes

Per Microsoft Help Footnotes and Endnotes are used in printed documents to explain,
comment on or to provide references for text in a document.

Footnotes are defined as follows:

A footnote is used in printed documents to explain, comment on, or
provide reference for text in a document. Footnotes corresponding notes
are found at the bottom of a page with the referenced text.

Endnotes are defined as follows:

An endnote is used in printed documents to explain, comment on, or
provide references for text in a document. Endnotes corresponding notes
are found at the end of the document.

Note Reference Mark is defined as follows:

A note reference mark is the notation in the documentation that is used to
refer a reader to the footnote or endnote.

On the Insert tab, the galleries include itemgAfhat are designed to coordinate with the overall look of
your document. You can use these gallepis to insert tables, headers, footers, lists, cover pages, and

other document building blocks ke
with your current document |0

you create pictures, charts, or diagrams, they also coordinate

Ver. 2009.10.27 Page 4 pstrain@uakron.edu
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Create a Footnote ~ Q¢

1. In Print Layout view, click where you want the note reference mark to be.

AB'
2. Click on the Insert Footnote rwe=s button on the References tab.

3.  Word automatically inserts the note reference mark and puts the cursor at the
bottom of the page.

LIPS L WIS, O T O LIS Fuill JpPTLI Y L SL LY. |

Tochange-the-overalllook: of your-document,- choo

changethe-looks-available-in-the-Quick-5Style-galler

4.  Enter the footnote text.
5. To edit footnotes, simply go to the note and edit the text.

6. You can see what the footnote is by resting the cursor over the reference mark.

On-the-Inserttab,-the-galleries-include-items-that-are-designed- to-coordinate- with- the- overall-look: of-
your-document.- You-can-use- th allerles-to insert-tables,-headers,-footers,-lists,-cover-pages,-and-

other-document- building: blo e-pictures, charts,-or-diagrams, they- also-coordinate-
with-your-current-document- look.29

7. To adjust the formatting of the footnote, such as changing from numbers (1, 2, 3,
4, etc) to letters (A, B, C, etc) click on the Footnotes dialogue box launcher.

_pijInsert Endnote

ﬁg Mext Footnote -
Insert

Footnote :l Show Motes
Footnotes @

Ver. 2009.10.27 Page 5 pstrain@uakron.edu
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8. The Footnote and Endnote box:

Footnote and Endnote e

Location
¢ Fooinotes::  [Bottom of page =]
" Endnaokes: IEnd of docunnent j

at

Mumber Format: |1, Z,3 .

=
Custom mark: I Symbal. .. |
Start at: |1 E‘

Mumbering: ICDntinuous j

Apply changes ko: Iwhole docurnent j

Insert I Cancel | Emply |

9. Use the Format section to make adjustments.

10. If you are making the changes after you have created all the footnotes, use the
Apply changes to field to apply the changes to the whole document.

11. Click on the Apply button.

Ver. 2009.10.27 Page 6 pstrain@uakron.edu
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Create an Endnote

1.

In Print Layout view, click where you want the note reference mark to be.

Click on the Insert Endnote “tifnseftEndnate b ion on the References tab.

Word automatically inserts the note reference mark and puts the cursor at the

end of the document. Type the endnote.

To adjust the formatting of the endnote, such as changing from numbers (i, ii, iii,
etc) to letters (A, B, C, etc) click on the Footnotes dialogue box launcher.

Uiy Insert Endnote

Ag Mext Footnote ~
Insert

Footnote EI Show Motes
Footnotes

The Footnote and Endnote box:

Lacation
" Footnotes: IBottcum of page j
' Endnctes: IEnd of document; j

armat

Murmber Format:
Zuskomn mark:

Start ak:

Mumbering:

hanges

apply changes ko: |Whnle docurnenk j

Insert I Cancel | Apply |

6. Use the Format section to make adjustments.
7. If you are making the changes after you have created all the endnotes, use the
Apply changes to field to apply the changes to the whole document.
8. Click on the Apply button.
Ver. 2009.10.27 Page 7
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Lesson 2: Captions

Per Microsoft Help, a Captioni s a number ed | abethafyowscanattd as A Fi
to a table, figure, equation, or other item. Word keeps track of the captions and as you
insert new captions, and the appropriate numbers will be inserted.

For example:

Ohio * U.S.A.

Ver. 2009.10.27 Page 8 pstrain@uakron.edu
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Create a New Caption QOO?

1. Select the object that you want to add a caption to.

SeleCTeEd TEXTTIOM TNE WLICK STyIes gallery on e
the other controls on the Home tab. Most contre
theme ar using (:-[t'furmat that you specify directly
C } O

-

I
¢

2 w
Y .o

Tochange the overall look of your document, ch

E

Insert
2. Click on the Insert Caption cetienputton on the Reference tab.

Caption:

|Figl.|re 1

Opkions

Label:

IFigure

Paosition: IBE|DW selected item

™ Exclude label from caption

=
[

Mew Label. .. | elete Label | Mumbering. .. |
AukoCaption, .. | Ok I Zancel |

3. If you are going to add the label of Equation, Figure or Table, you can select the
option from the Label drop down.

4. If you want to change the location of the label, from the default of below the
selected item, use the Position drop down to make a selection.

Ver. 2009.10.27
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5. To create a custom label, click on the New Label button.

Label:

(n] 4 I Cancel |

Add the text and click on the OK button.

6. Click on the OK button to return to the document.

L B L L L R T e LYy

theme ar using a format that you specify directly.

Ohio * U.S.A.

Figure 1|

Tochange the overall look of your document, cho

7. If you insert a new caption, Word will automatically update the caption numbers,
if necessary.

Ver. 2009.10.27 Page 10 pstrain@uakron.edu
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Lesson 3: Cross References

A Cross-Reference is a location in the document that refers to another location in the
same document . Many times you will 3femmresomet h
i nformation. 0

You can create cross-references to items such as bookmarks, headings, captions,
footnotes, endnotes and more. The item that you are cross referencing must already
exist in the document.

Insert a Cross-reference Q&O

1. The item that you are creating the cross-reference to must already be created,
for example, a bookmark. For more information about creating bookmarks, see
the manual, Word 2007: Objects 202.

2. You will want to enter the text that leads up to the actual link (cross-reference).
For example, AFor more information, seeo

3. On the Reference tab on the Ribbon, click on the Cross-reference

'] Cross-reference

button.

Reference type: Insert reference to:

Mﬂ IParagraph number j Tip T Bookmark

¥ Insert as hyperlink [ Include above/below To create a

™ Separate numbers with I— bOOkmar_k’ select

Far which numbered item: the location and go

= to the Insert tab and

click on the

Bookmark button in
the Links group.

[

Inserk Cancel |

L]

Ver. 2009.10.27 Page 11 pstrain@uakron.edu
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4. Inthe Reference type field, use the drop down to select what you are
referencing.

Reference type:

Figure -
Bookmark "
Fooknoke i
Endnoke

Equation
Table i

5. After you make a selection, the bottom will adjust and present a list of choices
based on the reference type. Make a selection in the For which frame.

Reference type: Insert reference kao:
IFigure j

¥ Insert as hypetlink [T Include sbovelb

[T Separate numbers with I

For which caption:

et [

Figure 2

=
Inserk I Cancel |

6. Click on the Insert button.

7. Click on the Close button.

SeeFigure19

Figure 1 was automatically inserted into the document. This is now a hyperlink.

Note: Cross-references update automatically, therefore, if the pages adjust, the
references will adjust as well.

Ver. 2009.10.27 Page 12 pstrain@uakron.edu
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Lesson 4: Table of Contents

A Table of Contents allows you to automatically create a listing of headings in the
document with associated page numbers. This listing of headings and page numbers
serve as links to the page the heading can be found.

In order to accomplish this, heading styles are used (Heading 1, Heading 2, etc). Once
the table is created, changes can be made quickly with a simple right click of the
mouse.

Chapter- 21] < Style: Heading 1

1
Thiz-would-he-chapter-2-in-the-manual -9
1

"Sub-Heading- 11— |
Thiz-would-be-the-section-under-the-first-sub-heading

Style: Heading

E I I |

Style: Heading

"Sub-Heading- 209 |
Thiz-would-he-the-section-under-the-second-sub-heading
1

T
1

The resulting table of contents from the above example:

Heading 1
Table-of C‘untentsh{
1

Chapterl . SRRSO |
Chapter2 . SRRSO £ |
Sub-Heading-1 ... R TP £ |
Sub-Heading-2 ... TH £ )
Chapter3 e e 49
Sub-Heading=1 . . R 49
Heading 2 | __gub-Heading:2 ... ... o 49
Sub-Heading=3 L 5|

LIl

Ver. 2009.10.27 Page 13 pstrain@uakron.edu
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ISR
f

Create a Table of Contents (Manual) ro g

4’.

Before you can create a table of contents in Word, you need to have your document

well organized with Styles. For more information about Styles, see Word 2007: Creating
Documents 102.

1. Place the insertion point in the document where you want the table of contents to
be inserted. If you want the title, fiTable of Contentsotype and format as desired.

2. On the References tab on the Ribbon, click on the Table of Contents button.

Table of
Contents =

Built-In
[ Automatic Table 1

Contents

Heading 1 1
Heading 2 1
Heading 3 1

Automatic Table 2

Table of Contents

Heading 1 1
Heading 2 1
Heading 3 1

Manual Table
Tip I Styles
Styles can be

Table of Contents

Typechapter B el 1) ... c i i i e s s e s s s s e s i .
Tygie: chapter title (18wl 2 .oo.... .2 found in the
Type chapter title (level 31 ... 3 Styles Group
Ty chapber b (el 1] e A
on the Home
5]  Insert Table of Contents... tab of the
L:.\ Remaove Table of Contents Ribbon.
Ver. 2009.10.27 Page 14 pstrain@uakron.edu
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3. Select the option, at the bottom, Insert Table of Contents.

Index |} : | Table of Figures | Table of Authorities |

Prink Preview Web Preview
Heading 1. 1 ﬂ Heading 1 ﬂ
Heading 2 .o 3 Heading 2
Heading 3.....oovoreccieneeeaas 5 Heading 3
| Ad|
[+ Show page numbers ¥ Use hyperlinks instead of page numbers
[+ Right align page numbers
Tab leader: I ....... j

General

Formats: IFrom template hd l
Show levels: |3 5‘

Options... | Modify. .. |
oK I Cancel |

4. The defaults for Show page numbers, Right align page numbers, and Tab
leader all work well for a table of contents, but can also be changed.

5. Click on the Options button.

Table of Contents Options e
TOC lewvel:
-
Envelope Address I
¥ Heading 1 |1
¥  Heading 2 |2
¥  Heading 3 |3
Heading 4 I
Heading 5 I _I
-

v Qutline levels
[ Table entry fislds

Reseal | Ok I |

In the Available styles list, you will see the styles available in this document.
Therefore, if you created custom styles for your headings, you will need to scroll
down to find them.

™
i1}
=)
2
o

Ver. 2009.10.27 Page 15 pstrain@uakron.edu
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6. Locate the styles that you have applied in the document. In the TOC level
column, enter a number from 1-9 (the number of built in heading styles). This

number will result in the indent of the entry. For example:

Table-of-ContentsY
Chapterl:-This-is-a-Main-TOPIC uuveeererieieirememrmememr e T 21
A
SUBHEAAINE N 29
i *
Level 1 Level 2
7.  Click on the OK button.
Index ! - | Table of Figures | Table of Authoritiss |
Prink Preview Web Preview
Heading 1. 1 ﬂ Heading 1 ﬂ
Heading 2 .ooveiiinienieniaenas 3 Heading 2
Heading 3.oveeerieeececeeaees 5 Heading 3
=] Ad
[¥ Show page numbers ¥ Use hyperlinks instead of page numbers
[+ Right align page numbers
Tab leader: I ....... j
General

Formats: IFrom template hd l
Show levels: |3 5‘

Options... | Modify. .. |
Ok I Cancel |

The Table of Contents box displays again.

8. To adjust the look of the table, use the Formats down arrow to select a different

format.
General
Formats: Fram template
 EEEEEEE
Show [evels: Classic
Distinckive
Fancy
Maodern
Farmal
Simple

Ver. 2009.10.27
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9. You can also adjust how many levels are shown. Adjust this by using the Show
levels field.

For example, if you used 5 heading levels and want all 5 headings to display in
the table of contents, change this number to 5.

10. Click on the OK button.

Table-of-Contents"

Chapter1:-This-is-a-Main-TOPIC ..uceirecerrersssssssssssnsssssssnsssnsssnsssssssnas e 29

ST Lo o == T [y et e en e e ee e eraa e e e neenn e nnaarrenrnnnnnns 29

Note: In the example above, only two levels were used.

11. To update the table of contents after you have already generated it, put the
cursor over the table and right click with the mouse.

[ Paste

| & Update Field

- Edit Field...

Toggle Field Codes

A Font..

=7 Paragraph...

*= | Bullets »
= Numbering 3

12.  Select the option for Update Field.

Word is updating the table of contents, Select one of
the Following options:

{* {Update page numbers only:
" Update entire table

Ok I Cancel |

13. Select the appropriate option and click on the OK button.

Note: If you create a custom table of contents and want to save the format for future
use, select the table of contents and click on the Table of Contents button and
select Save Selection to Table of Contents Gallery.

Ver. 2009.10.27 Page 17 pstrain@uakron.edu
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Create a Table of Contents (Using Gallery) ,QoC A’

¢

You can also use one of Word 2007 galleries to automatically create a table of contents.
The main difference when using a gallery selection is that you do not have control over
the format and style of the final product.

1. Place the insertion point in the document where you want the table of contents to
go. There is no need to enter the text
incorporate this text into the entry.

, NT

2. On the References tab on the Ribbon, click on the Table of Contents button.

Table of
Contents =

Built-In
[ Automatic Table 1

Contents
Heading 1 1

A

Heading 2 1

Heading 3 1

Automatic
Automatic Table 2 Tables

Table of Contents
Heading 1 1

A

Heading 2 1

Haading 3 1

Manual Table

Table of Contents
TR CBEDET HRIS (B B coooocieicini i sionsscsasis st s s iasats s e st i i st st

LUy LT Ly . e A ——

Type chapter tle (el 31 .

oW R e

B

Insert Table of Contents...

L:.\ Bemove Table of Contents

3. Choose from the Gallery, the Automatic Table of your choice.

Table-of-ContentsT|
Chapter-1:-This-is-a-Main-TORIC oo e T et e 21

SUBHEAING e Tttt ee e ee e en e eeaeeEannaa e nnanrrannrreannrrennres 29

Note: You can also update a table of contents by clicking on the Update Table
button on the References tab.

Ver. 2009.10.27 Page 18 pstrain@uakron.edu
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Lesson 5: Table of Figures

A Table of Figures is very similar to a table of contents, but in a Table of Figures
Tables, Equations, or Figures are referenced. An example of a table of figures:

Table-of-Figuresfy

[ =4 | e U 19
[ 1= | OO R OSSN 29
TaBIE B e T e e ee e e e e e e e e n e e e e nen e 39
.

You need to assign captions for each figure in the document that you want included in
the table of figures. Captions can be Tables, Equations, Figures, or any label that you
create. See Lesson 2 for instructions on how to create Captions.

\»\ :\“‘Q
Q‘*Ca’
Create a Table of Figures ¢

1.  Assign captions to the items in the document that you want included in the table
of figures.

2. Add a title, such as fATable of Figureso at

3.  Put the cursor where you want the table inserted.

Ver. 2009.10.27 Page 19 pstrain@uakron.edu
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4. On the Reference tab, click on the Insert Table of Figures 4 insert Table of Figures
button.

| Table of Authorities I

Indesx |Table of Contents |

Prink Prewiew 'eb Prewview

Table A Text i 1 ﬂ Table A: Text ﬂ

Table Br TeXtu e 3 Taﬂ@ B: Text

Table C: TeXtooererrereerere e 5 Table C: Text

Table D: Text 7 x| | [Table D: Text Ad|
[v show page numbers v Use heypetlinks instead of page numbers

[v Right align page numbers

Tab leader: I ....... j

General

Formats: IFrom template vl
Caption label: ITabIe - |

W Include label and number

Options, .. | Modify, . |

oK I Cancel |

5. Click on the Options button.

Table of Figures Options ed |

Build kable of figures Fram:
v Skyle: IBaII-:an Texk j
[ Table entry Fields

Table identifier: IF - I

Cancel |

6. Use the drop down in the Style field and choose the style that was used for the
captions. If following this manual, you would choose the style of Captions.

7. Click on the OK button.

8.  Click on the OK button again.

Table-of-Figures]
L= ] = U L S k|

1

Ver. 2009.10.27 Page 20 pstrain@uakron.edu
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Lesson 6; Insert an Index

Per Microsoft Help, an Index lists the terms and topics that are discussed in a
document, along with the pages that they appear on. To create in index, you mark the
index entries by providing the name of the main entry in your document, and then you
build the index.

W2
Marking Index Entries "(’j

1. Select the text that you want added to the final index. This can be one word,
several words or paragraphs.

N
2. On the References tab, on the Ribbon, click on the Mark Entry e button.

Index

Main entry: IDfﬁoe button

Subentry: |

Options

" Cross-reference: ISEE
¢ Current page
" Page range
Bookmark: | =l

Page number Format
™ Bod
[ Tralic

This dialog box stays open so that vou can mark multiple
indes entries,

Marl: I Marl: all | Cancel |

3. Inthe Main entry field, your selection will appear. Edit as necessary.

4. If you need to have a subentry, enter the text in the Subentry field. A subentry
will appear as follows in the index:
o DT'

officerbutton,-E,-11,-13,-15,-16,-23,-24,-5e=-File-Menu
Mew, B

5. To create a cross-reference to another entry, select the option for Cross-
reference and then type the entry for the other item in the edit box. A cross-
referenced item will appear as follows in the index:

o 01]

Officebutton.-5ee-File-Menun

Ver. 2009.10.27 Page 21 pstrain@uakron.edu
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6.

10.

If you want to format the page numbers in the index to appear bold or italicized,
use the Bold and Italics checkboxes under Page number format.

To mark all occurrences of the entry in the document, click on the Mark All
button. To mark just that instance, click on the Mark button. By using the Mark Al
button you are losing control over which instances to include in the generated
index.

The Mark Index Entry box will remain open until you Close it. This is so you can
continue to mark entries continuously.

After you mark an entry, click back into to the document and go to the next entry
to be marked. Select the entry.

Click back to the Mark Index Entry box to activate it. Your entry will now appear
in the Main entry box. Make changes as necessary.

Continue to mark entries and when finished, click on the Close button.
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Marking Page Ranges Q&?

.

1. Select the text that you want the index entry to refer to. It should span across
several pages.

2. On the Ribbon, go to the Insert tab and click on the Bookmark button.

| Bookmark name:
| [ e
J Delete |
LE]al e} |
Sork by (% Mame
" Location
| [ Hidden bookmarks

3. Enter a name for the bookmark, with no spaces. Click on the Add button.

4. With the text still selected, return to the References tab and click on the Mark
entry button.

Inde:x

Maimn enkry: |Create a New Document

Subentry: I

Opkions

" Cross-reference: ISE-E-
* Current page
" Page range
Bookmark: ;I

Page number format
[ Bold
I 1talic

This dialog box stays open so that wou can mark mulkiple
index entries,

Mark I Matk Al | Cancel |

5. Adjust the Main entry text if necessary.

6. Under Options, select the option for Page range and then in the Bookmark
field, use the drop down to select the bookmark you just created.

7. Under Page number format, select format options if desired.
8.  Click on the Mark button.

9. Click on the Close button.
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A\ T

Create the Index roa'

’ ,.

The last step is to create the actual Index. Make sure all entries are marked, but if you
need to add additional entries later, you can just update the index.

1. Place the cursor where you want the index to go. Most indexes are at the end of
the document. Click Ctrl + End to move quickly to the end of the document.

2. I f you want t he wo rthkpagé type drnel fjoonatagdesirdd.e t op

3. On the References tab, click on the Insert Index = Ms&tndec b ion.

index 2l x|
| Table of Contents | Table of Figures | Table of Authorities I
Prink Preview
ﬂ Type: {* Indented € Run-in
A Calumns: |2 E‘
Aristotle, 2 Language: IEninsh (.5, j
Astercid belt. See Jupiter
Atmosphere
Earth _I
-
™ Right align page numbers
Tab leader: I j
Formats: ICIassic j
Iark Entry... | Aukamark. ., | [adifi .. |
oK I Cancel |

4. Inthe Formats field, use the drop down to select a format for the index. You can
also choose the option From Template and then click on the Modify button for
additional options.
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5. Click on the OK button.

Indexy]
. cY
[ ] QT'
Create-a-New-Dooument, -B—-99
Quick-accesstoolbar, &0
1 MT'
L] R1‘|
Minitoolbar,-7,-25,-300
Ribbon,-1,-4,-6,-20,-26, 29,31, 46, 78,841
1 D 1‘|
L] 5 1"
office-button,-E,-11,-13,-15,-15,-23,:24 5e=-File-Menur
New, B0 Status-Bar,1,-6,21,247
Compatibility-Checker,-1,-170
Conwvert,-169
Save-as,-130

6. If you add more entries, you can update the Index by clicking in the index and

then clicking on the Update Index if Updatz Index 1 1o on the References tab.
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Lesson 7: Create a Bibliography

Per Microsoft Help, a Bibliography is a list of sources, usually placed at the end of a
document that you cited in creating the document. In Word 2007, you can automatically
generate a bibliography based on the source information that you provide for the
document.

You can create a bibliography using APA ,Chicago, MLA, as well as many other styles.
First, you need to add citations and at this time, you will also create a new source that
will appear in the bibliography. Once you add a source, this information can be stored
on your computer for future use.

Add a Citation & Source ,roa‘

. '.

1. You need to choose the Style for the bibliography. On the References tab, use

the down arrow for Style to make a selection.
y Style: ARA &

: APR,

Chicago

GETT14

GOST - Mame Sort

GIOST - Title Sort

150 690 - First Element and Date
1530 8690 - Mumerical Reference
hALA

SISTO2

Turabian

In this lesson, APA will be used.

2. Put the cursor at the end of the sentence that you want to cite and on the
B
References tab, click on the Insert Citation ceien- button (in the Citations &
Bibliography group).
=
Insert

Citation =

Sara
CMM, (2009]

dg | Add New Source..,
=% | Add Mew Placeholder...
&3 Ssearch Libraries...
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3.  You have a few choices available to you.

a. If you already used this reference, you will see it listed at the top of the
menu, simply select from the list to insert.

b. For a new source, use the Add New Source option. This will provide a
form to be completed

c. To add the source later, click on the Add New Placeholder which will
allow you to return later to add reference information.

4.  Select the option for Add New Source.

Type of Saurce M |

rBibliography Fields For APA

Author | Edt |

[ Corporate Authar I

Mame of Web Page I

Marme of Web Site I

Year I

Month I

Day I

Year Aocessed I

Month Accessed I

Day Accessed I

URL |

™ show all Biblingraphy: Fields

Tag name
IPIacehnIderl Ok I Cancel

5. Fillin the information on the form. Click on the OK button.

T
You-can-open-the-Word-Options-box-fromthe-Office-button. - The-Word-Options-boxis:
similarto-what-the-menu-option-of Tools,-Options-provided-in-previous-versions-of Word -
This-is-where-you-can-changethe-colorscheme, -changethe-wsarname, tum-on/off
show-formatting, change-spelling-and-grammar-optigs, -adjust-Auto
customize-the-Quick-Access-toolbar-and-much-morg (Smith,-2009).

The document returns with the citation in place.

6. Continue to add sources and citations using steps 1-5.

7. If you chose the option for Add New Placeholder, and need to go back to enter
the source information. Click to activate the placeholder and use the down arrow
to select the option for Edit Source. The Edit Source box displays and you can
enter the source.
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Locating Sources

If you want to review your source list or locate a source used in a different document
you can locate that information in the Source Manager box. Click on the Manage

L) Manage Sources

Sources button on the Reference tab.

Search: I ISort by Author j
Sources available in:

s Brawse... | )
Master List Current List

e It's & Small il j ————————— Copy - | ¥ Mouse, Minnig; It's a Small World (2009} :I
M (2009)  Smith, Joe; Example 1 For Bibliography (2009)

SmitlinJ Joe; Example 1 For Bibliographey (2009) Delete |  Smith, Missy; All Knowing (2007)
Smoe, Joe; The Book of Everything {2008) = ¥ Smoe, Joe; The Book of Everything (2008}
Edit. .. |

MNew... |

¥ cited source
?  placeholder source

Prewview (APA):

Citation: (Mouse, 2009) =

Bibliography Entry:
MMouse, M. (2009, July). It's a Small World. Disney Fun, pp. 20-22.

-

Close |

The sources listed in the left frame, Master List, are those that have been used not only
in the current document, but also other documents.

The sources listed in the right frame, Current List, are those that have been cited only
in the current document.

Note: You can select a source from the Master List and click on the Copy button to add
the source to the Current List.
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Inserting the Bibliography
1. Place the cursor where you want the bibliography to be inserted.

2. On the References tab, click on the Biography button.
ﬁj Bibliography *|
Built-In
Bibliography

Bibliography
Chen, J. [2003]. Citetions and References. New York: Comtoso Press,

Haas, J. [2005]. Creeting o Formal Publicotion. Boston: Prosesware, Inc.

Kramer, J. 0. {3006). How to Wiite Biblingropiies. Chicago: Adventure Works Press,

Works Cited

Works Cited
Chen, J. [2003]. Citetions and References. New York: Comtoso Press,

Haas, J. [2005]. Creeting o Formal Publicotion. Boston: Prosesware, Inc.

Kramer, J. 0. {3006). How to Wiite Biblingropiies. Chicago: Adventure Works Press,

gP Insert Bibliography

3. Click on one of the predefined styles in the gallery or use the Insert
Bibliography option to insert a plain (no formatting such as a title) bibliography.
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