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Preface

Word 2007 includes a full-featured citation manager. This document will show you how to use
this feature. You’ll learn how to add sources, create a bibliography, and manage sources.

This manual is intended for users who have a basic knowledge of Word 2007. Some software-

specific terms will be used.
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Citations & Bibliographies

Word 2007 allows you to create citations automatically. The citation feature can prepare
citations in several styles. These include APA, MLA, and Chicago, among others. You can also
create bibliographies that automatically fill with your citations. This tool can be very helpful
when you have multiple sources to cite in a document.

Locating the Citation Feature

Click the References tab on the ribbon. The citation functions are listed above Citations &

Bibliography.
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Creating a Citation in Text

This is how to add a citation into your text:

1) Select your citation style from the dropdown box.
CﬂManage Saurces_ ﬂ

R style: 888 [=]|| ©

(=) Insert T4
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2) Click the Insert Citation button.

j ,'_JiManage Sources

=4 (R Style: |aPA  ~
Insert ;
Citation =| @h Bibliography ~

Citations & Bibliography
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3) Select Add New Source.

wﬁ 3 Manage Sources

= (3 style: apa -
Insert o
Citation - g Bibliography =
Flowers, J, K, Hayes
A Cognitive Process Theary
of Writing, [1984)
fsdf

& Add Mew Source..

}_- Add Mew Placeholder..y—
& Ad

';i Search Libraries..,

4) Select the type of source you’re citing from the dropdown box.

Create Source T
Type of Source | Book Language |Defaulk e
fibliography Fields For APA iR )
Book Section
Author | Journal Article > Edit
Article in a Periodical
Conference Proceedings
W)
Titla Report, o
Year
City
Publisher
Show All Bibliography Fields
Taq name
Placeholder1 s S

5) Enter the source’s information in the appropriate text fields.
Click the Show All Bibliography Fields box to see more fields.

6) Click OK.

This will add a citation in the text of your document.
Afd Fevislon Of the Text dUe [0 4 CoNsaous eiig

part of the text. Each ofthese elements is obsg

“The Monitor” (People’s Law School, 2000).

he in nse at anv noint durine the creation of th

Tip: If you want to list more than one author, separate the names with a semi-colon (For example: Smith,

Jeff; Moore, Roger)
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Creating Your Bibliography

User Guide

Once you’ve entered all your citations, you can create a bibliography. First, create a new page at

the end of your document. You can do this by pressing Control-Enter at the end of your

document.

This is how to insert the bibliography:

1)
2)
3)

The bibliography will automatically be created from the sources you’ve added.

Ensure you're on the references tab. If not, click References on the ribbon.

Click the Bibliography button.
Select the bibliography style you’d like to use.

(=— g Manage Sources ﬂ =] Insert Table of Figures
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Insert e ——— Insert
Citation = lﬂj Bibliography '| Caption [/ Cross-reference
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Bibliography
Chen, I, (2003), Ceatiars and References, Mew York: Contoso Prass,

Haas, I, [2005), Creoting o Formad Publication, Boston; Proseware, Inc,

Eramsar, I, 0L (3006). How fo Wite Biblipgrophies, Chicago: Adventurs Works Prass.

Works Cited

Works Cited
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You can update your bibliography with new sources after you’ve created it:

1) Click anywhere on your bibliography.
2) Click Update Citations and Bibliography.

: g_‘.jj' |2 Update Citations and Bibliography|

Bibliography
Duschesne, D. (1983). Giving Freely: Volunteers in Canada. Ottawa: Statistics Canada.

Killian, L. M. (1952). The Signiﬁcance|0f Multiple-Group Membership in Disaster. The American Joumnal
of Sociology , 57 (4), 309-314,

Pecgple’s Law School. (2000). Volunteers & the Law. Vancouver: The Law Foundation of British Columbia.

This will update your bibliography to include any new sources you’ve added since you created or
updated it last. It will also update any citations that refer to sources you’ve edited.

Managing Your Sources

Word 2007 keeps track of your sources from multiple documents. Using the Manage Sources
feature, you can add or remove sources in your document. You can also edit or create sources.
Finally, you can search your full list of sources.

First, click Manage Sources.

E ) Manage Sources

=V (@ style: APA -~
Insert il
Citation - g Bibliography ~

Citations & Bibliography
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This opens the Source Manager.

Source Manager X
Search: Sart by Author v
Sources available in:

u Browse... X
Masker Lisk Current Lisk
| Peopie’s Law Schoal; Yolunteers & the Law (200070 Copry -» Peopie.’s Law School; Yolunteers & the Law (Z000)
Duschesne, Doreen; Giving Freely: Yolunteers in Canada (1939) Duschesne, Doreen; Giving Freely: Yolunteers in Canada (1959)

, M. Joanna and Helen Rehr; Baby Boomers: Can My Eighties Be Delete
Mutchler, Jan E, Burr, Jeffery A, OCaro, Francis G; From Paid Worke
Quarankeli, E. L, ODynes, Russell R} Response to Social Crisis and Di:
Ruehl, Mercedes; Forward in Time: Productive Aging in Ametrica (2003
Stewart, Brian; Yolunteerism in Canada (2002)

Killian, Lewis M; The Significance of Multiple-Group Membership in Di

Edit...

+  cited source
? placeholder source
Preview (APA):

Citation: (Killian, 1952)

Bibliography Entry:

Killian, L. M. (1952). The Significance of Multiple-Group Membership in Disaster. The American Journal of Sociology, 57 (4), 303-314.

7y

Close

The Master List contains all the sources you’ve created in Word 2007. The Current List contains
all the sources you’ve created in your current document.

1) Click the source you’d like to copy from the Master List.
2) Click the Copy button.

If you want to delete from the current document, select a source from the Current List. If you'd
like to delete a source permanently, select a source from the Master List.

1) Click the source you’d like to delete.
2) Click the Delete button.
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1) Click the source you want to edit.
2) Click the Edit button.

1) Click the New button.
2) Follow instructions 4-6 of Creating a Citation in Text on page 5.

1) Type the term you want to search for in the search box.
2) Choose the field you want to search in from the dropdown box.

©2007 PowerSoft Publications



Microsoft® Office Word 2007 User Guide
Index

APA Lo 4 €I e 7,9
bibliography ....cccccovveiiiiiee s 2,6,7 Manage SOUICES .....ccvvereeeeeeciirreeeeeeeeveeeens 7
(01 [ ToFT {0 TSR 4 Master List....cccceeeeeviieeeee e, 8
(oo 012 8 IMILA e 4
CUrrent List......uueeeeeeeiiiiiiiiiviviiieeneeereeeeeeeeeeens 8 SoUrce Manager .....ueveeeeeeeeeeeeeeeeeeeeeeeeeeeeeeen, 8
delete i, 8 SOUICES cevvverneeeeeeeeereriieeeeeeeeeeeaanns 2,4,6,7,8
dropdown boX......ccccvveeeeeiiiiiiiiieeeeen, 4,5,9 TEXE DOX e, 9

©2007 PowerSoft Publications

10



