C. When you’re writing your assignment, and you want to put in a reference, leave the cursor at the insertion point. Have you input the citation yet? Check by clicking on Manage Sources on the References tab. 
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There will be two lists: the Master List of all the sources you have ever input while using this computer, and the Current List of sources you have created for this document. Just use the Copy button to shift an entry from the Master List to the Current List.

If you’re writing and you have not yet input the citation, follow the steps above at A. 
When you’re ready, select Insert Citation on the References menu. Click on Add New Placeholder. You can select the item that you want to reference, and keep writing.
D. When you’re ready to create your bibliography, select Bibliography on the References tab. Click on Insert Bibliography.  Remember to go back and check your Comments in case you need to add further details.
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Referencing in 
MS Office 2007
Acknowledging the resources you’ve used in your class assignments is easy, when you know how.
MS Word 2007 offers many shortcuts. It even keeps a library of citations you’ve used before.
For more information please contact

Fran Morrissey or Susannah Ball
ext. 9799, Whitehorse Library
or email

F.Morrissey@bhtafe.edu.au,

S.Ball@bhtafe.edu.au

There are two basic approaches to referencing in Office 2007. You can put in the citations as you go along, or you can type up all the citations first, and then write. It doesn’t matter which you start with, as you can always swap.
A1. If you’re writing and you need to input your first citation, go to the References tab. 
You will be using a Harvard Author-Date style so select APA from the Style choices. This is the closest match.
Select Insert Citation from the References menu. Click on Add New Source.
[image: image3.jpg]Create Source

Type of source
Biblography Fields for APA

* author

* THe
* Year

* ciy
StatefProvince
Country/Region
* Publisher
Edtor

Volume

Number of Valumes

Show &l Bbiography Felds
Tagname
Placeholder

Language

[ Corporate Author

* Recommended Field





A2. Alternatively if you’re creating a list of references, you can also get to this screen. Go to the References tab. Select APA from the Style choices. Select Manage sources then New…
B. If you started at A1 or A2 and you’re typing up a citation, choose the Type of Source first.

If you tick the Show All Bibliography Fields checkbox, all the recommended fields will have red asterisks beside them. There may be additional details like Translator and Editor for books in case you need them.

Click the Edit button beside the Author box to get the parts of the name in the right order, and to add more than one author.
Books need author/s, year of publication, title, edition (if not the first), place of publication and name of publisher. If you are making a direct quote you will need to itemise the page in the in-text citation, so make a note to yourself in the Comments field.

A chapter from a book will also have the author, chapter title, editors, and page range.
A journal article will have the author, article title, journal title, volume and part number, date, and pages. 
A webpage citation should indicate the author or company name responsible, a title, the date last revised, the URL (Webpage address) and the date you accessed it. Use the date of access if you don’t know when the page was created or updated.
Use the Book option for CDs and DVDs, but put the format in square brackets after the title. Use the composer or performer/s as Author.
If you’re having trouble copying and pasting into the Add New Source box, you can start the record with just one detail, and save it. Then you can copy more text, open Manage Sources on the References tab, highlight the record you want to update, and select Edit, then paste.
