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Introducton ...
Instead of manually writing citation and bibliography entries for your
academic paper, Word 2007 includes tools to automate the process.
You will still need to familiarize yourself with the rules for your
citation style (APA, MLA, Chicago, etc.) in order to check the e Set Style
automated citations, especially in complicated scenarios. Remember O (e CEes
too, that the final authority on citation requirements is your
professor or publisher!

® |ntroduction

® Delete Citations

® Edit/Transfer Sources
Word 2007 tools are one of several options you have for automating
the process of citing sources. Check out the library resources on the
RefWorks® tool at http://cooklibrary.towson.edu. ® Update Bibliography
and Citations

® Insert Bibliography

Set the Citation and Bibliography Style

Before you start citing sources, choose the citation

style: | References | Mailings Review Develg
i ) A Insert Endnote § ,ﬁManage 3ources D
Under the References tab, in the Citations & _
Next Footnote ~ (2, style: WA D/ ate T

Bibliography group, choos_e you_r preferred style T ::.g;fa:- it Bibiio| A
from the Style drop-down list (Figure 1, 1). = e —— Chlcago

Figure 1
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Insert a Citation

When you add a citation to your document, Word will prompt you for all of the source information.
This information will later be used to create a bibliography entry for the same source.

Figure 2 References | Mailings Review View

L4 Manage Sources
= style: mLA -

To insert a citation:

1. Click your mouse in the text where
you wish to insert your citation.

2. Under the References tab, in the Citations

nsert Endnote

lext Footnote -

Insert
& Bibliography group, click Insert Citation how Motes Citation = ﬂj Bibliography
then click Add New Source (Figure 2, 1). > ~
(Fig ) ates fa | agg  Add MNew Source.. |
L E:b Add Mew Placeholder...

@ Search Libraries...
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3. In the Create Source

Figure 3

window, choose the Type
of Source from the

.
Create Source

drop-down list

Type of source IR

p

(Figure 3, 1)_ Bibliography Fields for MLA
Author |
The fields displayed are ] Corporate Author |
Word’s recommended fields; Tie |
they will change depending on vear |
the source type you select. ﬂ ity |
a 4. To display additional /\) Publisher |

fields, check the Show [ Show All Bibliography Fields

All Bibliography Fields || Tzaname
check box (Figure 3, 2).

) [ e ]

To ensure that the
authors’ names are entered

properly, click Edit next to the Author field
(Figure 3, 3) and fill out the Edit Name form.

Fill in all recommended fields.
Click OK (Figure 3, 4).

Refine Citations

Once you have inserted a citation, you can refine
it to add specific page numbers or to hide certain
elements:

1. Click the citation you wish to refine.

~ Figure 4
t your paper would go. This is just sample tey

Edit Citation

Edit Source

2. Click on the drop-down arrow next to the citation ¢ Convert citatiof Edit Citaticn
. oy
(Figure 4, 1). Y 2 Update Citatio
Id go , Add
3. Choose Edit Citation (Figure 4, 2). e b i TL:
e[|
4. In the Edit Citation window, add pages or select elements to hide.
Suppress

5. Click OK. [] Author [ Year [] Title
Delete Citations T
1. Click the citation you wish to remove.
2. Click the handle to the left of the citation (Figure 4, 3).
3. Press the Delete key.
Edit and Transfer Sources Figure 5
Since the same data is used to create both citations : - _ _
and bibliographies, each document stores all of the References | Mailings Review Wiew
reference information in one place — the Source [ s l'ﬁ Manage Sourcef|
Manager.

Next Footnote ~ ¥ @ style MLA -

You can access the Source Manager under the
References tab, in the Citations & Bibliography
group, under Manage Sources (Figure 5, 1).

Insert .
Show Motes Citation = ﬂjﬂiblingraphy' ‘
otes F] Citations & Bibliography
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The Source Manager (Figure 6) shows all sources in the current document and in the Master List

for the computer you’re using.
Figure 6

Source Manager m

Search: Sort by Author El

Current List

Sources available in: A —
Browse...
Master List =

 Farkas, Meredith G; Sodal software in libraries {200 P
v Goodings, Lewis, Locke, Abigail, Brown, Steven D.;

Edit a Source
1. Select the source (Figure 6, 1).

2. Click Edit (Figure 6, 2).
3. Make changes as needed.

4. Click OK and Close.

Transfer a Source

You can transfer sources from your computer’'s Master List to an open document (or vice versa).
For example, to copy a source from an open document to a Master List:

1. Select the source (Figure 6, 1).

2. Click <-Copy (Figure 6, 3).

To insert a bibliography: Figure 7
. . | References | Mailings Review WView Developer Acrobat
1. Click your mouse in the text i B
. . nsert Endnote L ﬁ Manage Sources ] Insert Table of Figures |§] Ins
where you wish to insert your 4
- lext Footnote = v [q—_;, Style: MLA - ¥ Update Table “Hup
bibliography (usually at the end Insert 3 Mark
how Motes itation ~ | i3H Bibliogray 5 i "] Cross-reference
of the document). C|tat|_on_ graphy Caption A Entry
tes i Citatid  Buyilt-In
2. Under_ the_ Referer_lce_s tab, in —— g ..., | sibliography
the Citations & Bibliography :
group, click Bibliography Bibliography
- Chen, lacky. Citations and References. New York: Contoso Press, 2000
(Figure 7, 1). Haas, Jonathan, Creating a Formal Publicaticn, Boston: Proseware, Inc., 2005
) Kramer, lames David. How to Write Biblicgraphies. Chicago: Works Press, 2006,
3. Click on your preferred style.
‘Works Cited
Works Cited
Chen, Jacky. Citations and References. New York: Contoso Press, 2000,
Haas, lonathan. Creating A Formal Publiaticn, Boston: Proseware, Inc., 2005.
Kramer, lames David. How to Write Biblisgraphics. Chicago: Adventune Works Press, 2006.
ﬁj Insert Bibliography
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If you add more sources after you insert your bibliography, it will not automatically update itself; you
will need to manually update (or refresh) the bibliography.

To update a bibliography:
1. Click on one of the sources listed in the bibliography.

2. Click on the Update Citations and Bibliography button that appears above the bibliography

(Figure 8, 1).
» Figure 8

: ﬁjv | =¥ Update Citations and Bibliograph);
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If you have made editing changes to the citations or bibliography, when you click this button, they
will be lost. To update only one citation or just the bibliography, RIGHT-click on either one, and
choose Update Field.




