Inserting citations and references using 
MS Word Endnotes (v. 2007)
1. In print layout view,  click where you want to insert the note reference mark (place your cursor immediately after the citation). 
2. On the Ribbon menu, select the Reference tab, and then click Insert Endnote. 
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Inserting citations and references using
MS Word Endnotes (v. 1997-2003)

Inprint layout view, click where  STaSto)
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On the Tnsert menu, point to T =
Reference, and then click i
Footnote.

Click Endnotes (by default, Word
‘places endnotes at the end of the | Footnote and Endnote
‘document). f

Inthe Number format bos, click the O eootmtes:
format you want. G

Click Tnsert.

‘Word inserts the note number and places
the insertion point next to the note
‘mumber.

‘Type the note text.

Scroll to your place in the document and
continue typing.

As you insert additional endnotes in the
document, Word automatically applies the
correct number format.

()

When you add, delete, or move notes that are automatically numbered, Word
renumbers the endnote reference marks (note reference mark: the number that
indicates that additional information is contained in an endnote),

You can also use a keyboard shortcut to insert footnotes and endnotes without
‘using the Footnote command. Select the number format and other options by
following the previous steps, and then use the CTRL=ALT=D keyboard shortcut
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3. The Footnote and Endnote dialogue box appears (see right). Click Endnotes (by default, Word places endnotes at the end of the document). 
4. In the Number format box, click the format you want. 

5. Click Insert. 
6. Word inserts the note number and places the insertion point next to the note number (the place at the bottom of the document where your references will appear).

7. Type the note text (i.e. the bibliographic details of the citation). 

8. Scroll to your place in the document and continue typing. To add a new endnote, on the Ribbon menu, select the Reference tab, and then click the downward pointing arrow next to Next Footnote and select Next Endnote. 
9. As you insert additional endnotes in the document, Word automatically applies the correct number format.

10. When you add, delete, or move notes that are automatically numbered, Word renumbers the endnote reference marks (note reference mark: the number that indicates that additional information is contained in an endnote).

11. You can also use a keyboard shortcut to insert footnotes and endnotes without using the Footnote command. Select the number format and other options by following the previous steps, and then use the CTRL+ALT+D keyboard shortcut to insert subsequent endnotes.
Example

“Biometrics refers to any and all of a variety of identification techniques, which are based on some physical or behavioural characteristics of the individual.” 
Coventry et al


According to Jain et al
, biometrics is the automated identification of a person based on his or her physiological or behavioural characteristics. They add that biometrics present an effective solution for the increased security requirements for today’s society. 
The Biometric Consortium
 describe the most frequently used features measured in biometric identification as face, fingerprints, hand geometry, handwriting, iris, retinal, vein and voice. 
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