Before You Start
· Understand IEEE Basics: Familiarize yourself with the general principles of IEEE referencing, as you'll need to know what information to gather from your sources. A good resource is the Purdue OWL guide to IEEE (https://owl.purdue.edu/owl/research_and_citation/ieee_style/index.html).
· Reference Management Tool (Optional): Consider using Zotero, Mendeley, or EndNote to organize your sources, easily import citation information, and automatically format your reference list.
Part 1: In-Text Citations
1. Insert Number: Place your cursor at the end of the sentence where you want to cite a source.
2. Reference Tab: Go to the "References" tab on the top ribbon.
3. Insert Citation: Click on "Insert Citation" and choose "Add New Source".
4. Fill in Source Information: Select the appropriate source type (book, journal article, website, etc.) and enter all the bibliographic details requested by the form. Key fields include:
· Author(s)
· Title
· Journal or Publication Name
· Year of Publication
· Page Numbers (if applicable)
· Website URL and Access Date (for online sources)
5. Word Generates Citation: Word inserts a numbered reference in brackets [1] to indicate the source.
Part 2: Creating Your Reference List
1. Placement: Your reference list starts on a new page at the end of your document, titled "References."
2. References Tab: In the "References" tab, click on "Bibliography" and select a pre-formatted IEEE style.
3. Automatic Generation: Word creates a numbered list of all your sources, formatted according to IEEE standards.
Important Points
· Updating: As you add new citations, your in-text numbers and reference list will automatically update to reflect the correct order.
· Manual Edits: Although Word handles most of the formatting, it's crucial to double-check your reference list against the IEEE guide to ensure all details (punctuation, capitalization, etc.) are perfect.
· Consistency: Choose one way to handle your citations – either Word's built-in tool or a separate reference manager, but don't mix them within the same document.
Additional Tips
· Citation Generators: If you're not using a reference manager, citation generators like Cite This For Me (https://www.citethisforme.com/) or ZoteroBib (https://zbib.org/) assist with formatting your references. Always verify the generated output against the IEEE guide!
· Complex Sources: For unusual source types not covered by automatic generators, consult your IEEE reference guide, and you might need to manually type out the reference.
Example
· In-text Citation: Research indicates a positive correlation between social media use and anxiety levels [1].
· Corresponding Reference List Entry: [1] S. Kumar and P. Johnson, "The impact of social media on adolescent mental health," Journal of Behavioral Sciences, vol. 25, no. 3, pp. 255-270, 2023.

