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Referencing Management Software

Referencing can seem daunting, make life easier by utilising the software available!

What we will look at:

• Microsoft Word Referencing Functions

• Mendeley Referencing Management Software



MS Word Referencing Functions

We have already seen the References Tab in Word

Functions under this tab to make refencing easier to handle

Mendeley Plugin integrated into Word
(Not installed by default)

Built in Microsoft Word 
refencing/citations system functions



MS Word Referencing Functions

You can type all your references manually. Up to you, but it’s a lot of hassle!
Let software do the hard work.

Under the References tab, find the Citations & bibliography section. Make sure Style is set to 
Harvard. 

You can insert a reference by clicking Insert Citation, then Add New Source…. 



MS Word Referencing Functions

A new window opens. This is where you tell Word all the information about your reference.

Start with Type of Source dropdown. You need to select the right type so that word knows how to 
format it in your reference list at the end.

In this case, we will add a Book.



MS Word Referencing Functions

Adding Names

Click Edit to the right of the Name bar.

Small window will appear.

Enter the authors first, last and middle names as appropriate, 
then click Add. 

For multiple authors, repeat the process and add all their 
names until they all show in the Names box in the bottom left.

Once all names added, click OK.



MS Word Referencing Functions

Fill in all the remaining sections 
in the window. 

If you cannot find information, 
leave the box blank. (All 

information should be available 
though!)

Word will show an example of 
how it expects your entry to be 
formatted when you click into a 

box.



Once everything is filled in, press OK

Word has now inserted that reference into your text, wherever your cursor was positioned. 

However, look at the text above, is that the correct format for a direct mention in-text citation?

Word does not know when you are directly referring to the author or indirectly.

You must manually alter entries to change between direct and in-direct citation formats. 

You must know the referencing system well enough to recognise when they are wrong!

MS Word Referencing Functions



MS Word Referencing Functions

You don’t have to type all the details each time. You can reuse sources.

Click on Manage Sources, you can search for sources and add them to your Current List

When you click Insert Citation 
now, there will be a list of sources 

that are in your Current List



MS Word Referencing Functions

Adding a reference list at the end is simple using the Word built in functions. 

Under the References tab, in the Citations & Bibliography section there is a button for Bibliography.

Drop down will appear

Like adding a Contents page, there are several styles to 
chose from

Normally people use the References style

Click on that and Word adds a full reference list for, all 
formatted. YOU still need to check it is correct though!!



Mendeley



Mendeley

Integration to MS Word Google Chrome Importer Mobile App



Mendeley

Mendeley has the advantage of being able to arrange your references into folders

If it is a PDF document, it will download it and store it, then you can always access it later

You can add references manually in Mendeley in a similar way to Word



Paraphrasing



Paraphrasing

What is Paraphrasing?

• Expressing someone else's views in your own words

• Way of showing depth of research 

• Demonstration of your understanding 

• Very important in technical report writing

• Makes complex text easier to read



Paraphrasing

Key Points

It should support the point being made

Write from notes and reflections, not the text

Use own words and style

In-text referencing

Use reference reminder phrases



Paraphrasing

Common Mistakes

Not being clear on length

Not making enough changes

Keeping same sentence patterns

Changing the meaning of original text 



Paraphrasing

Direct Quotations

Direct quotations from another text can be used, but rarely in technical reports

Direct quote does not demonstrate your understanding of the work well

Try to avoid using direct quotes if possible

Example:

Smith (1984) stated in his book; “The evolution of joining by riveting and welding has been just 
about complete for a very long time”.

In your own words:

Smith (1984) suggests that methods of welding and riveting are well established and 
comprehensive.



Paraphrasing
What to look for in the text

Paraphrasing relies on you being able to recognise the important parts of a text to put into your own 
words. 

Example:
“Data logging (or acquisition) gathers data from a variety of sensor and records the information for 

analysis at a later time. It can be an excellent tool for many reasons. It provides a method of recording 
parameters that are vital to the reliability and performance of the vehicle and its systems, and it can 

allow you to analyse the driver's performance individually or against a number of drivers”. (Smith, 2013)

What is the key information:
“Data logging (or acquisition) gathers data from a variety of sensor and records the information for 

analysis at a later time. It can be an excellent tool for many reasons. It provides a method of recording 
parameters that are vital to the reliability and performance of the vehicle and its systems, and it can 

allow you to analyse the driver's performance individually or against a number of drivers”. (Smith, 2013)



Paraphrasing

How to put that in your own words

Extract your key points
“Data logging (or acquisition) gathers data from a variety of sensor and records the information for analysis 

at a later time. It can be an excellent tool for many reasons. It provides a method of recording parameters 
that are vital to the reliability and performance of the vehicle and its systems, and it can allow you to analyse 

the driver's performance individually or against a number of drivers”. (Smith, 2013)

Data logging:
Gathers data

Uses variety of sensors
Records data

Use for analysis later
Excellent tool

Vehicle performance & reliability
Driver performance

By Smith in 2013



Paraphrasing

How to put that in your own words

Use your key points to form your own sentences
Data logging:
Gathers data

Uses variety of sensors
Records data

Use for analysis later
Excellent tool

Vehicle performance & reliability
Driver performance

By Smith in 2013

Smith (2013) describes data logging as the process of gathering and recording data from a variety of 
sensors on a vehicle. Analysis of this data later can be an excellent tool in monitoring both the vehicle and 

driver performance, as well as vehicle reliability.



Paraphrasing

Examples to try yourself:

“The ignition system is an important part of the engine as it controls what is done with all of the fuel 
and air that is crammed into the cylinder. It needs to burn the whole mixture at the right time in order 

to provide power.” (Smith, 2013)

“Aerodynamics is the study of the way in which a body flows through a fluid. This is how the car, or 
one of its parts flows through the air. Aerospace and automotive industries (more specifically 
motorsport) have developed aerodynamics for similar reasons over the year, but for different 

outcomes.” (Smith, 2013)

Remember to pick out the key points in the text first, then reword it in your own words, making 
sure you don’t change the meaning of what the original author was trying to say. 


