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How to Reference In Microsoft Word





1. [image: ]Once you have opened Word, click on the ‘REFERENCES’ tab







2. [image: ]Choose your reference style, i.e. Harvard – Exeter*







3. [image: ]To add a new source (a book, journal etc), click ‘MANAGE SOURCES’






	
4. This box will appear, click ‘NEW’ to insert your source 
[image: ]









5. This box will appear
· Select your source type i.e. book, journal 
· Select ‘show all bibliography fields’
· Complete the * sections 
· When completing the author section, click ‘EDIT’ and insert all names individually. Add each author one at a time, click ‘OK’ when you’ve finished.
[image: ]









6. Once you have completed all of the sections, click ‘OK’.
[image: ]



















7. To add (cite) your source into your document, click ‘INSERT CITATION’  
[image: ]





8. [image: ]Find your source within the list, and then click on the selected source once. 

9. Your citation will be inserted straight into your document, like below

(Perry, 2014)

Now you have your citations sorted, add your reference list/bibliography by following these steps. The reference list/bibliography should be found at the end of your document.

1. Go to the ‘REFERENCES’ section, like before, and click on ‘BIBLIOGRAPHY’
[image: ]





2. Click ‘BIBLIOGRAPHY’, not ‘WORKS CITED’. As you may have inserted sources into your reference database that you have not actually cited within text. 
[image: ]You should still show these sources in the bibliography, as this shows extensive reading and research. 


3. Your Bibliography will appear, as below 
Bibliography
Perry, R. (2014) Business, 1st edition, Swansea: UWTSD.

[image: ]That is it…
*Unless you are using Word on your Apple Mac. If so, the system is similar but not exactly the same. If you are stuck/confused, get in touch as we can go through it together. 
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8. Find your source, then click
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2. Select 'BIBLIOGRAPHY’, not 'WORKS CITED". As you may have
inserted sources into your reference database that you have not
actually cited within text.

‘You should still show these sources in the bibliography, as this shows
extensive reading and research.
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1. Once you have opened Word, clickon the ‘REFERENCE tab





