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Quick Guide:
Using the Microsoft Word References Tool (PC Version)

Microsoft Word Reference Tool

This document shows how to employ the Microsoft Word ‘References Tool’ to create internal citations
and generate a bibliography.

Getting To Know the Microsoft Word References Tab.

Step 1

Click on the References Tab in the Office Toolbar. The Citations & Bibliography section allows you cite
your sources internally and will also generate a working bibliography for your paper.
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Specific Purpose: To suggest alternative solutions to existing sustainability initiatives hereat
Butler University.

Central Idea: Butler'slack of focus in sustainability initiatives has left many smalland
impactful measures neglected.

Introducrion:

Step 2 - Choosing your Style

Word allows you to choose the style of the paper before you create internal citations and a
bibliography. Select your Style from the dropdown menu as shown.
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Specific Purpose: To suggest alternative solutions-
Butler University.

Central Idea: Butler’slack of focus in sustainabilit
impactful measures neglected.
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Step 3 - Internally Citing Sources
Citing your source internally is as easy as placing the cursor in the correct position for the citation and
clicking Insert Citation.
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2) A study forthe Journal of Energy and Buildings shows that it can take up to 30 years fora
project like this to break even with its $25,000 price tag (Castleton, Stovin, Beck, &
Davidson, 2010).

a) Also, the implementationin the plastic pots instead of the conventional method of
growing the plants in several inches of soil on the roof makes the outlook of savings for
the project extremely bleak.

3) The study also notes that only buildings that suffer from severe energy loss issues benefit
short-term from a proper green roof installation (Castleton, Stovin, Beck, & Davidson, 2010).

(Transition: Now, let me tell you how [ would have spent 25,000 dollars for energy savings.)

1) LED technology reduces the cost to light the room by 90 percent overfficandescent pulbs and
50 percent over fluorescent bulbs that dominate our landscape indoordat Butler]
a) This graph shows the potential savings from a $25,000 initial inveStrremforsED bulb
replacements.
b) According to the Institute of Energy Research, each fluorescent bulb replaced would neta

Step 4 - Entering Information about Your Source

Once you click on Insert Citation, select Add New Source, and a window will pop up to enter information
on your source. From here, you can select your source type from a variety of different sources from
books to websites.

After you select your source type, Word will choose the proper information on the source to accurately
cite it. Once you have populated all the fields, click OK to insert the citation into your paper.
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2) A studyfor the Journal of Energy and Buildings shows that it can take up to 30 years fora
project like this to break even with its $25,000 price tag (Castleton, Stovin, Beck, &
Davidson, 2010).

a) Also, the implementation in the plastic pots instead of the conventional method of
growing the plants in several inches of soil on the roof makes the outlook of savings for
the project extremely bleak.

3) Thestudy also notes that only buildings that suffer from severe energy loss issues benefit
short-term from a proper green roof installation (Castleton, Stovin, Beck. & Davidson, 2010).

1) LED technology reduces the cost to light the room by 90 percent over incandescent bulbs and
50 percent over fluorescent bulbs that dominate our landscape indoors at Butler (U.S.

Department of Energy, 2011)
a) This graph shows the potential savings from a $25,000 initial investment for LED bulb

Your citation is now properly inserted based on the style that you chose.

Step 5 - Generating a Bibliography

After internally citing all sources using the prior steps creating a bibliography is very simple. Select the
Bibliography dropdown icon and choose the type that best applies to the paper’s requirements.
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Your references will now be automatically populated into a bibliography at the end of your paper!
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After you have created your bibliography, you can continue to add more sources and update your

bibliography to include your new sources.

First, to add a source, in the References Tab, click on Manage Sources.
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6 Press F1 for more help.

The Source Manager will appear. Select New to create a new source and populate the fields as

discussed earlier based on the type of source.
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If you decide to enter a new source after your bibliography is created, you must Update your
bibliography to include your new source. Simply click anywhere in your bibliography to highlight it, and
click on Update Citations and Bibliography and now your bibliography will include your new sources!
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**IMPORTANT: Always remember to double-check your bibliography to make sure all the details are
correct. Citation helpers are not usually 100% accurate.

**Please note that if you are using Chicago Style for your paper, Office 2010 does not have the new 16"
version. It uses the 15" version by default. Changes may have to be made to correct this.

More Information

For access to additional information, tutorials and workshops, please visit the Center for Academic
Technology website, http://www.butler.edu/it/cat, contact any Center for Academic Technology staff
member at training@butler.edu, or contact the Information Commons desk in Irwin Library at
infocommons@butler.edu or 940-9235.

Creative Commons Licensing

@@@ This quick guide is licensed under a Creative Commons Attribution-
Noncommercial-Share Alike 3.0 United States License.
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