Chapter 1 4

Citations and Footnotes

In this Chapter, you will learn the following to World Class standards:
= The Source Manager
= Adding New Sources
= Placing Internal Citations
= Editing Internal Citations
= Adding a Footnote
= Creating a Bibliography and Works Cited
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The Source Manager

Now that you have had experience creating a few different types documents, it is time to focus
on some individual features offered by Microsoft Word 2010 that will be useful in a number of
different applications. In this chapter you will be using Word’s Source Manager to enter and
organize source information in a short report. Word’s citation capability can be used in any
number of documents in which you need to cite information researched from other sources. This
is especially helpful when you must follow strict style guidelines for citation and reference, such
as the MLA or APA standards. These two styles are popular in the academic field and while
sometimes difficult and tedious to follow, they can be easily implemented using Microsoft Word.

Shown in Figure 14.1 is a new document with a short title as well as the author’s name. For
these purposes, you can follow the fictional example used in this chapter. Your world class
challenge will be to use the citation tools learned in this exercise to reference sources in another
document for which you did research. The paper shown here already has a short introduction
relating to the topic introducing the reader to the information that will be presented in the next
paragraph.

The Basics of Mail
By Joe Robbins

Mail arrives almost every day of the week—it is an event so routine that we may
often fail to realize how important the mail system has been to the history of the United
States, and how important it still is today. In this age of lightning-speed communication
through email and cell phones, the process of writing a letter may seem like archaic method
to some. Though simple, sending a message through the mail is an important skill to
master; just one simple mistake could leave your envelope in the wrong mailbox.

Figure 14.1 — Report Introduction

At this point you are ready to begin using
information that you have researched. Start the
paragraph with an introductory phrase and then rt Endnote j L4} Manage Sources
add your first piece of information. You will = , _
place an internal citation at the end of the il m_:_: N Style: [APA Fiftt ~
sentence. Before you can do this using Word’s Citation = g Bibliography ~
citation tools, you must add source information
to the Source Manager. Under the Reference
tab in the Citation and Bibliography panel, L S S
select the Manage sources tool and the Source ' ' '
Manager will appear as shown in Figure 14.3.

References Mailings Eeview Vi

Citations & Bibliography

Figure 14.2 — Citation & Bibliography panel

14-2



Source Manager @

Search: Sort by Author El
Sources available in:

Browse...
Master List — Current List

Hp"

v dted source
?  placeholder source

Preview (APA Fifth Edition):

Close

Figure 14.3 — Source Manager

Adding New Sources

The Source Manager can be an invaluable and time-saving tool. With it you can save, edit, and
organize all of your source information in one location. You can also use the source information
you enter in the Source Manager to automatically create a fully-formatted Bibliography and
Works Cited. Right now you need to enter a new source so that you can reference it. Hit the
New button on the Source Manager window and the Create Source window will appear (Figure
14.4). Select the type of source you are entering (Figure 14.4) and then type in the information
in the individual fields (Figure 14.5). Spelling here is very important because this data will be
used many times, and you don’t want to have to correct reference information every time it is
placed. Hit OK and your new source will appear in the Master List of sources in the Source
Manager window (Figure 14.6).
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Create Source

Type of Source

Authar

Title

City
State/Province
Country/Region
Year

Month

Day

[7] show All Bibliography Fields

Bibliography Fields for APA Fifth E{Article in a Periodical -

Electronic Source -

Conference Proceedings

Report |
Document From Web site
Electronic Source i

L7 =S

Tag name
Placeholder 1 &5 l ’ £l
Figure 14.4 — Selecting the Type of Source
Create Source -7 =
Type of Source | Web site El
Bibliography Fields for APA Fifth Edition
Author
Corporate Author | United States Postal Service
Mame of Web Page |Publication 23 - Postal Addressing Standards
Mame of Web Site |United States Postal Service
Year 2010
Month | April
Day |1
Year Accessed 2010
Month Accessed |August
Day Accessed |24
URL |http:/fpe.usps.gov/text/pub2s/welcome.him
|| Show All Bibliography Fields
Tag name Example: http:/fwww.adatum.com
Uni10 ok | [ cance

Figure 14.5 — Adding Source In

formation
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Source Manager @

Search; Sort by Author E|
Sources available in:

) Browse... i
Master List Current List

United States Postal Service; Publication 28 - Postal Addressing Stand|i® Copy -» United States Postal Service; Publication 28 - Postal Addressing Stal »
Delete

Edit...

1l

¥ dted source
?  placeholder source

Preview (APA Fifth Edition):
Citation: (United States Postal Service, 2010) -

Bibliography Entry:
United States Postal Service. (2010, April 1). Publication 28 - Postal Addressing Standards. Retrieved August 24, 2010, from United

Cdod Dlocdal © H it 1, B st o sl o I b

-

Close

Figure 14.6 — The New Source in the Master List

You can add all of your sources before you even begin writing your paper. For this example,
however, you can just enter sources as you use them. Hit Close to exit the Source Manager.

Placing Internal Citations

Now that you have a source entered in the Source Manager, you can place a citation for it in your
paper very easily. In Figure 14.7 you can see the end of the sentence that requires a citation with
no period on the end. Remember that citations always come inside the period that ends the
sentence. If you use the information verbatim from the source, make sure to put it in quotations
so that you avoid plagiarism.

GILSI 1@ LU 1SAIES UV HHPUIL@IIL LIS 1@ SYSLE 183 UESH LU LHE THILUI Y Ul LS Ulieu
States, and how important it still is today. In this age of lightning-speed communication
through email and cell phones, the process of writing a letter may seem like archaic method
to some. Though simple, sending a message through the mail is an important skill to
master; just one simple mistake could leave your envelope in the wrong mailbox.

Addressing an envelope is relatively simple. According to United States Postal
Service guidelines, you should “format all lines of the address with a uniform left margin”

Figure 14.7 — Sentence to be cited

14-5



TO place the Citation! Slmply fmd the Insert References Mailings Review View Add-Ins
Citation tool on the Citation & Bibliography .. S| 3 Manage sources 2 Ins
panel under the Reference tab. A menu will i ﬂ

i ¢ Footnote - — LR Style: APAFiftt -
drop down below the tool showing sources you Insert . _ Insert
h d . t d in th C t List t th Citation = ﬂ]BlbIlography' Caption [ Cre
ave designated in the Current Lis (no' e . United States Postal Service N
Master List) of the Source Manager (Figure ————— Publication 23 - Postal —
14.8). Select the appropriate source from the ' T|,  Addressigstandards, 2010}
list and an internal citation will appear at the @ Addbew Jouce..
location of your cursor in the document as =2 Add New Placeholder.

shown in Figure 14.9. Add a period after the
last parenthesis to close the sentence.

Figure 14.8 — Insert Citation

Addressing an envelope is relatively simple. According to United States Postal
Service guidelines, you should “format all lines of the address with a uniform left margin”
(United States Postal Service, 2010).

Figure 14.8 — The Internal Citation placed

You can continue to add new sources and citations as you work through your paper. There are
many specific rules regarding different types of citations, so make sure to consult a citation guide
to double-check your work. Each standard has its own unique system.

Editing Internal Citations

To make changes to an internal citation, simply Addressing an envelope is relative
click on it and a field will appear around it with _Service guidelines, you should “format all
a drop arrow on the right side. Select the  (UnitediStates PostaliService, 2010).-

. . [ Edit Citation
arrow and a menu will appear enabling you to Ecit source
edit the citation, the source, or even convert the Convert citation to static text

_‘F Update Citations and Bibliography

citation to static text (Figure 14.9).

Figure 14.9 — Selecting the Citation

If you select the Edit Citation option, a small
Edit Citation window will appear allowing you
to add page numbers (if the source is printed or
has pages) (Figure 14.10). Also you can
choose to suppress the Author, Year, or Title
of the citation. This is often used when citing
the same source many times in a single [ o || cance |
paragraph.

Edit Citation -7 =
Add
Pages: |

Suppress
Author Year Title

Figure 14.10 — Editing the Citation
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Selecting Edit Source will open the Edit source
window, which looks very much like the
Create Source window. Here you can edit any
of the source information you may have
entered incorrectly (Figure 14.11). If you
choose to Convert the citation to static text, the
citation will become normal text just like the
rest of the copy in your document. Though
this feature will allow you to completely
customize the internal citation, the Source
Manager will not recognize it as an internal
citation and unless cited elsewhere in the
document it will not appear in an automatically
generated Works Cited.

Adding a Footnote

Edit Source

Type of Source

Bibliography Fields for APA Fifth Edition

Authar

Mame of Web Page

Name of Web Site

Year

Month

Day

Year Accessed

Month Accessed

Day Accessed

URL

Show All Bibliography Fields
Tag name
Unii0

/] Carparate Author | United States Postal Service
Publication 28 - Postal Addressing Standards
United States Postal Service

2010

April

1

2010

August

[

4
http: /pe.usps.gov/text/pub28 fwelcome. htm

(o )

Figure 14.10 — Editing the Citation

As you can see in Figure 14.11, the first paragraph has been fully developed and there are a
number of internal citations referencing additional sources. At this point you can pause to add a
footnote at the bottom of the page. This practice is usually reserved for digressive information
that could disrupt the reader’s pace, or anything that could require additional comment or detail
not appropriate to the current topic. A footnote will appear at the end of its marker’s page, while
endnotes will appear at the bottom of the last page of the document. To add a footnote to your
current document, place the cursor where you want the marker to appear. Then find the Insert
Footnote tool in the Footnotes panel under the Reference tab. The marker and a blank footnote

will appear on the page as shown in Figure 14.12.

The Basics of Mail
By Joe Robbins

Mail arrives almost every day of the week—it is an event so routine that we may

often fail to realize how important the mail system has been to the history of the United
States, and how important it still is today. In this age of lightning-speed communication
through email and cell phones, the process of writing a letter may seem like archaic method
to some. Though simple, sending a message through the mail is an important skill to
master; just one simple mistake could leave your envelope in the wrong mailbox.

Addressing an envelope is relatively simple. According to United States Postal
Service guidelines, you should “format all lines of the address with a uniform left margin”
(United States Postal Service, 2010). The first line of the address block should contain the
recipient’s name (United States Postal Service). The next line should contain the street
address; sometimes two lines are necessary (How to Mail a Letter in the U.5., 2010).
Finally, the last line should contain the city, state, and zip code of the recipient’s address
(Kleindorfer & Crew, 1993). If you follow these simple formatting rules, your letters will
always be properly addressed.

Figure 14.11 — The Finished Second Paragraph
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recipient’s name (United States Postal Service). The next line should contain the street
address; sometimes two lines are necessary (How to Mail a Letter in the U.S., 2010).
Finally, the last line should contain the city, state, and zip code of the recipient’s address
(Kleindorfer & Crew, 1993). If you follow these simple formatting rules, your letters will
always be properly addressed.!

Figure 14.12 — Footnote Inserted

To add text to the note, simply click to the right of the note at the bottom of the page and type.
You can see the note below in Figure 12.13.

1 Rules may change depending on the region and internal mail systems of some
organizations. Contact a local post office for more detailed information.

Figure 14.13 — Text Added to Footnote

Creating a Bibliography and Works Cited

Because you have used the source manager to store all of your source information, creating a
Bibliography and Works Cited will be much easier than having to individually format each
source by hand. If you open the Source Manager you will see in your Current list that some
sources have a check mark beside them while one does not (Figure 14.14).
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Source Manager 7| [E=
Search: Sort by Author EI
Sources available in:

Browse...
Master List = Current List

How to Mail a Letter in the 1.5, (2010) - Copy -> ¥ How to Mail a Letter in the U.5, {2010) -
United States Postal Service; Publication 28 - Postal Addressing Stand  United States Postal Service; Publication 28 - Postal Addressing Stal
Kleindarfer, Paul R, Crew, Michael A; Requlation and the nature of po  Kleindorfer, Paul R, Crew, Michael A; Regulation and the nature of |
Patter, John E.; Letters (2010) = Patter, John E.; Letters (2010)

¥ dted source

?  placeholder source

Preview (APA Fifth Edition):

Citation: (How to Mail a Letterin the U.S., 2010) -
Bibliography Entry:
How to Mail a Letter in the U.5. (2010, August 24). Retrieved August 24, 2010, from LivingAmerican.com :

It [, i : Lnmlicl fonnil badial b

Figure 14.14 — Source Manager

The source in the current list that is not checked has not been cited in the document. However,
because it is in the Current list it will be included in the Bibliography and Works Cited. If you
wanted to remove it completely from both lists, select it from both lists and hit Delete. To
remove it from the Current List, select it from the right side and hit Delete. If it is in the Master
List only, it will only appear in the Bibliography. For now, leave the Source Manager as shown
in Figure 14.14. Close the Source Manager.

Usually a long document will feature a

- - - - References Mailings Review WView Add-Ins Acrobat
Blbllography and Works Clted that begln On ert Endnote l‘ 3} Manage Sources j |51 Insert Table of Figures j =] Insert Dl
new pages. Because this report is short, both «restmote- % G sty sparsn - = =

el Inse Mark
of the lists will fit on the same page as the =" o WlfHssis oston foeeose (G
copy. To insert a bibliography, select the =y - swicseety E=n
Bibliography tool from the Citations & i gho
Bibliography panel under the Reference tab. e s oo s s s of
Select the Bibliography option as shown in always be |
Figure 14.15 and a bibliography will appear at o
the location of your cursor as shown in Figure Che o s e o
14.16. Insert a Works Cited as well using the e

same procedure, only selecting Works Cited
from the Bibliography tool menu (Figure
14.17).

ﬁj Insert Bibliography

Figure 14.15 — Bibliography Tool
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(Kleindorfer & Crew, 1993). If you follow these simple formatting rules, your letters will
always be properly addressed.!

Bibliography

How to Mail @ Letter in the U.5. (2010, August 24). Retrieved August 24, 2010, from LivingAmerican.com
: http://www._vidaamericana.com/english/mail.htm|

Kleindorfer, P. R., & Crew, M. A. (1993). Regulation and the nature of postal and delivery services.
Boston: Kluwer Academic Publishers.

Potter, J. E. (2010, August 2010). Letters. (J. Robbins, Interviewer)

United States Postal Service. (2010, April 1). Publication 28 - Postal Addressing Standards. Retrieved
August 24, 2010, from United States Postal Service:
http://pe.usps.gov/text/pub28/welcome.htm

Figure 14.16 — The Inserted Bibliography

(Kleindorfer & Crew, 1993). If you fellow these simple formatting rules, your letters will
always be properly addressed.!

Bibliography

How to Mail a Letter in the U.5. (2010, August 24). Retrieved August 24, 2010, from LivingAmerican.com
: http://www._vidaamericana.com/english/mail.htm|

Kleindorfer, P. R., & Crew, M. A. (1993). Regulation and the nature of postal and delivery services.
Boston: Kluwer Academic Publishers.

Potter, J. E. (2010, August 2010). Letters. (J. Robbins, Interviewer)

United States Postal Service. (2010, April 1). Publication 28 - Postal Addressing Standards. Retrieved
August 24, 2010, from United States Postal Service:
http://pe.usps.gov/text/pub28/welcome.htm

Works Cited

How to Mail a Letter in the U.S. (2010, August 24). Retrieved August 24, 2010, from LivingAmerican.com
* http://www.vidaamericana.com/english/mail.htm|

Kleindorfer, P. R., & Crew, M. A.(1993). Regulation and the nature of postal and delivery services.
Boston: Kluwer Academic Publishers.

Potter, J. E. (2010, August 2010). Letters. (J. Robbins, Interviewer)

United States Postal Service. (2010, April 1). Publication 28 - Postal Addressing Standards. Retrieved
August 24, 2010, from United States Postal Service:
http://pe.usps.gov/text/pub2&/welcome.htm

Figure 14.16 — The Inserted Works Cited

Notice that both of the lists contain the exact same four references. However, because you did
not cite the interview in the copy, it does not belong in the Works Cited but only the
Bibliography. To make this change open the Source Manager and remove the interview from the
Current List by selecting it and hitting Delete (Figure 14.17).
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Source Manager @

Search: Sort by Author EI
Sources available in:
Browse...
Master List = Current List
How to Mail a Letter in the U.5. (2010) = Copy -> + How to Mail a Letter in the U.5, {2010) ~

United States Postal Service; Publication 28 - Postal Addressing Stand
Kleindarfer, Paul R, Crew, Michael A; Regulation and the nature of po
Patter, John E.; Letters (2010)

+ United States Postal Service; Publication 28 - Postal Addressing Sta
Delete + Kleindorfer, Paul R, Crew, Michael A; Requlation and the nature of |

Edit...

e

¥ cited source
? placeholder source

Preview (APA Fifth Edition):

Citation: (How to Mail a Letterin the U.S., 2010)

Bibliography Entry:
How to Mail a Letter in the U.5. (2010, August 24). Retrieved August 24, 2010, from LivingAmerican.com :

=
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Close

Figure 14.17 — Removing a Source from the Current List

When you close the Source Manager you will notice that the interview still appears in the Works
Cited. To update the list, click the Update Citations and Bibliography tool that appears above the

Works Cited after you select the list (Figure 14.18). The interview will disappear from the
Works Cited as shown in Figure 14.19.

h'H':\-ffnu menc nnuf‘l‘uv'l‘fnl|h1QJerelcome_htm
f ﬂjv 2 Update Citations and Bibliography

Works Cited|

How to Mail a Letter in the U.S. {2010, August 24). Retrieved August 24, 2010, from LivingAmerican.com
: http://www.vidaamericana.com/english/mail.htm|

Kleindorfer, P. R., & Crew, M. A. (1993). Regulation and the nature of postal and delivery services.
Boston: Kluwer Academic Publishers.

Potter, J. E. (2010, August 2010). Letters. (1. Robbins, Interviewer)

United States Postal Service. (2010, April 1). Publication 28 - Postal Addressing Standards. Retrieved
August 24, 2010, from United States Postal Service:
http://pe.usps.gov/text/pub28/welcome.htm

Figure 14.18 — Updating Citations and Bibliography

14-11



The Basics of Mail
By Joe Robbins

Mail arrives almost every day of the week—it is an event so routine that we may
often fail to realize how important the mail system has been to the history of the United
States, and how important it still is today. In this age of lightning-speed communication
through email and cell phones, the process of writing a letter may seem like archaic method
to some. Though simple, sending a message through the mail is an important skill to
master; just one simple mistake could leave your envelope in the wirong mailbox.

Addressing an envelope is relatively simple. According to United States Postal
Service guidelines, you should “format all lines of the address with a uniform left margin”
(United States Postal Service, 2010). The first line of the address block should contain the
recipient’s name (United States Postal Service). The next line should contain the street
address; sometimes two lines are necessary (How to Mail a Letter in the U.S., 2010).
Finally, the last line should contain the city, state, and zip code of the recipient’s address
(Kleindorfer & Crew, 1993). If you follow these simple formatting rules, your letters will
always be properly addressed.?
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! Rules may change depending on the region and internal mail systems of some
organizations. Contact a local post office for more detailed information.

Figure 14.19 — The Finished Report

* World Class CAD Challenge 30-14 * - Use the Source Manager to save and organize
sources that you reference internally in a paper or report of your choice. Place a
Bibliography and Works Cited, as well as at least three footnotes. There is no set time limit
to accomplish this Challenge.

14-12



