
Referencing in MS Word 
 

1. Select ‘References’ in the Menu bar 
2. Select ‘Manage Sources’ 
3. Select APA 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select ‘New’ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. Create Source – Select the Type of Source, i.e. Book, Website, etc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Fill in the Author, Title, Year, etc. details in the box and press OK. 
7. For in text referencing, you can just press Insert Citation from the ‘Reference’ option. 
8. When you are finished with entering your references, you can then insert your Bibliography. 

(You can select a few different bibliography options). 
9. If you need any assistance please let me know. 

 


