
Using Word for Referencing 
Open the References Tab. 

 

 

To add Reference sources, click Manage Sources.  

 

Click New.            Add your reference information.  

 

 

This reference will be added to a Master List (that is stored on your computer) and a Current List (that is used in the 

current document). 

 

 

 

 



To build your bibliography: 

Choose the appropriate Reference sources from the Master list to include in your Current List.  

Add a source… 

If the source does not already appear in your Current List, select the source in the Master List and click the Copy 

button.  

Remove a source… 

If you need to remove a source from your Current List, select the source in the Current List and click the Delete 

button. 

Source details may be edited by clicking on the Edit button. 

 

At the end of your document, click Bibliography.  

 

 

Select Bibliography format. 

The sources in the Current List will appear.  
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To acknowledge your source with an in-text citation: 

Open the References Tab. 

Click Insert Citation. 

 

Select the appropriate source from the list that appears. 

 

 


