APA Formatting in Word
2007
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E::. Microsoft
2.Office

APA BIBLIDGRAPHY

@ Open “Letterhead”

w& ' @ On the References tab,
-  Styles |APA -~ locate the Bibliography

Insert
Citation =] g Bibliography = ¢ group, and choose APA Style
|| wp  Add New Source... @ Click anywhere in the
% | Add New Placeholder... df)cu.ment, then click Insert
- Citation

i Search Libraries... n
€3 | Search Libraries @ Click Add New Source
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APA BIBLIDGRAPHY
reate Source

Author [6ill Gates
™ Corporate Authar |

Type of Sou

~fibliography Fields Far apa

Title |The Apple of my Eye

Journal Mame |Modern Geek

Vear [z003
Pages [22-30
[ Show All Bibl
I5q name Example: 50-62
Bilos _ Cancel

@ Choose a Type of Source from the list

@ Fill out the remaining fields with information related to the citation
@ Click OK

@ The citation appears on the page
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APA BIBLIDGRAPHY

%ﬁManagj:ﬂources ﬂ J|jInser'c'I:'a_ble :f Figures ﬂ# j\jln @ Insert a page break at
aflBibliography - CI:;;:H [ Cross-reference 2‘;’,5 bottom of ”Letterhead”
Built-In

-
Bibliography

@ Click Bibliography

@ Choose Works Cited

@ The properly formatted
Bibliography appears

@ Complete this step ONLY

after references have been
cited in the document.
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GUSTOM DICTIONARIES

Access
Aces
Aces’
Ace's
Cases
Ignare

Ignore All

@If a word that the dictionary
sees as “misspelled”, even
though it is not. It is possible to
add the word to your dictionary

@ Right-click on the word

Add to Dictionary

AutoCorrect

Language

f" Spelling...
A LookUp..

[, Paste

=~ ®Choose Add to Dictionary

4

EASY THESAURLS

Paste
Font...
Paragraph...
Bullets
HNumbering
Hyperlink...
Look Up...

@ Right-click the word that you
need a synonym for

@ Choose Synonyms

@ Choose a synonym from the
' menu

R @ N e R

Synonyms

Translate

Styles
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EASY DICTIONARY

®Right-click the word that you
want to define

A=

f" Bote ® Choose Look Up
Eont...
S paragraph.. @ Review the definitions
i= Bullets >
i=  MNumbering »
B Hvoerink.
E:: Look Up... I
Synonyms »
Translate 3
Styles 3

WORD CouNt

-
— Home Insert Page Layout References Mai

fv JJ [—;u a% é‘_jTranslatinn ScreenTip ™ mwa nt tO knOW hOW

Spelling & Research Thesaurus Translate% m ush you have Written ?

Grammar

L m—— .| ®Click the Review tab

) St:“s““' _ ®On the Proofing group,
H ages .
,  Words 668 click Word Count
| Characters (no spaces) 3,507
" Characters (with spaces) 4,190
t  Paragraphs 17
Limes 161
1
g

1 [ Include footnotes and endnotes

Shawy Toolbar |
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