MAKING CITATIONS IN MICROSOFT WORD
Create a blank document in WORD.

Click on the REFERENCES tab at the top of the screen.
In the REFERENCES drop-down tool bar, go to the third box from the left labeled
CITATIONS AND BIBLIOGRAPHY. It will look like this:
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Click STYLE and select APA.
Click INSERT CITATION.

Click ADD NEW SOURCE. A box will appear labeled, CREATE SOURCE. Fill in all the requested information. Be sure to select the TYPE OF SOURCE you are citing. See below:






After filling in all information fields, click OK
Go back to REFERENCES box and click on BIBLIOGRAPHY.
Click on INSERT BIBLIOGRAPHY in the drop-down box.
Your citation should appear in the correct form on your document page. Following the correct format from my handout, type the annotation for your bibliography source beneath the citation.
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Fill in all information fields provided.
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In this space, the computer will provide examples of the proper form for information for each field.
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