
Citations in Word 2007 

1. Select the “References” tab. 

 

 

 

2. Select the type of style needed. (usually MLA or APA). 

 

3. Insert a New Citation. Select “Insert Citation” (click on the Down-Arrow) and 

“Add New Source” 

 

  



4. If you need more fields, put a check box here (see below) “Show All Bib Fields”. 

Now just fill in the blanks with the necessary information. This inserts the 

parenthetical citation.  For example: (Smith) 

 

 

5. To insert the final page, Select the down-arrow “Bibliography” and then select 

either to create a Bibliography or  Works Cited page. 

 

 

 


