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Objectives

1. Explain The References Tab of MS-Word 2007 .

2. Illustrate The Table of Contents for References
Tab.

3. Explain The Footnotes for References Tab.

4. Illustrate The Citations & Bibliography for
References Tab.

5. Explain The Captions for References Tab.
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The References Tab of MS-Word 2007 [WE s

U The References Groups contain the commands most commonly =
associated with writing a research paper, essay, term paper or
similarly formal documents.

U It have six main groups

1- Table of Contents 2- Footnotes  3-Citations & Bibliography

4- Captions 5-Index 6-Table of Authorities
Home  Insert  Pagelayout | References | Mailings  Review  View  Acrobat (7]
(2 Add Text ~ I EB 3 Manage Sources A D Bl @4- E)
: -
=3 3 Update Table AB (3 Style: apa - A El A
Table of Insert Insert . Insert Mark Mark
Contents ~ Footnote = | Citation~ & Bibliography - Caption ] || Entry Citation
Table of Contents Footnotes ™ Citations & Bibliography Captions Index Table of Auth...
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The Table of Contents for References Tab @_—;

The Table of Contents is the first group of References
Tab which deals with the table of contents.

The table of contents is a list of other important
chapters in the document and addresses.

There are three main options of the table of contents :-

The table of contents. E N} (ohAddTedt - v il B
; Update Tab! i
Add Text. Table of JfUpdateTable | ol Cypas 3
Contents ~
Update table' Table of Contents

when you would click on the drop down arrow of table of
contents option and select your style, this will create your
table of contents page automatically. It may even go through
your document and automatically add content. This is the
easiest way to add a table of contents
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The Table of Contents for References Tab @_-;

Home tnzert Page Layout References Mailings

[+ Add Text ~ AR liyinsert Endnote J, Table of Contents

TR || e MEDemEeSnete” || ieen T BAINEPROECTINORMATON
I SCHDUENFORMATON

lil.  DISCUSSION OF CRITICAL PATH,

IV.  ESTIMATED COST.

' V. Responsbiity Matrix

SR S T R

VL. Communicafion Plon

VI. Schedule: Project fime management ..o el

VII. Budget: Project cost management 9

! IX.  Riskmanagement. 10

Manual Table

Table of Content

» To obtain more options click the down arrow of the Table of contents and select
Insert Table of Contents option, this will open the Table of Contents window
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The Table of Contents for References Tab @;—

U Add Text:-

- It is the next option for table of contents , to use this button go

through your report and highlight text you want to add to your table of
contents and click Add Text then select the outline level you want the
paragraph to be in your Table of Contents Page.

-This will place the text you selected as the description and automatically
format the table of contents with the page number.

O Update Table:-

If any additions or deletions are made to your report or when you add text and it does
not appear right away all you need to do is click Update Table and the page numbers
in your contents page will be updated.
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The Footnotes for References Tab @;;

U A footnotes are the second group of the references tab which used to
comment on or provide a reference for text in a document.
Q A footnotes group has the following options:-

. .5y Insert Endnote ol duilil [
Insert Footnote option. A_Bl fi) i ~L>_||Aé
Insert Endnote option. Insert Ag Next Footnote - SR

Next Footnote option. | Footnote how Note Sleal )
Show Notes option. Footnotes G | el il

il gl
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To add a footnote to your document select the location you want your
reference mark to appear then click the Insert Footnote button.

This will bring you to the bottom of the page when you can write your
comments.

The Insert Footnote button will not only add the footnote but also
renumber them as you move text around.

Footnotes are usually for detailed comments and endnotes are used

for citations.

To insert an Endnote click in the location you want the reference mark then
click on Insert Endnote option and it will be placed at the bottom of

your document and allow you to type your endnote.
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The Footnotes for References Tab @-_;

U Next Footnote option, this button gives you the options to go to the

next or previous endnote and footnotes.

U Show Notes option shows you where all of your footnotes and endnotes are

located.

U The show notes button will be grayed out until you have footnotes inserted into

your document.

U Now click the little icon in the lower right hand corner of the Footnotes option , a
window titled Footnote and Endnote will open and this new window will
give you all of your options to make modifications to your endnotes
and footnotes.

Footnote and Endnote | = | dmlis o ey, ok ol o
Location =gl
Bottom of page [= [=] ERPUNTINTOW,
E End of document =1 ol Alp
Format fE
Number format: i i, i, [=] [=] T tomoBal el
B custom mark: ] [ symbol... | [ e ] [ Hmaio dole
Start at: i — = 1 top enBadl zng
B g Continuous =1 [=] JU—— s
: Apply changes el | e
Apply changes to: | Whole document [~] ol JolS | ol gl Bk
[ nsere ] [ cenca ] e [ setmia=n | [ =lsal ]
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The Citations & Bibliography for References Tab W<z

U In the Citations and Bibliography group, you can automatically
generate a bibliography based on the source information that you provide for the
document.

QO Citations and Bibliography group contain the following options:-

+ Insert Citation option. S 3 Manage Sources »lanll 805 3 j
+» Manage Sources option. | =3 Gy Styie: apa - v 1 jao¥l tnoul (B =
o Style option. Insert O SEdin ﬂ) § gl
% Bibliography option. Citation~ ) Bibliography * vl

Citations & Bibliography Shalioile g0l

U Insert Citation button lets you cite a book, article, or other information
source WhICh you need' References Mailings Rev
U Click on the Insert Citation button and —

Q Manage Sources

will hr ions:- ="
you see three options [=s 3 Style: APA -~
Insert P =
Add New Source option. Eitstivn ot SE Sy

&p Add New Source..,
}_}; Add New Placeholder...
&3 Search Libraries...

Add New Placeholder option.
Search Libraries option.
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The Citations & Bibliography for References Tab Wiz £

U When click on the Add New source option, this Create Source dialog box as

shown below.

Create Source

Type of Source ‘s;ok
Bibliography Fields for APA
Author [Lester, Albert

learningcomy co...]

Year 2007
Gity |London, UK

[ Show All Bibliography Fields
Tag name
|Les07

Example: Adventure Works Press

| ‘

] Corporate Author | ‘

Title |Project Management, Planning and Control 1M
Publisher | Butterworth-Heinemann

O While Add New Placeholder can be used to quickly enter a citation entry and edit the
information later, When Click on the Add New Placeholder option, the Placeholder

Name window opens. In this window enter the tag name for your citation and click

OK. This placeholder will be entered into your bibliography page.

Piacehclider Name

ey ]

Type the
nforma
Source

ScaholaaE

name of the sowrce. You can add
ton to this sowrce later by dicdking Edit in the
Manager.

more

] [ cancas |

The Citations & Bibliography for References Tab

QO The last option is Search Libraries. This feature will only work if you are

connected to the internet.

Q Click on the Search Libraries option and youwill [
see a side bar window on the right hand side of
your document.

UManage Sources option:-

QO It is the next button in the Citations &
Bibliography group.

O Manage Sources lets you view all of the sources
you have listed.
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QO Click on the Manage Sources button, the Source
Manager window will open to you.

ed e
* Bacanider sorce

Research SRAIE
Sescch for:
comrputer| s
A Reference Books ~>1
= ~ |~
i Encarta Dictiona s -
(Mot Searched) ’

This service could not be
searched because you are
not connected to the
Internet, Please connect and
try agen.
) Thesaurus: Englinh
(United States)
= processor (n.)
procesace
[
(=¥
central processng Lt
man s arme
Tper Comprter
workstaton

"B Get services on Office
Marke

40, Resmarch cptons. ..
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The Citations & Bibliography for References Tab @.‘f

U Style option:-

U It is the third option of the Citations and Bibliography group.
U It letsyou choose from a large list of formats for your Citations.

O Microsoft uses APA style by default for Citations.

O Click the down arrow next to Style to see your choices.

D s e | [ D menren U Style: | DA |
citatio - B BB APA — - g Biblio| APA Fifth Edition
I o ns & Bibli¢ Chicago Fifteenth Edition

s GB7714 2005
Soen "_a'"e sort GOST - Name Sort
2005 " GOST - Title Sort
. | ISO 690 - First Element and Date
oo 660 _ Fires Element and Date | IS0 690 - Numerical Reference
156 680 - Numerical Reference | MLA Sixth Edition
mia . SISTO2
Seventh Edition l} 2 X .
SisToz : Turabian Sixth Edition

Turabian
Sixth Edition
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The Citations & Bibliography for References Tab [WE!;L—
O The Bibliography option:- =
U It is the last option of the Citations and Bibliography group

O A bibliography is a list of sources that have been used (consulted or cited) while
creating a document.

U To create a bibliography, you add sources and then create the reference list.

U In Word 2007, each time you create a source, the information is saved on your
computer, so that you can use any source you have ever created.

) e
S ome st Pagelwowt | Refences | Malings  Reiew  View

§ (B¢ Add Text ~ AB' [yInsert Endnote 3 Manage Sources ) Insert Table of Figures ) Insert Index §+ 3 Insert Tabl(
i
12 update Table ([ styie: apn -
I Insert Mal

A{Mm Footnote - M update Table ¥ Update Index 1 update Tat
Table of nsert Insert Mark i
Contents ~ Footnote = Show Notes Citation | 4} Bibliography * Caption ! Cross-reference Entry Citation
Table of Contents Footnotes G| Citatid Builtin |ex Table of Autht
L1 ... |Bibliography SRR

Bibliography
Chen, 1 (2003), Cions and Rerences. New York: Conbosn Press.

Thaas, 1. (2005), Crecuing @ Formed Publication. Bosion: Proseware, e

Keamer, . 10 (2006). Howio Wrie Bibdiogreph
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W) nsertBibliography

Save Selection to Bibliagraphy Gallery
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The Captions for References Tab @_;—

U The Captions group in References tab of Word 2007 can be used for
Holiday letters to put a caption with pictures or to label tables and

objects you insert into your word documents.
() Insert Table of Figures

U Thereare fourth main options for captions group:- = |# :
2 1 Update Table
. . Insert s
» Insert Captions option. Caption (4] Cross-reference
> Insert Table of Figures option. Captions
» Update Table option. ayeso99 poary Usax 2ot T ﬂ
» Cross- reference option. NRSTIONEST
; Qb 21|
O These instructions apply to any captioned S ) amey

Qo9 Olubdoss

tables, figures and diagrams. I will use ‘figure’
to refer to each of them.

ULabeling a figure in Wordzoo7

Caption:
Figure 1

1- Position your cursor under the figure.

2-Open the Caption window : Go to the References
tab > Captions command group, then click Insert
Caption.

3- Select Figure from the Label drop-down list.

Options

Label:  [Figure

[ Exdude label from caption

[autocapton... ] [ ox ] [ close ]

VA Al v Vo

The Captions for References Tab @.‘ﬁ

4-Optional:If you may want to add a Chapter number, click Numbering and :

the Include chapter number check box. You can also specify the number
format, style, and separator.

5- Add any extra caption information after a caption number (e.g. Figure 3: xxxx ).

6- Click OK

Caption Caption 2
Capton: Caption: Capton: : -
Figure 1.1 Figure 1: Splendid Fairy-wren (male] Figure 1 | Fomat: L3 ¥
Options Options 098005 | [)5ncide chapter nuber
Lebel: | Figure N Lebel:  |Figure Y e Pl Chagter starts ith style Headngl v

Use separator: .7@7 X
[ Exclude label from caption [ Excuude label from caption [Dexcudelsb]  Examples: Fgure I1-1, Table 1-A
e b o

(o]

[aocapton.. ] [k ][ cese || [[atocapton..] [ o ][ caxd ]| |[asocoptonl . = 7
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The Captions for References Tab @i
U Creating the Table of Figures :- ‘

1-Position the cursor where you want the Table of |G X
Figures to be placed (it usually goes immediately
after the Table of Contents).

| Indey | Tabl of Gontents Tebk of uthorties

. Print Preyien Ve Preview
2-Insert the Table of Flgur'es: Goto Fore Tt 1
the References tab > Captions command group,
then click Insert Table of Figures. Figue 2 Tex 3| | |rue Tt
3-Click on the Table of Figures tab, if it’s not Figue 3 Tex §| | |Fique 3 Ted
already selected. Figure 4 Tet 7| | |Figuze 4 Ted
4-From the Caption Label drop-down list, Fiumf Taut ] | [Figure 5 Ted
select the type of table you want to create— I Sonpak ot (7)ot hyprls rsead o page b
Figure in this example. o ——
5-Make any other changes as required. N

6- Click OK.
7- Add attitle (e.g. List of Figures) above the list
just like you do for Contents.

General i i
Fomals: |Fomtenpate ¥ Caionlabel Fawe ¥ (7] Incudelabel and umber

List-of-Figuresf '
Figure-1: Splendid Fairy-wren (make) + ] E
Figure-2 White-winged Fary-wren " ¥al
£ . YA QT g A\R%
igure-3 Superty F airy-wren + w

The Captions for References Tab (“_,.I;
=Ly

U You are also able to create your own labels for
your captions. Click on the New Label button.
This brings up the New Label window. Type the
label you would like to add to the Label
dropdown menu and click OK.

IE]

€ &

U While, Click on the Auto Caption button in the

Caption window. The AutoCaption window will (atocwton.. | [ o | [ cod

open, it is used to insert a caption automatically = — =

when you insert the selected objects. o - Sl
O Go through the list of inserts and place fgﬁ?&:ﬁa w5

a check mark in the box next to what you would
like a caption associated with.

O Then choose the type of label you would like or
Click the New Label button and create your
own. Then choose what position you would like
the caption to be placed in. Click OK. - —
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The Captions for References Tab

Referring to a figure in the body text

1-In the body text, place the cursor when you
want the cross-reference text to be inserted.
2-To insert a cross reference: Go to the
References tab > Captions command group,
then click Cross-reference.

3-Select Figure from the Reference Type drop-
down list. All figures that have been inserted
as a caption are listed in the bottom half.

Cross-reference

Reference type: Insert reference to:
TN - | | only label and number e

Insert as hyperiink

For which caption:

[Fiure 1: Splendid Fairy-wren (male) ]
Figure 2: White-winged Fairy-wren
Figure 3: Superb Fairy-wren

4-Click once on the figure that you want to refer to.

5-In the Insert reference to drop-down list, select how you want the information
displayed (e.g. select Only label and number to just display “Figure x” and not the
entire caption; select Entire caption to display “Figure x: yyyyyy”).

6-Click Insert, then click Close. The reference is added to the document—if you
click in it, you should notice the gray shading indicating that it’s a field.

The-Splendid-Fairy-wren-(Figure} 1 Yis-predomiiy

small-creatures,-mostly-insects-such-as-ants,-grz.
supplemented-by-small-quantities-of-seeds, - flow{"
in-shrubs-that-are-les s—than—two—metres—abo:‘iy
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Questions
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Windows 7
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