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APA Referencing Guidelines

This guide has been modified to reflect updates to the APA referencing style published in
the 7th edition of the Publication Manual of the American Psychological

Association (2020). Only continuing students who have already commenced theses or other
major works should continue to use APA 6th edition.

There are both significant and minor changes in the new edition.

Significant changes:

* Multiple authors - in text citations for three or more authors should include the
name of the first author only, followed by et al. Reference list entries for works by up
to and including 20 authors should include all authors names. For works by more
than 20 authors, include the names of the first 19 authors followed by an ellipsis {...)
and then the final author's name.

* Place of publication is no longer included in references.

* Include the issue number in parentheses immediately after the volume number, for
all journals that have an issue number.

e DOlIs are now given in the following format: https://doi.org/xxxxx

* Itis not necessary to include the words "Retrieved from" before a URL.

* Database names and URLs for items in academic research databases should not be
included in references, except for databases such as Cochrane, ERIC and Factiva that
include works of limited circulation - for these items include the name of the
database and the URL for the specific work.

* For electronic works that do not have a DOI or a directly linking URL, the reference
should be the same as the reference for a printed version of the work.

About APA Style
There are two parts to referencing: the citations within the text of your paper and the
reference list at the end of your paper.

The APA referencing style is an "author-date" style, so the citation in the text consists of the
author(s) and the year of publication given wholly or partly in round brackets.

Use only the surname of the author(s) followed by a comma and the year of publication.
Include page, chapter or section numbers if you need to be specific, for example if you are
guoting, paraphrasing or summarising:

Guidelines for Referencing NovaCore\Danford VET\Manual\  Revision: 1.1 Revision Date: 04 Feb
2021 Next Review: 04 Feb 2022 Approved by: Vikas Wadhwa


https://libguides.murdoch.edu.au/APA6

1.

w

Head Office - William Street Campus
Level 8, 277 William Street Melbourne 3000 VIC

King Street Campus
B E| iev e Level 7, 310 King Street, Melbourne 3000 VIC
. Ph: +613 9642 1667 | Fax:+613 9642 2664
AChIEVB, admissions@danford.edu.au

www.danford.edu.au

COLLEGE Grow

Author Surname(s), Page(s)

[ |
(Cervone & Pervin, 2017, pp. 13-16)

Year of Publication,

No distinction is made between books, journal articles, internet documents or other
formats except for electronic documents that do not provide page numbers. In this case use
the paragraph number, if available, with the abbreviation para.

The full details of the source are given in a reference list at the end of the document:

Author(s). Title: (Edition.).

| ' | —— —

Cervone, D., & Pervin, L. A. (2017). Personality: Theory and research (13" ed.). Wiley.

I_I_I I I |

(Year of Publication). Subtitle Publisher.

Reference list entries contain all the information that is required to follow up your source.
Reference lists in APA are arranged alphabetically by author.

Steps to do referencing using Microsoft Word

Adding a citation after a quote

On the References tab, in the Citations & Bibliography group, click the arrow next to Style.

Home Insert Design Layout Mailings Review View
% B Add Text - ABl M Insert Endnote I_'Er = Manage Sources B
(Y Update Table A@;Nert Footnote ~ | 49— [% Style: | APA hd
Table of Insert B [Nsert e— > |nsert 0
Contents ~ Footnote = “how Notes Citation - £y Bibliography - Caption
Table of Contents Footnotes Fa Citations & Bibliography

Click the style that you want to use for the citation and source and at Danford College we
use only APA referencing style.

Click at the end of the sentence or phrase that you want to cite.

Click Insert Citation and then select Add New Source.
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5. In the Create Source box, type in the citation details, and then click OK.

5 | Create Source ?

Type of Source Report W
Eibliography Fields for APA
Author Edit
[ Corparate Author

Title Horthwind Report 2015
Year

Publisher
City

[[] Show Al Bibliography Fields

Tag name The Tag Mame will be used to uniguely identify this source. |

Morthwind2015 oK I Cancel

When you've completed these steps, the citation is added to the list of available citations.
The next time you quote this reference, you don't have to type it all out again, just
click Insert Citation and select the citation you want to use.

Insert Design Layout References Mailings Review View
ABl ﬁ']lnsert Endnotd - |\._i @Manage,’iourca
‘able AB, Next Footnate - E2syle APA -
Insert Insert — Insert
Footnote Show Motes TR £’ Bibliography ~ Caption El._:|
Footnotes r Morthwind 1
Morthwind Report
EE Add Mew Source...
[% Add New Placeholder...

Create a bibliography from your sources

If you want to create a bibliography from your sources, do the following:

1. Click where you want to insert a bibliography. Typically, they are at the end of a document.
2. On the References tab, in the Citations & Bibliography group, click Bibliography.
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Similar to the Table of Contents builder in Word, you can select a predesigned bibliography
format that includes a title, or you can just click Insert Bibliography to add the citation

without a title.

APA 6th Edition citation style fix procedure.

APA style uses the author's name and publication date. If you have multiple citations from
the same author, there is a known Word bug where the citation generator fills in the
publication title when it's not supposed to. If this happens to you, here's how to fix the

problem:

1. Inthe Word document, click the citation.
2. Click the down-arrow, and then click Edit Citation.

[ Edit Citation

Edit Source

E|_I

2

Convert citation to static text
[ Update Citations and Bibliography

rt.

3. Click the Title checkbox

Edit Citation ?
Add

Pages: |
Suppress 8

[ ] Author [ [Year [ ]Title

Cancel

L

4. and then click OK.
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