
open word and Create a new document.  

This document can be your actual paper/project, 

or it could be a document used only to create a bibliography.1

When you have added all your sources, use the ‘Bibliography’ button 

to let Word create your Bibliography or Works Cited list.Note
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Click on the 
‘References’ tab

Fill in the 
appropriate 

fields for your 
source.

Click ‘ok’ to add 
this source to 

your list.

use this button 
once you’ve 

listed all your 
sources to 
create your 

bibliography or 
works cited list.

Click on the 
‘Citations’ 
button To 

open up the 
citation tool 
and select 

your citation 
style

Use the ‘+’ sign 
to create a new 

citation.


