
REFERENCING MADE EASY

EDITING A CITATION

Step 1

Step 2
If you change citation type it is possible 
that some previously enabled fields 
will be greyed out, this is due to 
different types utilising diferent fields. 
The values you previously entered are 
still stored in the event you change to a 
citation type that utilises that data.

Step 3
Once have entered all of the relevant 
information into the various boxes 
click on the ‘Update’ button. Your 
citation will be updated and appear 
again  in the ‘Manage Citations’ list.
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You can change the selected citation type in the same way as 

before, simply use the ‘Citation Type’ drop down menu to select 
the type of reference you want to change to.



REFERENCING MADE EASY

INSERT AN ‘IN-TEXT’ REFERENCE

My Great Essay
My tutor asked me to write this report. My tutor said I should use in-text 
references like this one.

Step 1
Place your cursor where you want your reference to appear.

Step 2
Click on the citation you
want to insert from the list.

Step 4
Click the reference type you want 
to insert.

Step 3
Click the insert button.
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REFERENCING MADE EASY

INSERT A REFERENCE LIST / BIBLIOGRAPHY

Insert Bibliography
Clicking on this button generates a list 
formatted to the Harvard Standard of all 
citations which are NOT referenced 
specifically within the document (those 
entries that do not have a ‘*’ in front of 
them on the citation list).

This list does not update in your Word 
document automatically. You must 
delete the list in your Word document 
and reinsert it by clicking the button 
again after you have added new 
citations and / or edited current ones.

Insert Reference List
Clicking on this button generates a list 
formatted to the Harvard Standard of all 
citations which are referenced specifi-
cally within the document (those 
entries that do have a ’*’ in front of 
them on the list).

This list does not update in your Word 
document automatically. You must 
delete the list and reinsert it after you 
have made changes to your references.
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REFERENCING MADE EASY

MANUALLY ADDING A REFERENCE

Step 3
Check this checkbox to include a citation in the reference list, 
clear the checkbox to include the citation in the bibliography.

Step 1
Select a citation for editing as before.

Step 2
Now click the ‘Edit’ button.
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REFERENCING MADE EASY

MERGING / IMPORTING CITATIONS (Part1)

Step 1
Click on ‘Import’.

Step 2
Click on the ‘Import’ button.

Step 3
Select the file you wish 
to ‘Import’ into your 
current document..

Step 4
Click ‘Ok’ to continue.
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REFERENCING MADE EASY

MERGING / IMPORTING CITATIONS (Part2)

Importing a single citation into your document
Select the citation you want to add and click the ‘Single’ button.

Importing all citations into your document
To add all of the citations from the merge list click the ‘All’ button.

Click ‘Done’ once 
you have imported 
the citations you 
need to add.

Follow the steps in ‘Part 1’ to select a file that you wish to import into your current document.
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