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1. Where can I find the “References” toolbar?

In a MS Word document, references can be inserted, and the bibliography can be designed using
the MS Word toolbar "References".

Clicking on the word “References” at the top of the screen will open the toolbar (see Figure 1.1).
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Figure 1.1. References toolbar.
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2. Which bibliography style to choose?
Before starting work with references, you need to choose a bibliography style. RISEBA regulations

insist on the use of the Harvard — Anglia style. You can select the style by clicking on the arrow in
the small box in the middle of the "References" toolbar. Then choose from the list of available styles,

see Fig.2.1.
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Figure 2.1. List of possible bibliography styles.

RISEBA regulations insist on the use of the ‘Harvard - Anglia’ style. However, even if you write
your references in another (wrong) style, at the end of the job, or at any other time, you can change
the reference formatting style with one click, and all references will be reformatted automatically.
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3. How to add a new source?

To insert the required reference in the text, place the cursor in the text where you need to insert the

reference and go to the command "Insert Citation", see Fig.3.1.

B Energy in organizations — Saved to my Mac

Home Insert Draw Design Layout References Mailings Review View Q Tellme 2 Share ] Comments
v ) AddText v ab‘ ’T‘ a5 Next Footnote v /G) @ “"—F g [ Harvard - Anglia § "@ [ insert index "’Dr [E insert Table of Authorities
[i]

Table of Insert Insert Show Notes Smart Researcher Inser | ="l =T i Insert Insert Table 5 Mark Sodats bde Mark Update Table
Contey [ UpdstaTabte | _nesct | nsert kit Lookup Citatic [nsert Citation | Bibliography Caption of Figures [T cross-reference Entry Hipdat Citation :

Energy in organizations

According to Brown, knergy is necessary for everyone to perform daily activities.

Page1of1 15words [¥ English (United States) Bfocus BEN R T = -~ =——— —+ 160%

Figure 3.1. "Insert Citation" command.

Clicking on " Insert Citation" opens the "Create Source™ window, see Fig. 3.2.
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2 Energy in organizations
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Figure 3.2. “Create Source” window.

In the "Type of Source™ section you can choose which type of source you want to refer to. For

example, the window above shows the source "Journal Article™ and the sections correspond to the
information you need to provide for journal articles.
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4. Available source types.

Brown's work, which needs to be referred to here, is a book, so the source type should be changed
to "Book", see Fig. 4.1. You can do this by clicking on the arrow beside the source type - the
suggested source types will open. In this window, you must select the type of source you need.

There is a wide selection of sources to choose from, including electronic sources.
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Figure 4.1. “Source type” menu

In this example, select "Book™ - the window and the required information change accordingly.
The first piece of information requested is the author. Authors, in all cases where they are persons,

must be entered one by one using the "Edit" button, see Fig. 4.2.
A window will open in which you have to enter the names of the authors one by one (for the Harvard

system, it is enough to enter only the initials of the names).
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Figure 4.2. “Edit Author Name” window.

Once the first author's last name and first name have been entered, click on the plus icon (in some
cases it can also be an “Add” button). If there are several authors, this must be done separately for

each author.

When all authors have been entered, click "OK", see Fig. 4.3.
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5. What to do if the author is an organization?

If the author of the source is an organization, the option "Corporate Author™ should be used, see Fig.

5.1.
You must click on the appropriate box and enter the name of the organization in the window that

becomes active beside the "Corporate Author"” box.
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Figure 5.1. Corporate Author Window.

All required information about the source must be entered below, see Fig. 5.2.
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Figure 5.2. “Edit Source” window.

When everything has been filled in, click "OK". A reference to the source will appear in the text in
accordance with the Harvard (author, year) system, see Fig. 5.3.
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Figure 5.3. Text with the source in accordance with the Harvard system.
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6. What to do if the source is a journal article with several authors?

The next reference in an example of a journal article with several authors. Authors must be entered

using the "Edit" window one by one, clicking the plus icon after each author, see Fig. 6.1.

‘Journal article’ should also be selected if you have read this journal article online, such as EBSCO,

Emerald, or other databases. This option should be selected whenever you know the title of the

journal in which the article was published, regardless of how you access this article.
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Figure 6.1. “Edit Name” window to add multiple author names.

When all the authors have been entered and they appear in the ‘Names' window in the required order,

click on 'OK’, see Fig. 6.2.
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Figure 6.2. Confirmation of authors' names.

A reference in the Harvard style will appear in the text, see Fig. 6.3. As you continue to write, do

the same for all references.

If there is nothing to write in any of the windows, for example, the issue of the journal is unknown,
it can be left blank.

AuteSave @or W H OIS B Energy in organizations
Home Insert Draw Design Layout References Mailings Review View Q Tellme  Share | | [0 Comments
ﬁ’]v TmesNew.. v 12~ A" A | Aav Ao T AsBbCcDdte | AsBbCcDdee  AaBDCcDC sstbceodes AGB( msesceosee | | A QJ ¥
paste . Normal || Nospacmg | Headingt | Hoading2 Tite subite Swes  Dictate | Sensitvt
¢ B I Uvs x % |Av2vAn . sy y

Energy in organizations

According to Brown, (Brown, 2000) energy is necessary for everyone to perform daily

activities. In the work envi can use their kn

ige of human energy to
perform activities that generate more energy, improve employee performance, and promote

their learning. (Cross, et al., 2003)|

Page1of1 47words (¥  English (United States) O Focus

— — p—t 139%

Figure 6.3. Text with reference in the Harvard style.
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7. How to add a page number to the reference if it is a quotation?

Adding a page number to the reference, if the reference is a quote, can be done after the reference
has been inserted into the text. By clicking on the reference, it turns gray and becomes active, see
Fig. 7.1. Additional actions can now be taken, and corrections can be made to reference. You can
add a page number (used for citations) or you can correct the reference (if an error has occurred) or

you can convert the reference to static text (used if the author is part of a sentence and only the year

needs to be left in the brackets).
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activities. In the work envi can use their knowledge of human energy to
perform activities that generate more energy, improve employee performance, and promote
their learning. (Cross, et al., 2003) Research has shown that the level of employee
involvement and job satisfaction depends on the positive emotional experience gained at
work| (Green Jr, et al., 2017)
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Figure 7.1. Text with colored reference.
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According to Brown, (Brown, 2000) energy is necessary for everyone to perform daily
activities. In the work environment, managers can use their knowledge of human energy to
perform activities that generate more energy, improve employee performance, and promote

their learning. (Cross, et al., 2003) Research has shown that the level of employee

involvement and job satisfactiol ends on the positive emotional experience gained at
work(Green Jr, et al., 2017)’.i
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Figure 7.2. Text with "active" reference.

When you click on the reference, an arrow appears, see Fig. 7.3. Clicking on it opens a window

where you can choose to either edit the source (this is used if you need to change something that

has already been entered) or edit the citation.
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Figure 7.3. "Active" reference menu.
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When clicking on "Edit Citation", see Fig. 7.4. A window opens in which you have to enter the page

number that contains the text you want to reference (the page that contains the citation).

AutoSave @or A EH O S # Energy in organizations
Home Insert Draw Design Layout References Mailings Review View O Tellme 2 Share
D v ) AddText v ab‘ ’T‘ ak Next Footnote v O] ?f G [T Harvard - Anglia & @ D ™ [ insertindex ?r [B Insert Table of Authorities
[i] | =V — =l (=¥
a1 bedats B S RCRCE SO Lo Sl o T U bsserany ¥ B LR B T Gt rsfarce B T citatin
Energy in organizations Edit Citation

According to Brown, (Brown, 2000) Sunprene [ 1huithor serform daily
activities. In the work environment, 1 Year 'human energy to
perform activities that generate more Title wnce, and promote
their learning. (Cross, etal., 2003) R Cancel m mployee
i and job satisfaction depenus viruicpr aperience gained at
woxlé"m;j
Page1of1 73words [¥ Latvian Ofocus R B = = = = + 139%

Figure 7.4. “Edit Citation” window where you can add a page number.

Clicking on the "OK" button will bring up a page in the text next to the reference, see Fig. 7.5.
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their learning. (Cross, et al., 2003) Research has shown that the level of employee
involvement and job satisfaction depends on the positive emotional experience gained at
work. (Green Jr, et al., 2017, p. 12)

Pagelof1 75words [ English (United States) 3 Focus

[
&
il
1y

+ 139%

15



RISEBA MN 0010-01

Figure 7.5. Text with reference that contains a page number.
Using the same method, the reference can be converted into static text. This can be used, for

example, if the author's surname is a part of the sentence, or if several references have to be placed

in one bracket - if the text refers to several sources.
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8. What to do if a source needs to be referred to more than once?

If you need to refer to a source that has already been entered once in the same document, all you
have to do is click on “Citations” in the top menu and a list of previously used references will appear

on the side, see Fig. 8.1.
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Figure 8.1. List of references used previously in the document.

The “Manage Sources” (that can also look like a button with an ellipsis on the bottom of the citations
list) command allows you to copy sources that have been used in other documents and stored on
your computer into the document. Sources that have already been used in other documents and
entered on a computer are retained and can be used simply by copying them from the 'Master List'
to the 'Current List', see Fig. 8.2. When sending a document by e-mail, the sources and their

functionality in the respective document remain.

Use the "Copy" command to copy them to the relevant document - in the Current list.

17



RISEBA MN 0010-01

AutoSave

Home Insert Draw Design Layout References Mailings Review View & Share [J comments

1 ~ ;
v ) AddText v ab E‘] aki Next Footnote v (i) HI ] —F g [1? Harvard - Anglia a Insert Index —F B insert Table of Authorities

Table of insert Insert Smart Researcher | Insert Citations [1] piaii o Insert Insert Table [7 e Mark Mark
S W || R R Lookup Citation 1 emtogrepiy e Teail casetareal £ b Citation
Source Manager Citations Py
Master List Current list Citation style: ~ Harvard - Anglia :
Brown, G C; The energy of life: The st . Brown, G C; The energy of life: The
Cross, R, Baker, W, Parker, A; What ¢ v Cross, R, Baker, W, Parker, A; Wha Double-click to insert:
Energy in organizatj | Cress: R Baker, W, Parker, A What¢| copy v GreenJr, P, Finkel, E J, Fitzsimons Citations
Green Jr, P |, Finkel, E J, Fitzsimons, | Brown, G C The energy of life: The sci..
eld, Andy; Discovering Statistics us New. Cross, R, Baker, W, Parker, A What Cr.
According to Brown, (Bt Edit... Field, Andy Discovering Statistios usin
Green Jr, P |, Finkel, E J, Fitzsimons, G...
activities. In the work em Delete
perform activities that ge

their learning. (Cross, et

involvement and job satis
work. (Green Jr, etal., 2(

Close

+ e-

- — —F 130%

Pagelof2 162words [LZ English (United States)

a

Figure 8.2. Source Manager window.

When you open the "Citations™ window, the copied source will appear in the list of choices.
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9. How to make a bibliography?

To create a bibliography, click on the "Bibliography” command and select the format of the

bibliography, see Fig. 9.1.
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Figure 9.1. Biography menu.

Clicking on the appropriate selection will display all used sources in alphabetical order in the text,

see Fig. 9.2.
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Energy in organizations

According to Brown, (Brown, 2000) energy is necessary for everyone to perform daily
activities. In the work environment, managers can use their knowledge of human energy to
perform activities that generate more energy, improve employee performance, and promote
their learning. (Cross, et al., 2003) Research has shown that the level of employee
involvement and job satisfaction depends on the positive emotional experience gained at
work. (Green Jr, et al., 2017, p. 12)|
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Figure 9.2. Bibliography in the document.

RISEBA regulations stipulate that sources must be numbered, and this can be done by marking the
list of literature sources and adding automatic numbering.

By continuing work on the document and entering new sources in the text, the bibliography can be
updated by clicking on the command "Update Citations and Bibliography". The new sources will

automatically appear in the list where they should be in alphabetical order, see Fig. 9.3.

The word "References"” may be replaced by another name, such as "List of References” or “Sources

of Information". You can also change the font.
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Energy in organizations

According to Brown, (Brown, 2000) energy is necessary for everyone to perform daily
activities. In the work environment, managers can use their knowledge of human energy to
perform activities that generate more energy, improve employee performance, and promote
their learning. (Cross, et al., 2003) Research has shown that the level of employee
involvement and job satisfaction depends on the positive emotional experience gained at
work. (Green Jr, et al., 2017, p. 12)
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Figure 9.3. Update citations and bibliography command.

Good luck in designing the references and bibliography!
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