Citing Sources: Step by Step

1. Make sure that your parentheticals are in the right format – (S3 45) etc.  Having the “S” is CRITICAL for using this short cut!

2. Scan your draft.  Make a list of all source numbers cited in the paper.

3. Create bibliographic entries.  Using your packet (or the citation maker / easy bib website) and your original note sheets where you recorded source information, format each source according to MLA format.

4. Print a hard copy of this list, with your source numbers next to each entry.

5. To prepare your parentheticals, highlight the first word of each entry (generally the author’s last name.  IF you have 2+ by the same author, or none is given, highlight the TITLE as well)

6. For the next step, it is important that you do S1 LAST if you have more than 9 sources, and S1 AND S2 last if you have more than 19 sources.

7. Starting with your first citation, (let’s say it’s S3) do the following:

a. Look up that citation on your list.  Note the word you highlighted.

b. In Word, go to edit – replace.

c. In “find what” type S_  (where _ = the number)

d. Click the “match case” option below to avoid having your entries in all caps.

e. In “replace with” type the word you highlighted.

f. If your parenthetical includes a title that needs underlining, choose the format option below, and select underlining.

g. Hit “replace all.”  This will format ALL your parentheticals for that source!

8. Repeat step 7 for each source you used in the paper.

9. Once they are all formatted, finalize your bibliography.  Delete the source numbers, and alphabetize the entries according to the START of each entry.  Put the proper heading up top on the sheet.

