
REFERENCING GUIDE
How to reference sources for 

academic writing
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Objective: 
Learn how to reference correctly for academic writing 
purposes

Outline:
∗ What is referencing; when to use referencing & why do 

we need to reference?
∗ Referencing styles
∗ Examples
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When do we need to reference?
Every time you use someone’s ideas or quotes, you need 
to reference that source

Why do we need to reference?
1. To avoid plagiarism i.e. using other peoples’ work as if 

its your own
2. To give credit to the sources you’ve used
3. So the reader can do they

When & Why do we need 
to reference?
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1. APA Style
2.Footnotes 

Styles of Referencing
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APA STYLE FOOTNOTES

Example: Apple is related to Orange 
(Smith, 2020, p. 170)

Bibliography ✔✔✔
Smith, J. (2020). The 
relationship between Apple 
and Orange. Retrieved from 
www.appleandorange.com.

❌❌❌

MS Word 
function 
under 
References
tab

Insert Citation Insert Footnote

Comparison Table
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http://www.appleandorange.com/


APA Reference consists of two elements:

1. In text citation
2. Reference/Bibliography

APA Style
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In-Text Citation
Pacific Immigration Development Community

In-text Citations: direct quotation example

• Caruth (1996) states that a traumatic response frequently 
entails a “delayed, uncontrolled repetitive appearance of 
hallucinations and other intrusive phenomena” (p.11).

• A traumatic response frequently entails a “delayed, 
uncontrolled repetitive appearance of hallucinations and 
other intrusive phenomena” (Caruth, 1996, p.11).



In-Text Citation & Bibliography
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Reference/Bibliography
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Features:
∗ Appears at the bottom of the page, corresponding to the 

reference numbers in the text
∗ The reference number appears in superscript at the end of 

the clause or sentence it refers to 

Footnote Style
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2 types of footnotes

Pacific Immigration Development Community

1. Full notes

2. Short notes



ibid = same as last entry 
Pacific Immigration Development Community

Use ibid when two references in a row are from the same source.

Example:

11 K Reid, Higher Education or Education for Hire? Language and Values 
in Australian Universities, CQU Press, Rockhampton, 1996, p. 87.

12 ibid., p. 26.

13 M Doyle, ‘Captain Mbaye Diagne’, Granta, vol. 48, August 1994, p. 99.

14 Reid, op. cit., p. 147.



Demonstration on how to insert footnotes
Insert footnotes and endnotes - Word (microsoft.com)

Full notes citation 
The Footnote / Bibliography Referencing System | UNSW 
Current Students

Links for Footnotes
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https://support.microsoft.com/en-us/office/insert-footnotes-and-endnotes-61f3fb1a-4717-414c-9a8f-015a5f3ff4cb
https://student.unsw.edu.au/footnote-bibliography-or-oxford-referencing-system


∗ Identify which style of referencing you will use
∗ Use references relevant to your discussion
∗ Make a note of all the sources you use for your essay
∗ Cite correctly according to your style of referencing
∗ If you’re using quotes, someone’s ideas, or 

paraphrasing, must cite those sources
∗ Don’t forget your Bibliography (depending on your 

style)

Key Takeaways
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Chicago Style Footnotes | Citation Format and 
Examples (scribbr.com)

https://library.aut.ac.nz/__data/assets/pdf_file
/0017/123245/200114-Example-essay.pdf

How to Write References on Essays | Examples

Sources
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https://www.scribbr.com/chicago-style/footnotes/
https://www.examples.com/education/reference-essays.html
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