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Presentation Outline

� Basic formatting in APA
� Print references
� Electronic references
� RefWorks
� In-text citations



Paper format

� Double space
� Order of pages: Title page, abstract, essay, 

references, appendixesreferences, appendixes
� Use no bold or underline
� Special words are marked with quotation 

marks, not italics or bold
� Preferred typeface: 12-pt Times Roman or 

Courier



Title page information

APA says to list the  
� Title
� Author’s name

Title

Author’s  Name

Title     1

� Author’s name
� Institutional affiliation

We encourage students to check with their professors 
regarding required information.

Author’s  Name

Institution



Page headers

� shortened title and the page number (with five 

spaces in between)spaces in between)

� 1/2 inch from the top of the page, right-aligned

� Number all pages including the title page, and 

reference page and appendixes



Abbreviations

First use: Write out the term with abbreviation in 

parentheses.parentheses.

Conestoga Students Incorporated (CSI) is an….

Subsequently : use the abbreviation only.

CSI has been working on…..



Abbreviations (continued)

� If it’s in Webster’s Collegiate, don’t explain it:  

HIV, IQ, REM, AIDSHIV, IQ, REM, AIDS

� Use abbreviations and symbols if accompanied 

by numeric values:

– 4 cm, 30 s, 18 hr, 5 lb



Abbreviations (continued)

� Do not use “e.g.” except in parenthetical material; 

instead, write out “for example”instead, write out “for example”

� Do not use “etc”; write out “and so forth”

� Exception: Use “et al.” (“and others”) in the reference 

list and in text



Numbers

� Do not use an apostrophe when pluralizing 

numbers: numbers: 

e.g. “sixes,” “1930s,” “10s and 20s”

� In most cases , write out numbers from one to 

nine and use numerals for 10 and above: 

e.g. four cars, 10 cases, 18 years



Appendixes

� Place each on a separate page

� Label them as Appendix A, Appendix B, etc. (If � Label them as Appendix A, Appendix B, etc. (If 

there’s only one, don’t use “A”) 

� Centre the title (upper and lower case) at the top of 

the page

� List in the order they are mentioned in the paper



Headings

� Two levels of headings:
Method

Scoring and DataScoring and Data

� Three levels of headings:
Method

Scoring and Data
Recall data. The bilateral alpha power scores…

Note:The title of the paper does not count as a 
heading.



References

� Double-space everything

� Use hanging indent paragraphs� Use hanging indent paragraphs

� Alphabetize by author’s last name

� No author? Use the title in the author’s position, and 

alphabetize by the first major word in the title



References

Anderson, M. (2006). Communication techniques(4th ed.). Toronto, Ontario, 

Canada: Smith & Parsons.

Fetzer, S. J. (2001). Vital signs. In P. A. Potter, A. G. Perry, J. C. Ross-Kerr, & 

M. J. Wood (Eds.), Canadian fundamentals of nursing(2nd ed., pp. 668-723). 

Toronto, Ontario, Canada: Harcourt Canada. 

Greene, S., Chan, T., Davies, R. A., Towes, L. P., Wick, B., Miller, J., et al. 

(2001). Peer relationships. In L. Monroe (Ed.), Introduction to Psychology

(January 2008 ed., pp. 134-152). Kitchener, Ontario, Canada: Conestoga 

College.



Jones, T., & Harper, K. (2007). Sleep deprivation. Psychology Journal, 30(3), 

40-45.

Mosby’s medical nursing & allied health dictionary(6th ed., 2002). St. Louis, 

MO: Mosby.



Electronic References

� In 2007, APA put out the APA Style Guide to 

Electronic References, a revised and Electronic References, a revised and 

updated version of the section “Electronic 

Media” in the 2001 APA Manual. 



What is RefWorks?

� RefWorks is a tool that helps to produce 
correctly-formatted citations for in-text 
citations and bibliographies. citations and bibliographies. 

� RefWorks also helps to organize the sources 
used for research, and then quickly and 
easily insert fully-formatted citations into 
research papers! 



How does RefWorks work with APA style?

� RefWorks follows the most current APA information, 
which means the APA Style Guide to Electronic 
References (2007) for electronic resourcesReferences (2007) for electronic resources

� If there is a Digital Object Identifier (DOI) available, it 
will be imported along with the record into RefWorks, 
and it will be used in the citation

� If there is no DOI available, RefWorks will use the 
article’s permanent URL for the citation









doi label needs to be manually 
changed to pmid

doi label needs to be manually 
changed to pmid



16699358

Inserting the PMID here will change how the citatio n 
appears, but the label will have to be changed in t he 

final Reference list, rather than here.



16699358

This is the E-Journal Portal.  
It’s available from the LRC’s E-

Resource page under E-
Journals.  It will tell you where 
the full text of this article can 

be found in our electronic 
databases.
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Quotes require three components: 
� Author (or the first few words of a reference list entry 

if there is no author listed)

In-text Citations

if there is no author listed)
� Year (or n.d. if no year is given)*
� Page number (or paragraph number or section if no 

page number is provided)

Paraphrases require author and year (page number is 
optional).

*Subsequent mentions within the same paragraph do not require the year.
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Fetzer, S. J. (2001). Vital signs. In P. A. Potter, A. G. Perry, J. C. Ross-Kerr, & M. J. Wood 

(Eds.), Canadian fundamentals of nursing(2nd ed.; pp. 668-723). Toronto, Ontario, 

Canada: Harcourt Canada. 
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“Taking vital signs as a basis for determining changes and trends is useful in making 

therapeutic decisions” (Fetzer, 2001, p. 670). 
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As stated by Fetzer (2001), temperature, pulse, blood pressure, respiratory rate, and 

oxygen saturation measurements help nurses determine the next course of action. 
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Mosby’s medical nursing & allied health dictionary(6th ed.; 2002). St. Louis, MO: Mosby
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Mosby’s(2002) defined atrophy as “a wasting or decrease in size or physiologic activity 

of a part of the body because of disease or other influences” (p. 157). of a part of the body because of disease or other influences” (p. 157). 
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As defined in Mosby’s (2001), atrophy occurs when illness or another problem causes a 

muscle, or another body part to shrivel and weaken.
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Canadian winter. (n.d.). Retrieved May 20, 2008, from http://canadianwinter.ca/index.php 

?page =canadian_winter_pumpkin_pie
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Canadian Winter(n.d.) stated, “Jack-o’-lantern pumpkins . . . make poor pies” (para. 5). 
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Canadian Winter (n.d.) advised bakers to avoid using jack-o’-lantern pumpkins for pie.



3 to 5 authors
Reference: Lu, Y., Zou, C., Ye, R., Cha, J., & Daly, S. (2007)….
In-text citation, first mention: (Lu, Zhou, Ye, Cha, & Daly, 2007)

Multiple authors

In-text citation, first mention: (Lu, Zhou, Ye, Cha, & Daly, 2007)
In-text citation, subsequent mentions: (Lu et al., 2007)

6 authors
Reference: Lu, Y., Zou, C., Ye, R., Cha, J., Daly, S., & Lo, R. (2007)….
In-text citation, first and subsequent mentions: (Lu et al., 2007)

7 or more authors (list up to 6 authors in the reference)

Reference: Lu, Y. Zou, C., Ye, R., Cha, J., Daly, S., Lo, R., et al. (2007)…
In-text citation, first and subsequent mentions: (Lu et al., 2007)



Block quotations (40 or more words)

� Start the quotation on a new line

� Double-space it� Double-space it

� Indent the entire quotation five spaces

� Don’t use quotation marks

� Cite the source after the period



then the block quotation in text looks like this

Troykaand Hesse(2006) stated the following:

If the reference looks like this

Troyka, L. Q. & Hesse, D. (2006). Simon & Schuster handbook for writers

(4th Cdn. ed.). Toronto, Ontario, Canada: Pearson.

Troykaand Hesse(2006) stated the following:

Never assume that your instructor can’t  detect plagiarism. Instructors have 

keen eyes for writing styles different from the ones students generally 

produce and from your own style in particular. In addition, instructors can 

access Web sites that electronically check your submitted work against all 

material available online. (pp. 514-515)



Secondary Sources

A secondary source is a reference to another 
author’s work in the text you are reading.

For example, you are reading a book by Brown. 
Brown writes about a study by Kahil. You want 
to include information about Kahil’s study in 
your paper.



Secondary source example

If the in-text citation looks like this

Kahil’s 1996 study (as cited in Brown, 2001) suggests that nurses follow Kahil’s 1996 study (as cited in Brown, 2001) suggests that nurses follow 

the procedure as outlined.
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Brown, J. (2001). Nursing procedures(2nd ed.). New York: Harper.



Contacts 

The Writing Service in the Learning Commons: 
Room 2A103 (in the Student Life Centre)

• Call to request a workshop:  519-748-5220 x 3627
• Handouts online: 

http://www.conestogacon.ca/learningcommons/handouts.jsphttp://www.conestogacon.ca/learningcommons/handouts.jsp

The Information Desk in the Library Resource Centre 
• Contact info: http://www.conestogac.on.ca/lrc/contact/
• Online:  Style Guides & Writing Tools: 

http://www.conestogac.on.ca/lrc/help/styleguides.jsp



APA Resources

American Psychological Association. (2001). Publication 

manual of the American Psychological Association (5th manual of the American Psychological Association (5th 

ed.). Washington, DC: Author.

American Psychological Association. (2007). APA style 

guide to electronic references. Washington, DC: Author.


