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Introduction

This tutorial includes step-by-step instructions for working with Citations, Bibliography
and Research tools in Word 2016 with Office 365 subscription. Those who have fully paid
versions of Office might not have some of the features discussed in this tutorial.

There is one document attached to this PDF tutorial that contains both Citations and a
Bibliography. The Master List is the one that is associated with my Normal document
template.

Choose a Document Style Guide

Before you begin writing a document, especially if you are in a degree program, you need to
identify the document style guide that will be used for the document.

The default document style guide is APA or the American Psychological Association style
guide. Even though a Style Guide is used for documents, individual academic institutions
may have their own variations on the formatting.

Other style guides are Chicago, ISO and Harvard - Anglia.

The document style you choose will affect the way that citations, bibliographies, footnotes
and endnotes will look in your document.

The style guide determines the format/layout for the document and its parts.

The keyboard command to open the list of document style guides or layouts is Alt + S, L for
Reference Ribbon, Style.

Then press Alt + Down Arrow to open the list followed by the Up and Down Arrow keys to
move through the list.

Press Enter on the document style you want to use, and you are returned to your document
which now uses the style guide you chose.
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Figure 1 List of document style guides from Reference Ribbon.

Citations

There are two ways to use Citations in your document. If you insert a Citation, it is
formatted like “McCall, 2014. It is inserted directly into the body of a document.

e

Video provides a powerful way to help vou prove vour polnt [Sustainable Cities Collective I

n wou click Online Video, you can pasts in the embed code Tor the wideo wou
wrant to add, You can also tvpe a kevword to search online for the video that best fits vour
document. To make vour document look professionally produced, Word provides header,
footer, cover page, and text box designsthat complement each other. For example, you can

add a matching cover page, header, and sidebar. Click Insert and then choose the elements
vou want from the diffsrent galleries.

Figure 2 Paragraph showing APA style Citation.

Your document style guide may indicate that the use of Footnotes or Endnotes is preferred
in which case, you would use those tools instead of the Insert Citation tool.

Even if you can’t use the Insert Citation tool for your document, it is a good idea to start
creating a source database because you can use this to build your Bibliography at the end
of the document.
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Citations can be used in two ways: to cite references within the document and/or to create
a Bibliography at the end of your document.

Note: When you insert a Citation into the body of a document, it is in a
Content Control. If you are using adaptive technology and reviewing your
document, you may find yourself stuck in the Content Control with no way
to get out. Most of the time pressing Ctrl + End to get to the end of the line
will jog you out of the Content Control but it is tricky. You may also get
some but not all information about the content Control you are in as
Content Controls are not generally accessible.,,

Let’s get started!

Manage Sources - Master List Dialog

The first step to using Citations is to manage your source documents. Managing source
documents includes creating them and deciding which ones are going to be used for
specific documents.

For example, I am a disability rights advocate and my Citations database has many articles
on disability rights, human rights, access to public transportation and accessible document
design. When I author articles on these topics I can choose which articles are going to be
useful for the article and associate them with the current article or document.

Once you create a source database it will be available to you for all documents you create.

._.j I E‘.Manage Sources

CR styler AP -
|hsert . c
Citation = =1 Bibliography =

Citations & Bibliography

Figure 3 Manage Sources button on the Reference Ribbon.

To start, press Alt + S, M to open the Master List dialog from the References Ribbon. The
button is called Manage Sources and is found in the Citations Group on the References
Ribbon.

It doesn’t matter where your cursor is at this time. Later in this tutorial we’ll go through
adding a Citation Placeholder where it does matter where your cursor is. For now, it
doesn’t. You can add a source at any time from any place in the document. Sometimes as
I'm reading through articles I open Word and start adding the sources with only a blank
document open so that I don’t have to remember to do so when I'm working on a
document.
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You can add sources to Word any time. You don’t have to have a working document open,
just a blank document.

Saurce Manager ? X

Search: Sart by Author ~

Sources available in:

Browse...

Master List Current List
Cntario Human Rights Commission: & Du Accommodate 2014) ~ Copy-= UM Enable; Article 24 Education CRPD (2015)
WGEH Boston: & Ride ina Cab th 4] ar the Blind [2014) Goverhiment of Canada; Canadian Charter of Rights and Freedoms (1¢
Government of Manitoba; Accessibility for Manitobans with Disabilities Dielete UMICEF; Defining Quality in Education (2000
Government of Ontario; Accessibility for Ontarians with Disabilities Ak, = Desire2learn; Desire2Learn LeaP Adds Intelligent Adaptive Learning (2
Government, Ontario; Accessibility Standards for Custamer Senvice, Ont: Eritish Heritage; Disability in the early 20th century 1914-1945 (2014
City of Ottawa Ontario; Accessible Taxi Cab Program 2014 Edit... + Sustainable Cities Collective; Helsinki &ims to Be Car-Free by 2025 [207
City of Hamilton Ontario; Accessible Transportation Services [ATS) (2014) anadian Heritage; Human Rights and Disabilities
AWorld at School; Action on education in emergencies and funding an Mew..,
UM Enable; Artice 24 Education CRPD [2015)
Gowvernment of Canada; Canadian Charter of Rights and Freedoms [196:
Canada, Federal Government of: Canadians in Context - Peaple with Di¢ ¥

¥ dted source
? placeholder source

Previews [Chicaga):

Citation: (Ontario Human Rights Commission 2014) A

Bikliography Entry:
Ontario Human Rights Commission. 2014, "4 Duty to Accommodate." Gntaria Human Rights Commission, http://www. ohre.on.ca/en/policy-
and-guidelines-disakility-and-duty-accommodate/d-duty-accommodate, w

Clase

Figure 4 Master List dialog for sources.
The Master List dialog is divided into four main areas:
1. The entire list of sources you've added is on the left with its own search tool.
2. There are buttons for Copy, Delete, Edit and New in the centre.

3. The sources you are using in the current document are on the right with its own
search tool.

4. A preview of what the citation will look like in the document and in the Bibliography
is at the bottom of the dialog.

Just under the list of sources used in the current document are two pieces of information
that are not accessible while in the list of current sources. One is a question mark used for
Citation Placeholders and the other is a check mark used for Citations that have been used
in the document. You can have a Bibliography of all sources, but the ones you've used will
have a check mark beside them in the Manage List dialog.

Until you cite a source in the current document, there are no check marks in the list of
sources available for the current document.

The last component of the Master List dialog is a Close button in the lower right of the
dialog.

Add a New Source

The first step in using the Citations and Bibliography tools is to add sources. You can add
several types of sources, each revealing different fields for information related to a specific
type of source.
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With the Master List dialog open (Alt + S, M), press Alt + N to activate the New button. The
Create Source dialog opens, and focus is in the drop-down list where you can choose the
type of source you are entering information for. For example, you can choose book article
in periodical, report, conference proceedings, or website.

Create Source ? X

Type of Source  |BEETHEE Language |Default ~
Bibliography Fields for Chicago
Author Edit
[ Corparate suthor
Mame of Webh Page
Year
hMaonth
Day
Year Accessed
tonth Accessed
Day Accessed
LRL

|:| Show All Bibliography Fields
Tag name

Placeholder Cancel

Figure 5 Create Source dialog.

The Create Source dialog will change depending on which document style guide you are
using and which type of source you are creating. The last source [ added was a website, so
this is still chosen when I return to the Create Source dialog.

Create Source ? X
Type of Source |Web site = language Default w
Bibliography Fields for Chicago | Book Section -
Jourmnal Article
Author Article in a Periodical Edit
O Conference Proceedings
Report
W
Mame of Web Page w'h Ghe

Year

Month

Day

Year Accessed
Month Accessed
Day Accessed
URL

[ show &1 Bibliography Fields
Tag name

Placeholder] Cancel

Figure 6 Create Source dialog showing types of sources you can add.

While you are viewing the fields for a specific type of source, nothing is required as
information. All fields are optional. I found this useful when citing web resources because
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they didn’t always have the date information or the original publication date. Some
documents don’t even have an author or any helpful information to use in a Citation.

Type of Source  ERETIY -
s for Chicago

Authar
|:| Corporate Author

Title

Year

City

Puhblisher

Figure 7 Create Source fields for Book source.

There are no keyboard commands to move among the fields. You use the Tab and Shift Tab
to move forward and backward through the fields for a publication.

The first element to identify is the language of the source. The default will be English in my
case, but I can change it if | am entering a source in a different language. The language
choices depend on the installed dictionaries on your computer. When I access the

drop-down list, I can only choose English - Canada, English - United States, or French -
Canada.

IjType o Y gl A rticle in a Periodical

s far Chicago

Avthaor
[] corporate Author

Title
briodical Title
Year
tManth
Day
Pages

Figure 8 Create Source fields for an Article from a Periodical source

Pressing Tab after you confirm the language of the document will take you to the Author
field. This is where you enter the name or names of the source authors.
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Note: If you are using the JAWS screen reader, JAWS will announce the
document style guide you are using as well as the name of the field. This is
one way to check to make sure that you are using the correct document
style guide for the document. Of course, you can always double check by
going to the Citations Group in the References Ribbon (Alt + S, L but this
will open the drop-down list).

If you press Tab after the Author field, you'll land on an Edit button. This lets you enter
multiple author information for the source.

The first field is for the Last Name. The second field is for the First Name. The third field is
for a Middle Initial.

Once you have that information entered, press Alt + A to Add them to the list of authors for
the source document.

You don'’t have to enter the authors in any specific order because once you start adding
authors, you can select an author and move them up or down according to the order they
appear in the source document. As you add authors, buttons are revealed to the right of the
list of authors you've added.

When you select an author in the list of authors, you can press Alt + E to Edit the
information, Alt + letter O to move the author Down in the list or Alt + D to Delete them
from the list.

When you have finished entering the information for all authors, Tab to and activate the OK
button by pressing Enter.
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Edit Mame rX
Add name
Last: rcCall
First: zaie
Middle:
Add
Mames
McCall, Karen
McCall, Barnaby
MeCall, Olivia Diowell
Delete
QK Cancel|

Figure 9 Edit Name dialog showing multiple authors.

You are returned to the Create Source dialog and all of the author names are listed
according to the order they appear in the list in the Edit Name dialog.

Create Source ? x
Type of Source |Web site ~ Language |Default ~
Eibliography Fields f jrago
Authior McCaII, Karen; McCall, Barnabyy McCall, Olivia; McCall, zoie; Edit

| Corporate &uthor
Marme of Web Page
Year
Maonth
Dray
Year Accessed
Month Accessed
Dray Accessed
LURL

|:| Showe Al Bibliography Fields
Tag name Example: Kramer, James D; Chen, Jacky

Figure 10 Create Source dialog showing multiple authors.

[f there is no author but the publication is a report by an organization or a website article
by an organization, pressing Tab will take you to the check box where you can identify that
there is no specific author. When you check this check box, you will enter an edit box to
identify the organization when you press Tab.
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Edit Source

Bibliography Fields orChicago

Type of Source  ([SEayaR g i gel T A I s R 1 Language |Default

Author

Corparate Author  |British Heritage

Mame of Web Page

Marne of Weh Site

Year

Manth

Day

Year Accessed

Month Accessed

Dray Accessed

LURL

I:‘ Shiowe All Bibliography Fields

Tag name
Erild

Cisability in the early 20th century 19141345
British Heritage
04

httpftwanane englizh-heritage.arg.uk/discover/peaple-and-places/disability-historng1914- 1945/

Figure 11 Area of the Create Source dialog where you can decide on authors or publication by an

Once you have the information for authors or publication by an organization, press Tab to

organization.

move to each of the following fields and enter information that you have.

There is a check box in the lower left of the dialog, just under the fields that will let you
type of source. If you use this, almost all of the fields are

show all fields for a specific

required fields and you must enter information for all the required fields.

If you want to use this or explore the differences, press Alt + A to move to and check this

checkbox. The Create Source dialog changes to show all fields.

Note: For those using adaptive technology such as a screen reader, you
are not notified as to which fields are required. There is simply an asterisk
to the right of each required field and a notation in the dialog that an
asterisk denotes a required field.
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Create Source

Type of Source | Conference Proceedings |~

Bibliography Fields far Chicago

*  Authaor

|:| Corporate Author

* Title

Editor

* Pages

*  Year

* Conference Publication Mame

* City

*  Publisher

Wolume

Short Title

ol SR JE [ ' A

[lishiow Al Bibliography Fields: * Recommended Field

Figure 12 Create Source dialog showing All Fields for a Conference Proceedings source.

Pressing Alt + A again will uncheck the checkbox to show all fields and return you to the
default set of fields for a source.

Once you begin entering information about the authors of a source, Word assigns the
source a “Tag” which it then uses when inserting a Citation into the document. You can edit
the Tag by pressing Alt + T. This will also let you just review the Tag that Word has created.
This Tag has nothing to do with PDF Tags. It is simply the way that Word has of identifying
the sources for Citations and Bibliographies. There is a specific syntax or set of rules for
naming a Tag. Depending on what you change, you may get an error message.
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Edit Source

Eibliography Fields for Chicago
Author

Mame of Web Page
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Year
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Language |Default

Corparate Author | British Heritage
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Eritish Heritage
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Maonth
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Year Accessed
Maonth Accessed
Day Accessed
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|:| Show &ll Bibliography Fields
Tag name
Brild

Cancel

Figure 13 Create Source dialog with Tag area isolated.

After you complete the information for the source, Tab to the OK button and press Enter.
You are returned to the Master List dialog.

The source you just added is in both the master list on the left and the sources available in
the current document on the right.

Add a Placeholder Source

What happens if you are writing a document, need to cite a source but you don’t have a
source handy? Sometimes I'm writing and need to support an idea or statement and I know
['ve read something about this but don’t know where it was. My cursor is where [ want the
source cited in the document.

[ can launch Internet Explorer or any digital library tools and start searching for a source.
When I find a source that supports my thoughts and ideas, I can press Alt + S, C, P for
References Ribbon, Insert Citation, and Create New Placeholder.

The Placeholder Name dialog opens, and your focus is in the edit box where you can give
the Placeholder source a name, or Tag. By default, it will be called Placeholder1 with no
spaces. Tags in a Citation source have no spaces.
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Placehalder Marne ? >

Type the tag name of the source, You can add mare
infarmation to this source later by clicking Edit in
the Source Manager.

Flacehaolderl

Figure 14 Placeholder Name dialog.

When the source has a temporary name for Word to reference, the Citation is inserted into
the document using the Tag.

Video provides a powerful way to help you prove vour poEt (Placeholderi]. IJ'n.i'hen Vo1l

click Online Wideo, you can paste in the embed code for the video vou want to add. You can
alsotype a keyword to search online for the video that best fits yvour document.

Figure 15 Temporary Placeholder source in document.

When you have finished your thoughts and have written supportive text, press Alt + S, M to
open the Master List dialog.

Tab to the list of sources in the current document. You will find one in the list with the Tag
name you gave it, or if you left the Tag as Placeholder1 that is what you'll see.

With the source selected in the list of sources in the current document, Press Alt + E to Edit
the source. The Create Source dialog opens, and you can add all of the details for the
publication.

Current List

? Placeholder

Figure 16 Placeholder source in Master Source list before editing.
When you've finished updating or editing the source, Tab to the OK button and press enter.

You are returned to the Master List dialog and your “placeholder” Citation has been
updated with the new information. The Tag may also change based on the additional
information provided.
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As long as you don’t edit the information for the Placeholder source, there will be a
question mark in the list of sources available in the current document which indicates that
the source information is not complete, and a Placeholder source was used. The lack of
information for that source will also be reflected in your Bibliography.

Managing Sources

We’ve looked at adding sources to a blank document and adding a Placeholder source while
we are working on a document. How can we use the Master List sources in any document
we want?

First, open a new or existing document. If you press Alt + S, C to insert a Citation, you will
see that there are none to cite.

Press Alt + S, M to open the Master List dialog.

All of the source documents, no matter the topic, are in the list on the left.

Source Manager ? x

Search: Sort by Author ~

Sources available in:

Erowse..,

Master List urrent List
Qntario Human Rig Comm A Duty to Accommodate (2014 Capy-> UM Enable; Article 24 Education CRPD [2015)
WGEEH Boston; & Ride in a Cab th Optimal for the Blind [(2074) Government of Canada; Canadian Charter of Rights and Freedoms (1¢
Gowvernment of Manitoba; Accessibility for Manitobans with Disabilities Delete UMICEF; Defining Quality in Education (21
Government of Ontario; Accessibility for Ontarians with Disahilities Act, = Desire2Learn; Desire2learn LeaP Adds Intelligent Adaptive Learning [2
Government, Ontario; Accessibility Standards for Customer Service, Onts . Britizsh Heritage; Disability in the early 20th centuny 1914-1545 (2014
City of Ottawa Ontario; Accessible Taxi Cab Program (2014) Edit.., W Sustainable Cities Collective; Helsinki Aims to Be Car-Free by 2025 (207
City of Hamilton Ontario; Accessible Transportation Services [ATS) (2014) Canadian Heritage; Human Rights and Disabilities
AWarld at School; Action on education in emergencies and funding an Mew,.,
UM Enable; Article 24 Education CRPD [2013]
Government of Canada; Canadian Charter of Rights and Freedoms (193
Canada, Federal Government of; Canadians in Context - People with Diz ¥
¥ cited source
? placeholder source
Preview [Chicago):
Citation: (Ontario Hurnan Rights Commission 2014) ~

Bibliography Entry:
Ontario Human Rights Commission, 2014, "4 Duty to Accommodate," Grtario Human Rights Commiasion. http: /S, ohre.on.ca/en/policy-
and-guidelines-disability-and-duty-accommodate/d-duty-accommodate, v

Clase

Figure 17 Master List dialog showing buttons in centre of the dialog.

Select a source on the left and press Alt + C to Copy it to the right. The area of the Master
List dialog on the right is where Word will draw information for Citations and a
Bibliography for the current document

You should be able to use first character navigation in the list of sources to find the one you
want. This ability is dependent on the version of your adaptive technology. For example,
JAWS 16 doesn’t always let me use first character navigation but JAWS 17 does.
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Citation » = [y Bibliography =

Add Mew Zource..,
ey 2] ey Placeholder..,

Figure 18 Insert Citation when there are no sources available in the current document.

When sources are added to the right side of the Master List dialog, you can easily use them
in the document you are working with by inserting a Citation.

The full set of buttons down the centre of the Master List dialog are:
e Copy (Alt + C).
e Delete (Alt + D)
e Edit (Alt+E)
e New (Alt+N)

You can use any of these buttons for a source selected on the left or right of the dialog.
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Insert Citation
Now that we have a variety of sources for our document, we can cite them in our document.

Place your cursor where you want the Citation inserted.

Press Alt + S, C for Reference Ribbon, Insert Citation.

=) 5
=} '] anage OLFCes
BB 5

[E Styler | Chicago =

Insert o Insert
Citatian =~ £ Bibliography - Captio
British Heritage

Disability in the early 20th century
1914-1245, (2014}

Canadian Heritage

Human Rights and Disahilities

Desire?Learn

Desirezlearn LeaP Adds Intelligent
Adaptive Learning, (2015)

Government of Canada

Canadian Charter of Rights and
Freedoms, (1932)

Sustainable Cities Collective

Helsinki &irns to Be Car-Free by
2025, (204

UM Enable
Article 24 Education CRPD, {2015)

UMICEF

Defining Quality in Education,
(2000

Add Mew Source...
e Sl Mewy Placeholder..,

Figure 19 List of sources that can be cited in a specific document.

All of the sources you “copied” over to the list on the right of the Master list dialog appear
alphabetically under the Insert Citation button.

Use the Up and Down Arrows to insert the source you want at the cursor point.

Once you press Enter on the Citation you want, it is added to the document at the cursor
point and you can continue writing or editing the document.

There are two other items in the Insert Citation Gallery: Add New Source (S) and Add New
Placeholder (P).

These two options let you quickly add a new source or a placeholder for a source you know
you have but haven’t added it to the Master List yet.
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Settings for Citations in Documents

Once the Content Control for a Citation is added to a document, you can make it static text if
you are required to. Unfortunately, this has to be done for each Citation in a document on
an individual basis. There isn’t a way to globally make all Citations static text.

:|(Global Citizen, n.d.]

-
[ Edit Citation

Edit Saurce

Coaonwvert citation ta static text

D| Update Citations and Bibliography

Figure 20 Context menu for a Citation Content Control.
To make a Citation static text:

1. Select the Citation in the document making sure you can see the arrow on the right
of the Content Control.

2. Activate the Down Arrow for the Content Control.
3. Choose Convert Citation to Static Text. The keyboard command is C.
4. The Citation is now static text.

When you make a Citation Static text, the check mark is removed from the Citation in the
Manage Source dialog. This means you won’t know which sources you've cited and which
ones you haven't. | usually make the Citations static text as the absolutely last thing [ do
before sending the document on or publishing it.

The other options you have in the context menu for a Citation Content Control are:
o Edit Citation.
e Edit Source.
e Update Citations and Bibliography.

If you select the Content Control and press the AppKey, you get a different context menu. It
does include the ability to edit the Citation and the source, but it also contains other tools.

Cut. Edit Citation. Edit Field. Font.

Copy. Edit Source. Toggle Field Paragraph.
Codes.

Paste Options. Update Field. odes
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[Global Citizen, n.d.)
d\'@ Cut
EE Copy

Paste Options:

Edit Citation
Edit Source
[ Update Field
Edit Field..,
Toggle Field Codes

Eont...

4 =

Baragraph...

Figure 21 Context menu when the AppKey is pressed on a selected Citation.

If you want all of the Content Controls converted to static text in a Word document, save
the document as a DOC file instead of a DOCX file. Content Controls did not exist prior to
Office 2007 and the introduction of the DOCX file format.

Generate a Bibliography from Sources and Citations

Once you have the document written and have added the Citations, you can generate a
Bibliography. Any source listed on the right side of the Master List dialog will be included in
the Bibliography. This means that a work doesn’t have to be cited to be included in the
Bibliography.
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Bibliography
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Elnsertﬁibliography

Figure 22 Insert Bibliography Gallery in the References Ribbon.

When the Insert Bibliography Gallery opens, there are some pre-configured Bibliography
layouts.

Do NOT use these!

They are Content Controls that can create a barrier for adaptive technology. Adaptive
technology may become stuck in them and lose the ability to reliably inform you of where
you are in the Content Control.

[ know that Citations ARE Content Controls, but I've tried to provide ways of confining the
number of Content Controls used in documents with Citations. Use the ability to generate a
plain old Bibliography for your documents.
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Figure 23 Example of a Bibliography created from sources.

Instead of using the Content Control based Bibliography Gallery, set up your Bibliography
ahead of time.

First, move to the area of the document where you want the Bibliography to appear.
Then Type a Heading for the Bibliography such as Resources, References or Bibliography.

Make that text a Heading level that corresponds with its role in your document. Make sure
that the Heading is sequential with the previous Heading.

Press Enter to move to a blank line.
Press Alt + S, B, B for References Ribbon, Bibliography, Insert Bibliography.

Your source list is added to the document in alphabetical order formatted for the document
style guide you chose.

Updating a Bibliography
Your document is finished! But what happens if you review the document before
publishing and discover some unclear thoughts or the need for additional Citations?

Once the additional sources are added to the Master List and/or cited in the document,
move to the Bibliography fields and press the AppKey. Press U for Update Field and the
Bibliography will be updated with the new information.
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If you are mouse dependent, you can right click anywhere in the Bibliography fields and
choose Update Field.

Limiting Sources in a Bibliography

If you only want the sources cited to be part of your Bibliography, you will need to remove
the ones without a check mark from the list of current sources (right side of the Manage
Sources dialog.)

Source Manager ? X

Search: Sort by Author ~

Sources available in:
- Browse..,

Master List Current List
Global Citizen; 10 Barriers to Education Around the World ~ - Copy o 5] tizen: 10 Barriers to Education Around the World
Powver to Change; 10 Tips to Effective and Active Listening (2018) Fo Change: 10 Tips to Effective and Active Listening [2018)
Catning; A Day Made of Glass (2011) Delete + Corning; A Day Made of Glass (2011)
Ontario Human Rights Commission; & Duty to Accommodate [2014] = Ontario Human Rights Commission; & Duty to Accommodate (2014)
Government of Canada; & profile of persons with disabilities among Ca - + Government of Canada; & profile of persons with disabilities among ¢
WGEH Boston: & Ride in a Cab that's Optimal for the Blind [2014) Edit... WEBH Bostan; & Ride in a Cab that's Optimal for the Blind (2014)
University of Washinton, DO-IT; Access STEM: Increasing the Participatio University of Washinton, DO-IT; Access STEM: Increasing the Participal
Government of Manitoba; Accessibility for Manitobans with Disabilities Dew.. + Government of Manitoba; Accessibility for Manitobans with Disabiliti
Gowernment of Ontario; Accessibility for Ontarians with Disahilities &ct, + Gowvernment of Ontario; Accessibility for Ontarians with Disabilities &
Gowvernment, Ontario; Accessibility Standards for Customer Service, Ont: Government, Ontario; Accessibility Standards for Customer Service, O
City of Ottawa Ontario; Accessible Taxi Cab Program [2014) v + Mullen, Fiona; Widening Access to Higher Education (2010)
¥ dted source
? placeholder source
Previess [APA):
Citation: (PowertoChange, 2018) ~
Bibliography Enitry:
Powerto Change. (2018), 10 Tips to Effective and Active Listening. Retrieved from Powerto Change:
https:/fpowertochange. com/studerts/peopleisten v
Clase

Figure 24 Manage Sources dialog showing an uncited article selected.

If you are using JAWS 2018 or later, you will hear the word “cited” after each source that
has a check mark beside it identifying it as being cited in the current document.

When you land on an uncited source, one without a check mark, press Alt + D to Delete it
from the list. Make sure you are on the side of the dialog that has the cited works checked!
This is the right side of the Manage Sources dialog.,

Once you have the uncited sources removed from the sources list on the right, press Alt + S,
B, B to generate the Bibliography. This will produce a Bibliography with only cited sources.

Listing Bibliography Articles for Reference

[ have over 200 sources in my Source Manager. The topics range from inclusive education,
Inclusive education in disasters and conflict, access to accessible, affordable and reliable
public transportation in rural communities, to how to develop advocacy and leadership
skills if you are a person with a disability and equal access to the Internet and broadband
for those living in poverty. There are times when I just need to know if I've already added a
source to my Manage Sources list.

[ open a blank document and then open the Manage Sources dialog (Alt + S, M).

Page 22 of 26



[ select all of the sources on the left. It is fast using the keyboard, hold down the Shift key
and then press Page Down until all items are selected. You can’t use Ctrl + A in the list, not
sure why.

[ then copy them all over to the right side of the Manage Sources dialog (Alt + C).
[ can then press Alt + S, B, B and create a “Bibliography” that has all of my sources in it.

When [ want to check and see if 've already added a source to the Manage Sources dialog, |
can easily skim through the “Bibliography” document I've created.

This technique also lets me identify any duplicate sources I've inadvertently added so that I
can go back into the Manage Sources dialog, locate the duplicate and delete it from the
master list.

Source Manager

Search: Sort by Author ~

Sources available in:

Browse..,
Master List Current List

5lobal Citizen; 10 Barriers to Education Around the Wiorld
Powver to Change; 10 Tips to Effective and Active Listening [2018)
Delete Corning: A Day Made of Glass [2011)
= Ontario Human Rights Commission; & Duty to Accommodate (2014)
- Government of Canada; & profile of persons with disabilities among ©
Edit... WGEH Boston: & Ride in a Cab that's Gptimal far the Blind (2014)
University of Washinton, DO-IT; Access STEM: Increasing the Participal
Dew.. Government of Manitoba; Accessibility for Manitobans with Disabilitio
Goverhiment of Ontario; Accessibility for Ontarians with Disabilities &
Government, Ontario; Accessibility Standards for Customer Service, O
ity of Ottawa COntario; Accessible Taxi Cab Program (2014) v
¥ dted source
? placeholder source
Previess [APA):
Citation: (Yoo, 2014) ~
Bibliography Enitry:
‘Yoo, T, (2014, January 23), How Access to Broadband Can Remove Barriers to Education and Empower Women, Retrigved from Cisco:
https://blogs. cisco. com fesr/how-acce ss-to-broadband-can-remove-barriers-to-education-and-em power-women b
Clase

Figure 25 Manage Sources dialog with all of the sources on the left selected and copied to the right.

Finding Citations using the JAWS Screen Reader

If you are using the JAWS screen reader, you can get a list of the form fields in a Word
document. The keyboard command is the same for other file formats/documents:
JawsKey + F5
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List Fields *

CITATION Corld © (Corning, 20113 fors
CITATION ¢ (Global Clizen, nd.)
CITATION Gov1 3 (Government of Canada, 2013) Cancel
CITATION Gowl 3 - (Government of Manitoba, 2013)
CITATION Qrt0g : (Government of Ontario, 2009)
CITATION Mul 0 (Mullen, 20107

Once you get a list of form fields in the document, you can navigate to any of them. This is a
good strategy for finding where the Citations are in your document. It is also a good
strategy to find any of the Content Controls in documents in general.

Unlinking Fields

Recently, while writing a chapter for a book, the editors wanted the Bibliography to have
no active links. This would have taken a lot of time to do manually, selecting each link,
pressing Ctrl + K, Alt + R to activate the Remove button and repeating that process.

I found a tool in Word called “Unlink Fields” that does the trick! It does not work well for a
Table of Contents or on Content Controls, but it does work for parts of a document where
you want the links to be static text, not active links.

The process by keyboard command is to select the content you want to unlink and press
Ctrl + shift + FO.

There is an Unlink Fields tool that you can put on your Quick Access Toolbar!

Bo-0MMIIMEGe e[

Haorme Insert Design Layout References Mailings H

Figure 26 Quick Access Toolbar showing the Unlink Fields button.

In the previous image, the solid white circle outlined in black is the Unlink Fields button.
The other button that is a white circle is for the Learning Tools. The button to the right of
the Unlink Fields button is to Update all Fields in a document (once the content is selected)
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and the button on the far-right toggles focus to Footnotes and back to the place where the

Footnote was entered into the document.

There are a lot of nifty tools you can find in Word to put on the Quick Access Toolbar!

As you add more than 9 items, the keyboard commands start decreasing in number and
add a 0 (zero) before them. For example, on my Quick Access Toolbar, which is shown in
the previous image, View Footnote is Alt, 0, 9 and View Endnote is Alt, 0, 8.

Ward Options ? X
General . .
IE[%' Customize the Quick Access Toolbar,
Dizplay
Choose commands fram: G Custorize Quick Access Toolban G
Proofing
Al Commands Far all documents {default) -
Sawve
Language Un Hang AutoSave
Underine Save
Ease of Sccess Underline ¥ € Undo "
Bdvanced Underline Calor 3 ,1_‘ Reda
1< Undo ‘b Style
Customize Ribbon i Ungroup 1 Send to Microsaft PowerP aint
Quick &ccess Toolhar Ungroup TetRange aacsiog Lag Q
Add-ins Unlink Fields | [T Update
bolece Docusont Logs + ab Goto Footnote
Trust Center Unlock Fields m Go to Endnote
v Unrestricted Access 2dd > >
(A Up/Down Bars 3
D\ Update
Update IME Dictionary..,
D\ Update Index
D‘ Update Labels
Update Source
D\ Update Table of Authorities
Update Table of Cantents..,
D\ Update Table of Cantents
D\ Update Table of Figures
v Use Alignment Guides
Use an Existing List... A
[ show Quick Access Toolbar below the Customizatiansi Reset 7
Ribbon Irpart/Export ¥ [0
Cancel

Figure 27 Word Options dialog showing the areas to verify to put Unlink Fields on the Quick Access Toolbar.

To put the Unlink Fields tool on the Quick Access Toolbar:

1.
2.

Press Alt + F, T for the File/Backstage area, Word Options.
Press Q for Quick Access Toolbar or click on it with the mouse.
Press Tab to move to the Choose Commands List or press Alt + C.

Once you've chosen to see all commands available in Word, press Tab to move to the
list of all commands.

Press U for Unlink Fields which will move you to the first item in the list of all
commands that starts with the letter U.

Use the Down Arrow until you select Unlink Fields.
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a. Ifyou use Page Down instead, you'll jump past it.
7. Press Alt + A to Add Unlink Fields to the quick Access Toolbar.
8. It will be placed in the quick Access Toolbar in the next vacant place.
9. Tab to and activate the OK button by pressing the Spacebar or Enter.

You can change the position of Unlink Fields in the Quick access Toolbar by using the Up or
Down buttons which will appear to the right of the list of tools on the Quick Access Toolbar
once an item is selected in that list.

AutoSave

Sawve

Unda |>
Redo

Style
Send to Microsoft PowerPoint

Learning Toaols @
Unlink Fields
Update

Go to Footnote
Go to Endnote
Add == -

C'oaned

18I0}

<< Rernove 7

Figure 28 Buttons to the right of the list of tools on the Quick Access Toolbar in the Word Options dialog.

Contact Information

You can contact Karen McCall with any questions about this how to booklet or any
suggestions for others. Visit the Karen McCall School in Teachable! for online courses,
books and free tutorials.

1 Karen McCall School in Teachable: https://karen-mccall.teachable.com/
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Citations and Bibliography

This document has sample text and a source database along with Citations and a Bibliography based on the Chicago Style Guide for documents.

Sample Text

Video provides a powerful way to help you prove your point (Sustainable Cities Collective 2014). When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.

Themes and styles also help keep your document coordinated (Canadian Heritage n.d.). When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme. Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view (Government of Canada 1982). You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device. Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.

[bookmark: _GoBack]To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other (British Heritage 2014). For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries. Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device.

Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.

Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme. Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device. Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries. Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device.

Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.
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