Why should you use APA? 

The purpose of listing references is to enable readers to retrieve and use the sources, reference data must be correct and complete. Your reference list helps establish your credibility as a careful researcher. 

There are four components to constructing a proper APA paper: 

􀂃First are what we call parenthetical citations (i.e., in-text citing). This appear in the body of the document and denotes which portions of the text you attributed to your sources; either directly in the form of a quote, or indirectly where the concept or information you presented was derived from. 

􀂃The second is the reference sheet. This is appended to your document (i.e., last page – unless there are some appendices following). It provides a complete sourcing of all materials that you used in creating your document (i.e., directly or indirectly). 

􀂃The third aspect deals with general formatting of your paper (e.g., page layout, use of italics, serration). 

􀂃The last component of an APA paper is spelling and grammar. While this may appear obvious – you would be surprised how many papers I have seen with poor grammar. 

In all circumstance you should familiarize yourself with the APA 5th edition publication. However to help out – I have included some examples which should cover most of the situations you will come across. 

General rules around in-text (parenthetical) citations 
􀂃In text, use a short title (or the full title if it is short) for the parenthetical citation. 

􀂃To cite a specific part of a source, indicate the page, chapter, figure, table, or equation at the appropriate point in text. Always give page numbers for quotations. 

􀂃If you cite something in the body of the document; you must disclose where you obtained that source on your Reference page. 

General rules around what to include on your reference page 
􀂃If it is a book – italicize the book title. 

􀂃If it is a journal – italicize the journal name (and not the article title). 

􀂃If you have 5 references listed on your reference page, then you had better have at least five citations in the text (otherwise leave it off!). 

Need some more help? 

These pages only cover a small percentage of all the formatting rules surrounding APA. Therefore here are a couple of other good places to look. 

􀂃http://citationmachine.net/index.php?new_style=2#here – This is an excellent site (bookmark it!). You can submit information about your source and this website will format it as it should appear per APA guidelines. All you need to do is copy and paste it. 

􀂃There is plenty of software that will help you format your papers per APA guidelines. Here is and example of one such package that is both good and cheap - http://www.perrla.com 

􀂃The Carl Gellert and Celia Berta Gellart Library – Our librarians are an invaluable source of information. If you walk in with and APA question – they should be able to assist you. 

􀂃APA Manual - Last but not least… get a copy of the Publication Manual of the Psychological Association (5th edition) and become familiar with how to use it. APA is required in all classes – you cannot hide from it (nor do you want to) – so the advice it to learn it sooner than later. 

SECTION 1 – “Top 10” general rules around Citations 

In-text (parenthetical) citations: 

􀂃Below are three examples that highlight three ways you could cite the same source: 

A study by Fogal and Young (1997) suggested that workers in cubicles tend to steal office supplies. 

A recent study (Fogal & Young, 1997) suggested that workers in cubicles tend to steal office supplies. 

Fogal and Young (1997) found that “workers in cubicles confiscate office products” (p. 436). 

􀂃Per APA 3.39, you are not required to provide page numbers for paraphrases, but you are encouraged to do so. 

Citing a source multiple times throughout your paper: 

􀂃1st time in-text reference: 

(Burgelman, Christensen, & Wheelwright, 2004) 

􀂃However subsequent in-text citations would be (when it is 3 or more authors): 

(Burgelman et al., 2004) 

􀂃How it would look on your Reference page: 

Burgelman, R., Christensen, C., & Wheelwright, S. (2004). Strategic management of technology and innovation (4 ed.). New York: McGraw-Hill. 

A book 

Reference Page 
􀂃Multiple authors you will separate using commas between each and an ampersand between the last name (e.g., “&”). 

􀂃Capitalize the only the first word of the book’s title. 

􀂃Italicize the book’s name. 

Dess, G., Lumpkin, T., & Eisner, A. (2006). Strategic management (3 ed.). New York: McGraw-Hill/Irwin. 

􀂃If there is multiple editions of the book with the same title by the same authors, include that in the title section – but in parenthesis and not italicized (e.g., third edition in the above example). 

In-text (parenthetical) Citation 
􀂃Provide the authors name (separated by the ampersand “&” ). 

…and mission was updated at the last board meeting (Lumpkin & Eisner, 2006). 

􀂃If there was a direct quote or just referencing the specific section(s) you obtained information to make your statement – then you need to identify it. In the example below the content of that sentence was attributed to information found on page 33 of the text. 

…and mission was updated at the last board meeting (Lumpkin & Eisner, 2006, p. 33). 

A journal article 

Reference Page 
􀂃Capitalize the only the first word of the article title. 

􀂃Italicize the journal’s name. 

􀂃List the volume number first – then follow with issue number in parenthesis 

o e.g., volume = 27 … issue = 5 

o Italicize the volume number: e.g., 􀃆27 
o No space between volume number and issue number – e.g., 27(5) 

􀂃Specify the page number(s) you are referencing. 

Taylor, M. (2005). Management accounting-business strategy. Financial Management, 27(5), 38-40, Retrieved February 31, 2007 from the Business Source Elite database. 

In-text (parenthetical) Citation 
…between the types of auditing practices (Taylor, 2005). 

Website source but you cannot determine who the author is: 

Reference Page 
􀂃When there is no author for a Web page, the title moves to the first position of the reference entry: 

Title of article. (1987). Retrieved [date] from [URL]. 

APA style guidelines frequently asked questions. (2003). Retrieved December 15, 2005, from http://www.apastyle.org/faqs.html 

􀂃Or if no author and/or no date if found – state n.d. 
Title of article or title of web page. (n.d.). Retrieved October 21, 2007 from [URL]. 

GVU's 8th WWW user survey. (n.d.). Retrieved August 8, 2000, from http://www.cc.gatech.edu/gvu/ user_surveys/survey-1997-10/. 

􀂃Some URL’s are very long. Provide only relevant website information if the URL is more than one line long. 

In-text (parenthetical) Citation 
􀂃The text citation would then just cite a few words of the title to point the reader to the right area of your reference list. Using the first reference APA example above: 

…are most at risk of not formatting correctly ("APA style," 2003). 

􀂃If you are citing an entire Web site, it is sufficient to give the address of the site in just the text. For example: 

Kidspsych is a wonderful interactive web site for children (http://www.kidspsych.org). 

􀂃For electronic sources that do not provide page numbers, use the paragraph number, if available, preceded by the paragraph symbol or the abbreviation para. If neither paragraph nor page numbers are visible, cite the heading and the number of the paragraph following it to direct the reader to the location of the material (see section 3.39). 

It appears that “Weekend College [is going] to address the student population that cannot come to campus during the work week” (http://sbm.ndnu.edu, para 1). 

Secondary sources: 

Reference Page 
􀂃Sometimes you will want to use a quote that was included in an article; but was not by the author. While you make mention of who said the quote, what you need to cite then is not the originator of the quote but the author of the article that contained the quote (i.e., I want to be able to find the article that contained the quote). 

􀂃In the reference list you ONLY include the details of the source you actually read (e.g., Klemic) - not the original source (e.g., Fogal) even though your using their words. 

Klemic, G. (1999). What do students think? Journal of Behavioral Academics, 22, 303-326. Abstract retrieved October 23, 2008, from PsycINFO database. 

In-text (parenthetical) Citation 
􀂃Parenthetically (in-text) name the original work (e.g., Fogal) and give a citation for the secondary source (e.g., Klemic). 

Dr. Fogal dismissed recent studies on student behavior with a flippant analogy: "To maintain that students can learn by just listening is like saying a person can fly because they can jump in the air" (as cited in Klemic, 1999, p. 21). 

Material (e.g., journal article) you’ve retrieved from an online database: 

Reference Page 
􀂃When you retrieved an article from an online database – you need to specify the name of it so the reader knows where to go to find the same article. 

Epstein, M., & Westbrook, R. (2001). Linking actions to profits in strategic decision making. MIT Sloan Management Review, 42(3), 39-49. Retrieved February 31, 2007 from the Business Source Elite database. 

In-text (parenthetical) Citation 
…are most at risk of not loosing any more money (Epstein & Westbrook, 2003). 

Material you’ve retrieved from an online newspaper article: 

Reference Page 
Hills, P. J. (1999, February 16). In forecasting their emotions, most people flunk out. New York Times. Retrieved November 21, 2000, from http://www/nytimes.com. 

In-text (parenthetical) Citation 
…high emotional IQ are more apt to graduate (Hills, 1999). 

Material from two different authors with the same name: 

Reference Page 
􀂃If you have multiples sources, but the authors share a common last name 􀃆arrange the sources alphabetically by the title of the work. 

Jones, J. R. (2001a). Control…. 

Jones, J. R. (2001b). Roles of …. 

􀂃Note that in the above example I have colored coded to illustrate the differences. Do not do this in your document. 

􀂃Now if you have multiples sources, each written by the same authors; you would need to arrange the sources by listing the earliest publication first 

Jones, J. R., & Wright, K. (2000). Title… 

Jones, J. R., & Wright, K. (2001). Title… 

Referring to an Edited book: 

􀂃Sometimes an author of a book will include sections or whole chapters written by other authors (i.e., a collection of works from different sources combined into one book). The following data about a chapter in an edited book is used to illustrate how to approach this: 

o Book title: Strategic management of technology and innovation 
o Book authors/editors: R. A. Burgelman, C. M. Christensen, & S.C. Wheelwright 
o Date of Publication: 2004 
o Book edition: 4th 
o Article or chapter title: How to put technology into corporate planning (remember only 1st word is capitalized) 

o Article or chapter author: Alan R. Fusfeld 
o The page numbers that this article or chapter covers in the book: p. 62-66 
o Publication Information: New York: McGraw-Hill 
Reference Page 
􀂃Reference both article and book: 

Fusfeld, A. (2004). How to put technology into corporate planning. In R. Burgelman, C. Christensen, & S. Wheelwright (Eds), Strategic management of technology and innovation (4 ed., p. 62-66). New York: McGraw-Hill. 

In-text (parenthetical) Citation 
􀂃Cite the author of the article: 

… was ultimately selected as the corporate initiative (Fusfeld, 2004). 

SECTION 2 – General rules for Formatting 

Setting up Microsoft Word 

Page Margins: set all margins at 1.0” 

Paragraphs: set all paragraphs to be left justified (ragged right edge) ; double space all lines (*two exceptions: reference page & block quotes) 

Headings: best to check out and see the sample APA paper! 

Commas & Spaces: Start WORD and go to the Tool menu and choose Options... 

• select the tab Spelling & Grammar 

• check the box "Check grammar as you type" 

• check the box "Check grammar with spelling" 

• in the grammar section select Setting.... 

o change: Comma required before last item - always 
o change: Spaces required between sentences - 1 
o For the boxes under Grammar - make sure all are checked 

o For the boxes under Style - check all except "Use of first person" 

Short Quotes 

􀂃Short quotes with fewer than 40 words are incorporated into text and enclosed by quotation marks. 

􀂃If quote ends the sentence, the punctuation goes outside the final parenthesis, APA, 5th edition, page 121. 

􀂃If the quote is mid sentence, end the passage with quotation marks, cite the source in parentheses immediately after the quotation marks, and continue the sentence. 

When trying to understand what student are thinking, you have to factor in that “approximately 27% of the workforce displays poor emotional intelligence” (Miele, 1993, p. 276). 
Long Quotes (also known as Block quotes) 

􀂃Whenever you have a direct quote that has 40 words or more – you need to make it a block quote. 

o Indent five spaces on the left 

o Keep the same margin on the right 

o The text should be single spaced 

o Final punctuation comes before the parenthetical element (note where the period is in the example below). 

Miele (1993) found the following: The ‘placebo effect,’ which had been verified in previous studies disappeared when behaviors were studied in this manner. The behaviors were not exhibited again even when real drugs were given. (p. 40) 

Numbers 

􀂃Normally, numbers 10 and higher are written as numerals (e.g., 1,439 or 54,345 or 48 ) 

􀂃Nine and lower are written out (e.g., one, two, three) 

􀂃The exception to these two rules is when numbers would appear as elements of: 

o Time 

o Distance 

o Ratios 

o place in a series 

o points on a scale 

o Scores 

o Comparison 

o parts of a book or table 

o huge numbers 

o study participants 

o comparable ordinal numbers 

o when two numbers appear consecutively. 

Fractions 

• Three fourths voted for mayonnaise. 

• Mayonnaise won by with a three-fourths majority. [Hyphen because used as adjective.] 

• Nearly 2 1/2 times more senators chew Trident than the other leading brand. 

Percentages 

􀂃Use a numeral and percentage sign unless at the start of a sentence or if you’re quoting directly from a source that used a different style manual. 

Sixteen percent favor lethal injection. 

…out of the total graduate population, 63% of students were pursuing an MBA; and of that group 46% had specified Finance as their emphasis. 

Commas 

􀂃Insert a comma in a series of three or more nouns or noun phrases before the words and or or (e.g., bacon, lettuce, and tomato) 

o Do use a comma in numbers: 4,356 wieners. 

o Do use a comma in citations (Jones, 1995). 

o Do not use a comma between month/year: May 1999 

o By the way, no apostrophe in 1990s. 

Emphasizing word(s) 

􀂃If you want to emphasize a word or words, italicize them. Do not put them in quotations marks. 

o Wrong: He is “politically correct.” 

o Correct: He is politically correct. 

Table(s) 

􀂃You will place the label above the table. 

􀂃Label each table with a unique identifier or number (e.g., Table 5, Table 1-A) 

􀂃You never state where the table is: e.g., …shown below or ….as seen above – rather you just reference the table (e.g., …as is shown in Table 5). 

Shown in Table 5 are the most recent statistics (Fall’06) for graduate students in SBM. In addition comparative statistics from the Los Angeles County census are shown as an internal benchmark established by the Undergraduate Curriculum Committee. 

Table 5. 

Comparison of MBA enrollments by emphasis 
	STUDENT DEMOGRAPHICS: 

Ethnicity & Gender 
	2006 SBM count 
	Percentage of total 
	Benchmark census 
	Deviation 

	Student Ethnicity 

	Asian 
	24 
	14.8 
	20.1 
	-5.3 

	Black 
	5 
	3.1 
	10.7 
	-7.6 

	Decline to state 
	12 
	7.4 
	- 
	- 

	Hispanic 
	31 
	19.1 
	33.2 
	-14.1 

	Am.Indian/Alaskan 
	2 
	1.2 
	0.7 
	0.5 

	Other 
	15 
	9.3 
	3.1 
	6.2 

	Pacific Islander 
	7 
	4.3 
	0.3 
	4.0 

	White 
	66 
	40.7 
	31.9 
	8.8 


Figure(s) 

􀂃You will place the label below the figure. 

􀂃Label each figure with a unique identifier or number (e.g., Figure 1, Figure 2-C) 

􀂃You never state where the figure is: e.g., …shown below or ….as seen above – rather you just reference the figure (e.g., …as is shown in Figure 2). 

To better represent the demographic patterns of SBM graduate students, trends for the last five years are shown in Figure 2. 

Figure 2. Trending of graduate Gender population. 

