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ABSTRACT:   
This training session teaches you how to insert citations in a document 
and automatically generate a bibliography.  By using these features new 
to Word 2007, you can eliminate a lot of the work, such as: 

• numbering the citations in the order in which they appear, 
• formatting the entries in the bibliography, and  
• keeping track of which sources were actually cited in your 

document. 

You can easily conform to a style standard, such as the ISO 960 style 
with square brackets that MO uses for proposals.  
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UNDERSTANDING WORD’S CONCEPT OF SOURCES 
A source is any reference, such as a book, an article, or a web site, that 
you’d like to cite in a document. 

WHERE SOURCES ARE STORED 

Information about sources is stored in two places: 
• In an XML file on your computer 
• Embedded in your active document 

Whenever you create a new source, its information is stored in those two 
places.  When you modify an existing source, changes are made to the 
information stored in those two places. 

THE MASTER LIST 
The Master List, shown in the left-hand pane of the Manage Sources 
Dialog, is pulled from a sources XML document.  The first time you 
create a new source, a file called ‘Sources.xml’ will be created in your 
Bibliography folder.  That folder will be located in the Documents and 
Settings folder for your user name, for example: 

 

That file will accumulate every new source that you create, or sources 
that you copy from a document created by someone else. 

Master list too long? See Sharing sources. 

 

Open the Manage Sources Dialog from the References Tab. 

 

MANAGE SOURCES

CURRENT 
LIST

MASTER 
LIST

SOURCES

ACTIVE DOCUMENT

yourdoc.docx

YOUR COMPUTER

Bibliography Folder
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THE CURRENT LIST 

The current list appears on the Manage Sources Dialog. 

The Current List, shown in the right-hand pane of the Manage Sources 
Dialog, is pulled from the sources embedded in your active document 
(i.e. whatever document you are currently editing). 

There are five actions that will cause a new source to appear in the 
Current List: 

1. Select the Add a New Source command on the Insert Citation 
menu, or on the Manage Sources Dialog. 

2. Insert a placeholder citation. 
3. Copy a source from your Master List into the Current List. 
4. Paste text containing a citation from another Word 2007 

document into your active document. 
5. Paste an entire bibliography from another Word 2007 

document into your active document.  

The Current List is to sources as a corral is to new calves ready to be 
branded.  The cowboys separate the calves from the herd and put them 
in the corral so that they are easy to find.  Like a cowboy, you cull the 
sources that you intend to cite in your document from the herd (your 
master list and other documents) and place them in the Current List 
corral so that they are easy to find when it is time to insert a citation.  
Yee-haw! 
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PLACING CITATIONS IN YOUR DOCUMENT 
A citation is a marking within the body of a document that refers to an 
entry in the bibliographic references section. Depending on the citation 
style, it looks like an alphanumeric expression (e.g. [Newell84]) or a 
number enclosed in brackets. 

 

If the source is in the Current List, it will 
appear on this menu. [References Tab] 

PLACING A NEW CITATION IN YOUR DOCUMENT 

How you go about inserting a citation will depend on whether the source 
you’d like to cite is in your Current List or not.  Basically, there are three 
choices: 

1. Insert a citation to a source in your Current List. 
2. Add a new source and citation all at once. 
3. Insert a placeholder citation, and then later go back and fill in the 

source information. 

CITATION STYLES 

 

 
The first example is ISO 690 with Square Brackets, the second is 
APA style.  The style selection menu is next to Insert Citation. 

Word 2007 has a set of built in citation styles (APA, Chicago, ISO 690, 
etc.) that determine how a citation marking, and a source’s bibliography 
entry, are formatted.   Because Word stores the citation and source 
independently of the style, you can quickly and easily switch from one 
style system to another. 

MO uses a custom version of the ISO 960 style, replacing parentheses 
with square brackets.  In order to see that ISO 960 with Square Brackets 
style in your list of styles, you have to add a bibliography style definition 
(an XML file) to your installation of Word. 
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CREATING A BIBLIOGRAPHY 
A bibliography is a list of sources that is automatically generated by 
Word, similar to the way a table of contents is automatically generated.   

Delete sources from the current list that do not belong in the 
bibliography. 

CONTROLLING WHAT APPEARS IN THE BIBLIOGRAPHY 

All sources listed in the ‘Current List’ will appear in the bibliography.  But 
you  only want the sources that have actually been cited in the 
document.  Word keeps track of that for you, and displays a check mark 
beside the sources that have been cited in the active document.  To 
remove the unused sources from the bibliography, you must delete each 
one. 

RECOMMENDATION:  Before deleting a source, you might want to 
copy it to your Master List (if it is not already in 
there).  That way, if you change your mind and 
want to get that source back into the active 
document, you can do so. 

The unused sources were deleted before creating this sample 
bibliography. 

Word will formulate a bibliography from your Current List of sources and 
will insert a field in your document.  Like a table of contents, the field is 
indicated by gray shading. 
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INSERTING A BIBLIOGRAPHY 

 

Use Insert Bibliography if you don’t want a heading. 

 

You can update a single citation from its drop down menu. 

From the References Tab, you can insert a bibliography anywhere in 
your document.   Two Built-Ins are available:  ‘Bibliography’ and ‘Works 
Cited’.  The only difference between them is the heading text.  The 
contents of the bibliography will be the same regardless of which 
heading option you choose.  If you don’t like the heading text, you can 
edit it. If you don’t want a heading at all, or already have one, then use 
the Insert Bibliography command.   

The paragraph style for the heading is Heading 1 and the entries are a 
style called Bibliography.  

UPDATING THE BIBLIOGRAPHY AND CITATIONS 

Just as you do with a table of contents, you often have to force Word to 
update a bibliography and renumber the citations.  There are several 
ways to trigger an update. 

1. Update from any citation’s drop down menu [shown at left]. 
2. Update one field at a time, by right clicking in a bibliography or 

citation field and selecting Update Field. 
3. Select a portion of your document and then hit F9. 

WARNING:  Updating may not work well if you have Tracked Changes 
in your document.   You may have to first Accept All 
Changes and then update the bibliography and citations.  
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SHARING SOURCES 
Since there are two ways that sources are stored (in an XML file on your 
computer, and embedded in a document), there are two basic ways to 
share sources with another Word user. 

1. Copy sources from another document.  This option is discussed 
in The Current List above. 

2. Browse to another source file. 

PULLING IN SOURCES FROM ANOTHER MASTER 

SOURCE FILE 

Selecting the Browse button above the Master List in the Manage 
Sources Dialog will allow you to select another sources file in any folder 
that you can browse to using Explorer.  

If you find that having every source you’ve ever created or used in one 
master Sources.xml file makes it difficult to locate or manage sources, 
you might want to start storing sources in multiple files.   In that way you 
could create a set of sources that are grouped by theme, or by author.  
Word does not directly provide this feature; you have to be comfortable 
with copying, renaming and managing the xml files in the Bibliography 
folder. 

WARNING:  When you Browse to select another file, that file is then 
associated with your master list, and any changes you 
make to your master list will then alter that file. 

MANAGE SOURCES

 

CURRENTMASTER 
LIST

YOUR COMPUTER

Bibliography Folder

 
LIST
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DON’T PANIC 
In this section, we will discuss how to recover from an apparent disaster 
scenario, and suggest a likely fix for three common problem situations. 

• Disaster Scenario #1:  Save as Word 2003 (Compatibility Mode) 
• Problem #2:  Citations are not numbered in the right order. 
• Problem #3:  Oops, I deleted my source. 
• Problem #4:  Hey, the author’s name is missing in the 

bibliography. 

DISASTER SCENARIO #1:  SAVE AS WORD 2003 
(COMPATIBILITY MODE) 

 

The sources are still there, but the absence of check marks means 
that they are no longer linked to the citations. 

Because the bibliography feature is new to Word 2007, it is not 
compatible with older file formats.  When you Save As a Word 1997-
2003 document, the Citations and Bibliography are converted to static 
text.  The links among citations and sources are lost. 

The GOOD NEWS is that the sources are still there in the document, in 
your Current List, so you won’t have to enter them all again. 

The BAD NEWS is that you will have to do the following steps to recover: 

1. Save as Word 2007 document (get out of compatibility mode). 
2. Re-establish the link for each citation with Insert Citation.  Refer 

to the old static bibliography to match the number to the source. 
3. Insert a new bibliography. 
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PROBLEM #2:  CITATIONS ARE NOT NUMBERED IN 

THE RIGHT ORDER. 

 

Force Word to update the citations and bibliography. 

In the ISO 690 Numerical Reference style, sources in the bibliography 
are numbered in the order they are cited in the document.   

LIKELY CAUSES of numbers not being in sequential order are as 
follows.  These are all a normal occurrences when editing a document. 

• You moved text that contains citations 
• You added a new citation ahead of existing citations 
• You pasted text containing a citation 
• Citations are lurking in tracked changes. 

The FIX is to (a) Accept all Changes and (b) force Word to update the 
numbers as shown at left. 

PROBLEM #3:  OOPS, I DELETED MY SOURCE. 

Word will allow you to delete a source from a Master List or a Current 
List.  The GOOD NEWS is that it does not allow you to delete a source 
that is linked to a citation (as noted with a checkmark). 

The BAD NEWS is that there is no Undo for the Delete command in 
Manage Sources.  “Gone like a ’59 Cadillac, like all the good things that 
ain’t never comin’ back.” [Montgomery Gentry] 
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RECOMMENDATION:  After investing your time adding a bunch of new 
sources, make a backup copy of your 
Sources.xml file.  Just in case. 

It might just be the citation style.  With the Chicago style, for instance, an 
Em Dash ‘–‘ is substituted for the author’s name when there is more than 
one entry in a row for the same author in the bibliography. 

1. Open the older version of the document (containing the source). 

To recover the missing source, you’d have to be able to find the source 
in a previous version of your document, or your Master List. 

As you add new sources to a document, a copy is placed in the Master 
List Sources.xml file.  This serves as a backup of the information 
embedded within the document.  And, of course, it also allows you to 
reuse the sources in a new document.  

2. Copy the source to your Master List. 
3. Open the newer version of the document (where the source is 

missing). 
4. Copy the source from your Master List to the Current List. 

PROBLEM #4:  HEY, THE AUTHOR’S NAME IS 

MISSING. 

5. Save the newer version document. 

BACKUP THE BACKUP   

 

 

 

To save a version of your Master List, make a copy of the 
Sources.xml file in your Bibliography folder. 
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