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Citations with Microsoft Word 2007 
 

Setup MLA Style 
Go to “References tab on the ribbon at the top of the Microsoft Word Window 

Under the “Citations & Bibliography” category change the “Style” from the default to “MLA” 

 

 

 

 

 

Enter New Source 
Under the “Citations & Bibliography” category select “Manage Sources” 

Click “New” to add a new source 

 Select they type of source from the drop down menu 

  
Fill in fields as completely as possible for each source 

 

In Text Citations 
Type your sentence 

“In text citations are needed when you are using the ideas or words of an author other than yourself.” 

Put insertion point (flashing vertical bar) before the period in the 

sentence 

¦ƴŘŜǊ ά/ƛǘŀǘƛƻƴǎ ϧ .ƛōƭƛƻƎǊŀǇƘȅέ ŎƭƛŎƪ άLƴǎŜǊǘ /ƛǘŀǘƛƻƴέ and click on the 

source 

 

“In text citations are needed when you are using the ideas or words of an 

author other than yourself (Brown).” 

 

 

wƛƎƘǘ /ƭƛŎƪ ƻƴ Ŏƛǘŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ƻƴ ά9Řƛǘ /ƛǘŀǘƛƻƴέ 

/ƘŜŎƪ ǘƘŜ ά!ǳǘƘƻǊέ 

Insert page numbers (if needed) 

 

“In text citations are needed when you are using the ideas or words of an author other than yourself (Brown 10-13).” 
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Works Cited Page with Microsoft Word 2007 
Enter all sources by following all of the steps outlined on the front of this sheet 

Ensure Word is Setup for MLA Style  
Go to “References tab on the ribbon at the top of the Microsoft Word Window 

Under the “Citations & Bibliography” category change the “Style” from the default to “MLA” 

 

 

 

 

 

Insert Works Cited Page 
Go to a new page at the end of your paper 

Put insertion point (vertical flashing bar) at the top of the blank page 

Under “Citations & Bibliography” click “Bibliography” 

Select “Works Cited” 
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