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Quick Guide for APA (American Psychological Association) Citations and Formatting Rules


American Psychological Association. (2009). Publication manual of the American Psychological  Association (6th ed.). Washington, D.C.: Author.

This handout covers common citations.  For more help consult the 6th edition listed above which can be found at the circulation desk of the Spalding library under the special reserves, with the Spalding University Writing Center or with your professor.

General APA Guidelines and Format:
Essays should be typed and double spaced on standard-sized paper (8.5’’ x 11’’) with 1’’ margins on all sides.  The font size should be 10-12 pt and in Times New Roman or a similar font.

A page header should be included at the top of every page.   For the page header, page numbers should be inserted flush to the right.  Type “Running head: TITLE OF YOUR PAPER” in the header flush left on the first page and the abbreviated title flush left and page numbers flush right for the remainder of the paper.
APA Paper Sections:

There are four major sections for APA style papers: the Title Page, Abstract, Main Body, and References.
Title Page: 

The title page should contain the title of the paper, the author’s name, and the institutional affiliation.  Also included should be the page header (described above) flush left with the page number flush right at the top of the page. 

Type your title in upper and lowercase letters centered in the upper half of the page.  It is recommended by APA that your title be no longer than 12 words, it should not contain abbreviations or words that do not serve a purpose and should take up no more than 2 lines. All of the text on the title page should be double spaced.

Beneath the title, type the author’s name: first name, middle initial(s), and last name. Do not use titles (Dr.) or degrees (Ph. D.).

Beneath the author’s name type the institutional affiliation (Spalding University). 
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EACH PAGE OF YOUR PAPER MUST HAVE|THE RUNNING HEAD
AND THE PAGE NUMBER AT THE TOP. THIS ALSO INCLUDES
YOUR REFERENCE PAGE.





Inserting header and page numbers in APA format Using Microsoft Word 2007

1. At the top of the document select the INSERT tab.

2. Select PAGE NUMBERS, then TOP OF PAGE, and then the PLAIN NUMBER 3 option. 

3. Your cursor will now be in the Header/page number space of the paper.  In order to format the paper correctly for APA, a couple of changes need to be made.

· First select   the option for a different first page.

· Next, type your running head, hit the TAB key    twice and manually type a number 1 in the right corner of the paper 
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4.  Click on Close Header and Footer.  Since this is your cover page you need to space down about 5 lines and click on the Center option in the Paragraph section of the toolbar, [image: image5.jpg]Paragraph w




then type the entire title of your paper capitalizing major words in the title, your name, and the institution.  
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5. Move to the second page of your paper.  Double click in the space for the header or select INSERT, HEADER, and then EDIT HEADER.  Doing either will place your cursor in the area of the header.
6. On the second page of your paper, type ONLY the title without the words Running head before it, hit the tab key twice to move your title to the left corner of the paper and CLOSE HEADER AND FOOTER.
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7. If your professor requires an abstract page, after you close the header and footer type abstract centered at the top of the page.  
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8.  The remainder of your paper will have ONLY your title and the sequential page numbers.  
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Abstract: 
The abstract starts a new page and should include the page header.  On the first line of the abstract page center and bold the word “Abstract”.
Beginning on the next line is your paper’s abstract.  It should be a clear and concise summary of the key points of your research.  Your abstract should be 150 to 250 words in a single double-spaced paragraph. 
In Text Citations

In writing your paper you must provide an in text citation whenever using someone else’s ideas or when quoting directly from a source.  The APA style uses the author-date citation method with the last name of the author and date of publication.
One author:

It has been proven that certain substances are carcinogens (Smith, 2008).

Or:

According to Smith (2008), certain substances are carcinogens.

Two Authors:

It has been proven that children who watch violence on television often act that violence out in real life (Ferguson and Peters, 2001)

Or:

According to a study by Ferguson and Peters (2001), children who watch violent television are more likely to act such violence out in real life.

More than two but less than six authors:

The first time citing a source, list each author’s name.  In subsequent citations, list only the first author’s last name followed by “et al.”

First citation: Judd, Conoly, Poston, and Scott (2007) proposed that….

Subsequent citation: Judd, et al. (2007) concluded that….

Six or more authors: 

Cite the surname of the first author followed by “et al.”

No author:

Cite the first few words of the title of the work and the year.   For article titles or chapters, use quotation marks and for journal or book titles, use italics.

Dissertation and theses: 

Cite the surname of the author and year; (Scott, 2007) or Scott (2007) concluded that ….

Corporate author: 

List the name of the organization and the date in parentheses, eg., (National Institute of Health, 2008) or according to the National Institute of Health (2008)…

Citing a specific part of a source:

Insert the page, chapter, figure, table, or equation at the appropriate point. For example: 

(James, 2001, p. 231)

Citing a web page:

When citing from a source that does not have page numbers, use the paragraph number along with the paragraph symbol (¶) or the abbreviation para.  If neither the paragraph or the page numbers are available then cite the heading and the number of the paragraph.
Examples: 
(Scott, 2001, ¶3)



(Scott, 2001, Introduction, para. 3)

Reference List

The Reference List consists of all of the sources that were cited in the paper.   Every in-text citation must have a longer and more complete citation in the reference list.  A Reference list differs from a bibliography in that a bibliography will list all materials used to write a paper, while a Reference list (according to APA) will only consist of the sources that were actually cited in the paper. 

Basic Reference List Rules:

· The Reference list is on a separate page at the end of the paper.  The text, References, is centered as the header of the page. 
· All lines after the first line of each entry in your reference list should be indented one-half inch from the left margin. This is called hanging indentation.
· All entries are double spaced. (The examples in this handout have been single spaced in order to save space)

· Authors' names are inverted (last name first); give the last name and initials for all authors of a particular work unless the work has more than six authors. If the work has more than six authors, list the first six authors and then use et al. after the sixth author's name to indicate the rest of the authors. 
· Reference list entries should be alphabetized by the last name of the first author of each work.  If there is no author, then the entry will begin with the title and alphabetized correspondingly.

· If you have more than one article by the same author, single-author references or multiple-author references with the exact same authors in the exact same order are listed in order by the year of publication, starting with the earliest.
· When referring to any work that is NOT a journal, such as a book, article, or Web page, capitalize only the first letter of the first word of a title and subtitle, the first word after a colon or a dash in the title, and proper nouns. Do not capitalize the first letter of the second word in a hyphenated compound word.
· Capitalize all major words in journal titles.
· Italicize titles of longer works such as books and journals
· Do not italicize, underline, or put quotes around the titles of shorter works such as journal articles or essays in edited collections.

Reference List: Author/ Authors
Single Author

Berndt, T.J. (2002) Friendship quality and social development. Current Directions in Psychological Science, 11, 7-10.

Two Authors:

Wegener, D.T., & Petty, R.E. (1994). Mood management across affective states: The hedonic contingency hypothesis. Journal of Personality & Social Psychology, 66, 1034-1048.

Three to Six Authors: 

Kernis, M.H., Cornell, D.P., Sun, C.R., Berry, A. & Harlow, T. (1993). There’s more to self esteem than whether it is high or low: The importance of stability of self-esteem. Journal of Personality and Social Psychology, 65, 1190-1204.

More Than Seven Authors:

Miller, F.H., Choi, M.J., Angeli, L.L. Harland, A.A., Stamos, J. A., Thomas, S.T., …Rubin, L.H. (2009). Web site usability for the blind and low-vision user. Technical Communication, 57, 323-335.

Organization as Author:

American Psychological Association. (2003).

Unknown Author:

Merriam-Webster’s collegiate dictionary (10th ed.). (1993). Springfield, MA: Merriam-Webster.

Two or More Works by the Same Author:

Use the authors name for all entries and list the entries by the year with the earliest publication first.

Berndt, T.J. (1981).

Berndt, T.J. (1999).

Reference list: Books

Basic form:

Author, A.A. (Year of Publication). Title of work: Capital letter for subtitle. Location: Publisher.

Ex:

Calfee, R. C., & Valencia, R .R. (1991). APA guide to preparing manuscripts for journal publication. Washington, DC: American Psychological Association. 

Edited Book, No author:

Duncan, G. J. (Ed.). (1997). Consequences of growing up poor. New York: Russell Sage Foundation.

Edited Book with an author or authors:

Plath, S. (2000). The unabridged journals (K.V. Kukil, Ed.). New York: Anchor.

Articles in Journals and Periodicals:

Basic form:

Author, A. A. (Year of publication). Title of article. Title of Periodical, volume number(issue number), pages.

Article in Journal Paginated by Volume (journal begins with page one in issue one, and continues numbering issue two where issue one ended)
Harlow, H. F. (1983). Fundamentals for preparing psychology journal articles. Journal of Comparative and Physiological Psychology, 55, 893-896.

Article Journal Paginated by Issue (journal begins with page one every issue, which means that the issue number gets indicated in parentheses after the volume.  The issue number is not italicized)

Scruton, R. (1996). The eclipse of listening. The New Criterion, 15(30), 5-13.

Article in a magazine:

Henry, W. A. III. (1990, April 9). Making the grade in today’s schools. Time, 135, 28-31.

Article in a newspaper:

Schultz, S. (2005, December 28). Calls made to strengthen state energy policies. The Country Today,    pp. 1A, 2A.
Other Print Sources:

Government Document

National Institute of Mental Health. (1990). Clinical training in serious mental illness (DHHS Publication No. ADM 90-1679). Washington, DC: Government Printing Office.

Conference Proceedings:

Shnase, J. L., & Cunnius, E. L. (Eds.). (1995). Proceedings from CSCL ’95: The First International Conference on Computer Support for Collaborative Learning. Mahwah, NJ: Erlbaum. 

Electronic Sources: Journals, Periodicals, Dissertations, Web Sites, Wikis:

DOI Citations:
Online materials can potentially change URL’s and as a result the APA recommends providing a Digital Object Identifier (DOI) when available.  DOI’s are an attempt to provide unique and stable identifiers for online articles.  Many, but not all, publishers will provide an article’s DOI on the first page of the document.  When a DOI is used no other retrieval information (URL) is needed.
Article from an Online Periodical with an assigned DOI:

Brownlie, D. (2008). Toward effective poster presentations: An annotated bibliography. European Journal of Marketing, 41(11/12), 1245-1283. 

doi: 10.1108/03090560710821161  

Journal Article that does not have a DOI Identifier:
Sillick, T.J., & Schutte, N.S. (2006). Emotional intelligence and self-esteem mediate between perceived early parental love and adult happiness. E-Journal of Applied Psychology, 2(2), 38-48. Retrieved from http://ojs.lib.swin.edu.au/index.php/ejap
Journal article obtained from EBSCO Host databases:

Graham, L. (2008). Care of patients undergoing laparoscopic cholecystectomy. Nursing Standard, 23(7), 41-48. Retrieved from EBSCO Host database.
Newspaper Article: 

Parker-Pope, T. (2008, May 6). Psychiatry handbook linked to drug industry. The New York Times. Retrieved from http://www.nytimes.com
Dissertation from a Database:

Marr, J. (2009). Interpersonal communication and professional relationships between faculty and administrators in higher education. Retrieved from Proquest Digital Dissertations. (AAT 3344666)
Nonperiodical Web Document, Web Page, or Report:

Author, A. (Date of Publication). Title of document. Retrieved from http://webaddress
Wikis:

Title of Wiki page. (Date published/ updated). Retrieved from Wiki name: http://webaddress
Ex:

OLPC Peru/ Arahuay. (n.d.). Retrieved from the OLPC Wiki: http://wiki.laptop.org.go/OLPC_Peru/Arahauy.

Other Non-Print Sources:

Motion Picture:

Producer, P. (Producer), & Director, D. (Director). (Date of Publication). Title of motion picture. Country of origin: Studio or distributor. 

Television Broadcast:

Important, I. M. (Producer). (1990, November 1). The nightly news hour. New York: Central Broadcasting Service. 

Sources used:
American Psychological Association. (2009). Publication manual of the American Psychological Association (6th ed.). Washington, D.C.: Author.

Purdue University Online Writing Lab (OWL) (2009). APA formatting, citations and reference list. Retrieved 9/13/2009, from http:// http://owl.english.purdue.edu/owl/resource/560/01/
APPENDIX 
Sample Paper
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Spalding University’s Sample APA Paper

Annie G. Student

Spalding University

Spalding University’s Sample APA Paper                                                                            2

Abstract

This paper explores APA formatting according the 6th edition of the Publication
Manual of the American Psychological Association.  By discussing the correct

formatting and citation standards of the APA, Spalding University hopes to provide 

its students with a quick resource that simplifies the process of writing an APA

style paper. 

Spalding University’s Sample APA Paper                                                                                 3
Spalding University’s Sample APA Paper


Begin introductory paragraph and main paper here. Be sure to indent 5 spaces 
for each new paragraph and double-space entire paper.   
References

American Psychological Association. (2009). Publication manual of the American Psychological Association (6th ed.). Washington, D.C.: Author.

Berndt, T.J. (2002) Friendship quality and social development. Current Directions in Psychological Science, 11, 7-10.

Brownlie, D. (2008). Toward effective poster presentations: An annotated bibliography. European Journal of Marketing, 41(11/12), 1245-1283. 

doi: 10.1108/03090560710821161  

Graham, L. (2008). Care of patients undergoing laparoscopic cholecystectomy. Nursing Standard, 23(7), 41-48. Retrieved from EBSCO Host database.

Harlow, H. F. (1983). Fundamentals for preparing psychology journal articles. Journal of Comparative and Physiological Psychology, 55, 893-896.

Kernis, M.H., Cornell, D.P., Sun, C.R., Berry, A. & Harlow, T. (1993). There’s more to self esteem than whether it is high or low: The importance of stability of self-esteem. Journal of Personality and Social Psychology, 65, 1190-1204.

Purdue University Online Writing Lab (OWL) (2009). APA formatting, citations and reference list. Retrieved 9/13/2009, from http:// http://owl.english.purdue.edu/owl/resource/560/01/
Sillick, T.J., & Schutte, N.S. (2006). Emotional intelligence and self-esteem mediate between perceived early parental love and adult happiness. E-Journal of Applied Psychology, 2(2), 38-48. Retrieved from http://ojs.lib.swin.edu.au/index.php/ejap
Sources used for the appendix:

American Psychological Association. (2009). Publication manual of the American Psychological Association (6th ed.). Washington, D.C.: Author.

Rev. 4-10
For the remainder of the paper, you only need to use the first few words of the title and not the words, “Running head:.”  Make sure the title is in ALL CAPS.  





EACH SUBSEQUENT PAGE AFTER THE COVER PAGE MUST HAVE THE FIRST FEW WORDS OF THE TITLE IN ALL CAPS AND THE PAGE NUMBER AT THE TOP.  THIS INCLUDES YOUR REFERENCE PAGE.  See special instructions below for doing this in Word.  In addition you should type the complete title at the top of the first page and center it. Be sure to indent at the beginning of each paragraph.





The Running     head is a shortened version of the title.  It cannot exceed 50 characters, including spaces and punctuation and should be typed in all capital letters.  It should be flush left.





Page number appears on  each page flush right.





The title should summarize the papers main idea, be centered, in 12-point Times New Roman Font and should not be bolded underlined or italicized.





The abstract is a brief summary of the paper.  The heading should be centered, bolded, and in 12-point Times New Roman.  Do not indent the first line of the abstract paragraph. 





This is the main body of the paper.  The full title is bolded and centered. 
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