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* To learn how organize MS Word document
efficiently.
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Content Ktu

Basic settings for text documents: page position,
margins, fonts, sizes, styles.

Automatic table and image list content.
Automatic content creation (style editing, and

customization, content composition and
organization).

Breaks.

Links, bookmarks and cross-references.
Inserting references.
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Template

Template —a document format based on
which a new document is created.

The template includes elements that need
to be repeated in other documents, such as
text, graphic elements, etc. When creating a
new document, the Word program
automatically uses a blank document
template.

A new document can be created with Word
program templates designed for various themes
(reports, letters, newsletters, etc.)

? = O X
hfor online templates O Sign in to get the most out of Office
Suggested searches:  Business Cards  Flyers Learn more
ers Education Resumes and Cover Letters
Holiday
Take a tour
Blank document Welcome to Word
e
Aa
Single spaced (blank) Crisp and clean cover let...
January

Crisp and clean resume,..

Snapshot calendar
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Page Setup

Insert Design Layout References
ﬁ . - - — q— 11—
& Calibri (Body) ~|11 =~ A" A  Aa~ £ 1= »:= ~ o=~ €=
PaftE,, B I U-abex, X’ BH-WF.A. =E=== 1=~
Clipboard = Font I} Paragraph
L 3 2 1. g 11 1 2 1 3 1 4 0+ 5 B
File Home  Inset  Design QEETITEM References  Mailings  Review  View
D;D lﬂ [D == = Breaks - Indent Spacing
- . :[IlineNumbers~  3=Left 0em - I: Before: 0 pt
largins Orientation Size Columns . =
. . . - bt Hyphenation=  =Z€Right Ocm | 4=After &pt
Page Setup Pl Paragraph

Apply the selected parameters

as default.

T

4 k| 4 F

RefWaorks 2 Tell me what you want to do...
,ﬁ.l o o A Find -
z faBhCeDe | AaBbhceDe AAaBbhCe AaBhCer ab
_______ - tac Replace
- i TMormal | TMo Spac.. Heading1 Heading2 |+ [+ Select -
M= Styles = Editing
1 ] 1 B 10 1 11-|-12-|-13-|-14-|-15-|-16-|-|,-_x.|-|-
? s
= Bottom: 2em : Page margin
Left: 3em 3 Right: 1cm = .
. N settings
Gutter 0em = Gutter position: Left ~
Orientation

Page orientation:
portrait or

landscape

Portrait Landscape
Pages
Multiple pages: Mormal
Preview

Apply to: | Whole document

Set As Default

LY

Choose to apply
the selected
parameters to the
entire document.
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Changing the page layout

IMPORTANT! In order to
change the page layout for a
specific section of the
document, select the
desired location or leave the
cursor in the section where
you want to change the
page layout, then make the
changes accordingly.

We can set the landscape orientation for a
selected sections, selected text or the entire
document.

Page Setup

Margins Paper Layout

Margins
Top: 2m = Bottom: 2m
Left: 3m S Right: 1em
Gutter: Oem = Gutter position: Left

Crientation

Landscape orientation

selection.

Portrait Landscape
Pages
Multiple pages: Mormal ~

Preview

Apply to: | Selected sedtions

Selected sections
Selected text
Set As Defgywhole document

£ L4

Cancel

ktu
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Setting the parameters of the main text

Documen

Design Layout References Mailings Rewi

t1 - Word

= View RefWaorks Q Tell e what you want to do...

Sign in

(Q,_ Share

= ibri C oA F e e — £ Find -~
(] W o - - A a— oy z— w OD— =a3= | A L
M lca"h“ (Body} ~ |11 A a | Aa =iz 32 2L T | aasbeene] AaBbceDe AaRh(( AaBbCcr 2. Replace
. T | wac
Paste - : | @, abe _ === t=. . Update Mormal to Match Selection .
- v B I U -abex X & - A = === = THha . - s Select -
A Modify...
Clipboard = Font M Paragraph M 2 M Editing -
Select All: (Mo Data) :
I.3-|-1-|-1-|-§-|-1-|-2-|-3-|-4-|-5-|-6-|-?-|-3-|- "Right-clickthemouse A-|-16-|-¢.|-|-
Rename...
. Meodify Style ? *
Properties
]
Hame: Maormal
Style type: Paragraph
Style based on: [no style)
. Style for following paragraph: T Normal ~ Select font size
. ormattin - ,. ’ .
It is recommended to apply the Normal = e 3 At i s
style to the main text: select the desired R L paragraphs and etc (i
i ] = = = 5| =E = |1z 12| € = n | Required settings are not
text and click on the mentioned style. available we can find
. Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text them and apply Changes
. We Can Change and Customlze the Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample we Want (See 5)
. . . Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
settings of this style according to our Sanpl T Saple T
needs at any tlme (See 1-6)' Font: (Default] Arial, 12 pt, Indent:
Eilr?:!::clir:gr;s: c‘lr,HSr fiis:gl‘i\?idow!mphan control, Style: Show in the Styles gallery
[] Add to the Styles galler: 4 apply to all documents that we create |using blank template.
() Only in this document @ Mew documents based on this template

Additional settings and change them. 5 P

Cancel

)
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Editing Header Styles (Caption)

U

» We edit the Header styles according to our needs. (Caption)

Insert  Design  Layout  References  Mailings  Review  View  RefWorks Q Tell me what you want te do...

« New Bo + Y Y T - e S e
. Times New Ro - | 1 Aa Al TR =R Ll l AaBbCcDe | AaBbCeT
Copy : ? :
- | U-sex, X [, A-E=== Ig' By« it TlistPara.. | TCapto Update Caption to Match Selection
Format Painter .
4 Modiy..
Clipboard P Font P P h P
e & e Select All: (No Data)
L A I .g. IR 3
Rename...

Remove from Style Gallery

Add Gallery to Quick Access Toolbar

ktu
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Automatic creation of table of figures

« IMPORTANT! In order to change the page IayWa\sp/ec:i\ﬁE
section of the document, select the desired location or leave the
cursor in the section where you want to change the page layout, then
make the changes accordingly. (References — Insert Caption).

[ References I Mailings Review View RefWorks Q Tell me what you want to do...

o ' (.5 3 Manage Sources 5 [ Insert Table of Figures F [ Insert Index
ote - ‘ L Style: APA v — ;
Insert o Insert _ Mark
Citation ~ [ Bibliography ~ Caption L] Cross-reference Entry
RefWorks Citation Bibliography Citations & Bibliography Captions Index
3"'2"'l"'."""'2"'InsertCaption 10 -
Lak e or object
eyou'v led a captic
referen ir object an
ur document by inserting
oss-refer

ktu
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Table of figures

RefWarks

1 Y

Q Tell me what you want to do...

D Insert Table of Figures D Insert Index
El - =

Insert Insert Mark Mark

| References I Mailings Review View
ﬂManageSources

ER style: |aPA -

Citation -~ £ Bibliography ~ Caption i Cross-reference Entry Citation
Ma RefWaorks Citation Bibliography Citations & Bibliography 2 Captions Index
3-|-2-|-1-|-§-|-1-|-2-|-3-|-4-|-5-|-E~-|-?-|-&-|-S-|-1C--|-11-|
Caption ? X
Caption:
L

Options
Label: lentelé b

| Pasition: | Above selected item

lentelé. Lentelés pavadinimas | £ Exclude label from caption

MNew Label...

AutoCaption... 5 Cancel

Mumbering...

To automatically number tables, place the cursor where
you want the number to appear and follow these steps
(see 1-5).

When we have automatically numbered tables, we then
insert the content of the tables: we leave the mouse cursor
where we want the content to be, and then perform the steps
shown in the pictures (see 6-11).

References

]

RefWarks Citation Bibliography Citations & Bibliography Captions
J-|-2-|-1-|-§-|-1-|-2-|-3-|-4-|-5-|-6-|-?-
Table of Figures ? X

10

Mailings

Review View

Insert

Citation - £ [ Bibliography =

RefWarks

E‘,,Manage Sources

ER Style: |APA

Q Tell me what you want to do...

Captian Elj Cross-reference

[ Insert Table of Figures

Insert 7

Index  Table of Contents

Print Preview

Table of Figures

Table of Authorities

Web Preview

lenteld 1: Text o e 1 lenteld 12 Text e ianeneins 1|~
lentelé 2: TeXT vvrveveeereeereree e 3 lentelé 2: Text e 3
lentelé 2: TeXt weuvurerencererencerereanes 5 lentele 3: Text.o e, 5
lenteld 4: Text e 7 lentelé 4: Texto 7
lantald 5 Tayt 10 lenteld 5:Text . e 10 |v

|| Show page numbers
Right align page numbers
Tab leader: | ...

General
Formats: From template
Caption label: | lentele

Include label and number

|_liUse hyperlinks instead of page numbers!

9

COptions... Modify...
11

ktu
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List of images

References Mailings Review View RefWarks

Q Tell me what you want to do...

te I ,:_i/ ,":",:','.Manage Sources "‘j D Insert Table of Figures
te - ER@style apa - =
Insert Insert
Citation ~ B4 Bibliography ~ Caption El._:| Cross-reference

= RefWorks Citation Bibliography Citations & Bibliography Captions
3-|-2-|-1-|-g-|-1-|-2-|-3-|-4-|-5-|--E~-|?
Caption ? *
LCaption:
[ |
Options
3 Labet R
Position: |Below selected item
4 gxcludelabelfrom caption
Mew Label... Mumbering...
AutoCaption... 5 QK Cancel

To add automatic numbering to images, place the mouse

cursor where you the number to appear, then follow the steps

shown in images (see. 1 — 5)

Once we have automatically numbered images, we insert the
content of images: we leave mouse cursor where we want the

content to be, then follow the steps shown in images 6-11.

References

I

RefWorks Citation Bibliography

10

Mailings

Review =

RefWaorks

Q Tell me what you want to do...

B =1 Manage Sources @ [} Insert Table of Figures
EZstyle apa -
Insert ., Insert 7
Citation = £ Bibliography ~ Caption Ej Cross-reference

Citations & Bibliography

Captions

Table of Figures

Index  Table of Contents | Table of Figures  Table of Authorities

Print Preview

Web Preview

pav. 1:Text . 1
pav. 2:Text ... 3
pav. 3:Text 5
pav. 4: Text . 7
pav. 5:Text ... 10

Show page numbers
Right align page numbers

Tab leader: | ...

General
Formats: From template b
Caption label: | paw. e

Include label and npumber

pav. 1t Text . 1 |
pav. 2o Text . 3
pav. 3t Text 3
pav. 4 Text 7
pav. 5t Text ... |,

[Jiuse hyperlinks instead of page numbers:

9

Options...

11 = |

Modify...

Cancel
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Preparation for inserting the main content ktu

U

 IMPORTANT! In order to create an automatic table of contents, the
styles in the document need to be properly applied (Heading 1,

All~
E
T Calibri (Body) ~|11 - A" A Aa- A Z-iZ-%. E3E 8 T A ) ) A3
D - =i == AaBbCcDc AaBbCeD |1 A Update Heading 1 to Match Selection { Header 1. Hesding 1
Past, - : | m . Ak === "=- - ¥ -
' Format Painter B T U abe X, X AN A =EE=E=EE=E 2 ) i TNormal T No Spac. Heat& Modify... Titl b . 11
Clipboard 5 Font Paragraph Select All: (No Data) num erlng 1.1.1 Heading
E o 0 o = oo lono -|-1§|-2-|-3-|-4-| Rensme... T
List Library
Rernove from Style Gallery
a Add Gallery to Quick Access Toolbar 1 1.
None a) 1.1

ré ’]my Style B T
: Changes to
MName: Heading 1 + Article Ly 7,

style settings ; e 110
el made e ok [ 1 o |+ For each heading, we ' o
using same e om0 £ ||t apply appropriate ey — | | chmter (N
principles as : modified style: select
for the Normal the heading and click {itsin Current Documents

1. Heading 1

? Style. (See- 9 1 Sample Text Sample Text Sample Text Sample Text Sample Text On the desired Style_ 11

Sample Text Sample Text Sample Text Sample Text Sample Text

[TRRES

1l
it
il

HUMAN SIDE OF TECHNOLOGY

= 1.1.1 Heading
o SI I de) . Sample Text Sample Text Sample Text Sample Text Sample Text
] Sample Text Sample Text Sample Text Sample Text Sample Text
- Font: [Default) Times New Roman, 16 pt, Bold, Indent: ~ Define Mew Multilevel List...
Left: 0 cm -
Hanging: 0,76 cm, Left, Space i / Lic .-
Before. 12 pt © Define Mew List Style...

R [] Add to the Styles gallery [] Automatically update
@ () Only in this document @) New documents based on this template

|




Inserting the main content

Once we have applied the appropriate styles to all the
necessary sections and subsections, we can then

insert the content in the desired location (References
— Table of Contents)

P. S. Before inserting the content, we leave the
mouse cursor where we want to have the content.

File Home

Insert

") Add Text *

4! Update Table

Table of
Contents ~

Built-In
Automatic Table 1

Contents
1 Headingl
L1 Headng2
111 Heading3

Automatic Table 2

able of Contents
1 Headingl

11 Mesdng2
111 Heading 3

Manual Table

Table of Contents
Type chapter tithe feved 1)
Type chapter tithe fevel 2)
Type chapter tithe (level 3)

Type chapter tithe fevel 1)

Design

layout References Mailings

1 Uy Insert Endnote

Review

A, Next Footnote

Insert
Footnote

orks Citation Bibliography

3

1

1

Automatic Table 1

- W N -

V]

LR SO |

ktu
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Breaks

E (-." U |—_Q'1 s
Break — a point at which a piece of continuous text " Reences  Mailngs  Review  View

Is split into two sections. 0 X [ 5 B e

. . . . Page Breaks : Opt
Margins Orientation Size Columns

Different sheet formating may be applied to the the o ] B omtatwchonepmgeents |

required sheets. ‘
E.g.: pages are not numbered before the insertion of:

a break, but are numbered after the insertion of a st rund ot onvh
section break. : S o
We choose the type of break that suits us best to it bk s o
separate the document into different parts :

(depending on this, the mouse cursor should be :

where we want to break from). .

Column

Indicate that the text following the colurmn
break will begin in the next celumn,

Text Wrapping

I § @ ED JC

[ R T

Continuous
Insert a section break and start the new
section on the same page,

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

ktu
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Section breaks

Insert Design

D . "= Breaks =

Layout

References Mailings Revi

Indent Spacing

Page

Page Breaks
Size Columns

3
Page Setup

1-.-1-.-5-

J L

:

Mark the point at which one page ends
and the next page begins,

Column

Indicate that the text following the column
break will begin in the next column,

Text Wrapping
Separate text arcund objects on web

pages, such as caption text from body text,

Section Breaks

-

LT [P [

Next Page
Insert a section break and start the new
section on the next page.

Continuous

Insert a section break and start the new
section on the same page.

Even Page

Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

H ©- @,:

File Home Insert

Document] - Word Header & Footer Tools

Design Layout References Mailings Review View RefWarks Design ell me... Signin

[ Header ~ D [E Quick Parts - |_—| Lu Previous Different First Page =[1cm -
®  |=h . . = z
[ Footer = n ’& & L_||;|P|ctures F — Different Odd & Even Pages 1ecm | P -
ate ocument Go to oto ose Header
[#] Page Number - Time Infa = ’:‘e.OnIine Pictures | eader Footer ,,. ™ Link to Previous +| Show Document Text = and Footer
Header & Footer Insert Mavigation Options Position Close
L 3-|-2-|-L|-§-|-1-|-Z-|-3|-4-|-5-|-6|-7|8_\_9|10|-11-|1A|u|-14|15|16|m|-

* Inthis case a section break was inserted from the next page at the location where
the mouse cursor was left.

*  Toview section breaks and turn off unnecessary settings, you can open the header
and footer mode (double-click as close as possible to the edge of the page).

IMPORTANT! In order to apply different parameters to different sections, it is necessary to
check in all the sections whether they are linked together (using Link to previous or Same as
Previous), if they are linked , we need to disable these functions by clicking on them.

Footer -Section 1-

-

. L mm e m e mmmmmmmmmmm e mmmmmm e m =]

= Header -Section 2-

-

o

-

B Footer -Section 2-

Page2of2 Owords [|2 Lithuanian EA B - 1 +

£ share

ktu
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Deleting the break

Documentl - Word

Design Layout References Mailings Review

L s = o= p—  a— R
N Calibri (Body) *|11 ~| A" A Aa~ PR i=-i=-%=~ &3 4§

Paste o B I U -~ax, x QA-¥-A-

Clipboard = Font ]
L 3-|-2-|-1‘|-§-|-1-|-2-\‘J-|-4-|-5-\-6-|-?‘|-s-\-9-|-10‘

- Delete the text marked below

Section Break (Mext Page)

RefiWorks

AaBbCcDc

- T Narmal

1200

Q Tell me...

AaBbCcDc
TNo Spac...

Styles

|

13

Ta

Sign in
P Find -
EE( Replace
b, Select =

Editing

S

Page 1 of 2 0 words EB Lithuanian

BE B B

u
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Hyperlink, Bookmark, Cross-reference ktu

U U

I Insert . _ |1]h- TEI
oo —

Hyperlink Bookmark Cross-
reference

 Hyperlink — link to the web page.

Links
 Cross —reference —is a type of reference that refers to a specific item or content in a

document, such as a heading, a figure, a table, or an equation. It allows you to create a link
to the referenced item so that you can easily navigate to it from another part of the
document.

Eg.: for more detailed description, , for more information refer to
« Bookmark — a marked location in a document that we want to access quickly.

HUMAN SIDE OF TECHNOLOGY




Creating hyperlinks and bookmarks

U

. l Insert l Design Layout References Maifings Review View Insert Hyperlink
« Hyperlink: Ps :
Senartist = r
" B s @ Link ta:
2t # 1 Chart .
wres Oaline Shapes Add Links: dmmanrt
Pictures O+ Sreenshot ~ ins~ -
Me Hea Existing File
> i G : or Web Page
b T I i 1 2 ‘4 5 -
3 > 3
Linkmenyse vra sukaupta treds: D -~
ir kity eksponany, kurivos Ignal Hyperdink Sockmark =
kolekcija nuolat papildoma. Ci: PE;EJ;Z:E
. . atvezts o vainiu pasanbio krasty
1. Insert > Links > Hyperlink > irankis furt 5avO iSt0013. PAVYZE p g 1y etk (1o
nemary kolekeijos dali sudaro nn
wankiar Tarp pdomybiy atkreps ok Create New
radiotechnikos yrankias JRBCK BECEST 10 Document
Informacya naudojama tik mok( _ e &j
CERTURORY PO E-mail
Address
@ Tell me more

° B k k - l Insert I Design  layout  References  Mailings
O O I I I ar - o ] r\" 75 SmartArt Py e Ti*j [ Header ~
B8 7 ch 7 Y [ Footer~
wres Online Shapes Add- | Onfine BEBISY Comment
Pictures -  @s Screenshot~  ins~ : = [%] Page Nun
Illustrations Media Commantc Header & F¢
= ORI S BRI SUR

1. Select text, a picture, or a place
in your document where you want
to insert a bookmark:

Insert > Links > Bookmark >

AN N
B e ! b;g u’
ekspozicijos dalyje daugiau der |\ o Bookmark Cross-
gyvenimui. Pateikiama daug in; atarenica B
beégyje. Istorijos tvykius iliustn otq
Lietuvos, Vokietijos archyvy ber pravacie

nq|

Links
Insert a Bookmark

2018 mety sausio ménesi, §alia Pilies mu,
"Muziejus 39/45" vardu.

Bookmarks work with |}
et you jump to a speci
your document.
Laikrodziu muziejus

Here's how it works:

1) Select the content y
jump to

rt a bookmark

Vienintelis Ryty Europoje LaikrodZiy mu
amziaus viloje. Klaipédos laikrodziy muz
Zmogus sieke atsakyti visais amZiais. Pa3 2 hyperlink that
bande iSsivysciusios civilizacijos. Aplank your bookmark

laika ne taip jau ir paprasta. Kad {vairios

vieninga laiko skaidiavimo sistema atsira @ Tell me more

Vos pravérus muziejaus duris pasigirsta nepaliaujamas latkrody
primenantis mums, koks neikainojamas yra bégantis latkas. M
trumpam neskai¢iuoti brangiy savo minuéiy ir su malonumu pa
istorija!

BN

? *
Text to display: | Daugiau informacijos apie muziejus, ScreenTip...
Look in: I Darbalaukis ~| (2 fa
Info - Bookmark...
CF%rlrde:rt ;ﬂ Catalog - Shortcut
#=| Documents - Shortcut VR AR
,‘ Downloads - Shortcut
EBrowsed . . .
Pages ﬁ VideoPad Video Editor
M= 10Temai_UZDUOTIS.docx
a 2 mE Spraktine_Word.docx
ecen LT . L _—
Files 5| Atnaujinta informacija apie bibliotekos idteklius.docx
M= el ABa BPP soecifikaciia EM.docx v
Address: wojelt/keliones/topai/muzieju-gidas-idomiausi-lietuvos-muziejai/59 |«

Cancel

2. Enter the text,
that will appear
in the document.

3. Paste the link
adress and click
OK.

2. Under a bookmark name, type a

Bookmark ? 4
S ‘ name (he only we will be visible to
laikrodziumuziejus| | Add US) and C“Ck Add-

Bookmark ? ot

EBookmark name:
juru

laikrodziumuziejus

Sort by: @ Name
OI__ocation

] Hidden bookmarks

Close

Adds bookmark.

Delete

Delete bookmark.

’ [seTe T rhis will take you to the

specified bookmark.

ktu
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Create cross - reference

1. Insert > Cross-reference >
Select type (Reference type) the
part from which the required
element will be taken..

* IMPORTANT! Element,

U

Cross-reference

Insert reference to:
Bookmark text w~

deference type:

: A Include above/below
Heading
Bookmark
Footnote
Endnote
Equation

v I

2. From the list of created

elements, select the one you 2.
need.

3. Choose how the link will be
presented in the document(as page
no. paragraph no., element name and
etc).

4. Click Insert and Cancel.

Insert Cancel

‘é|-2-|-3-|-4-|-5

Placiau zr. tl puslapyje

which cross — referenced
link is being created,
must be in document.

6. 7. 8.0 8. 00y 43y W93y 43y o4y PRI |- |

Cross-reference
Reference type:

Baokmark

Insert as hyperlink
Separate numbers with

For which bookmark:

|Iaikrodziumuziejus

3.

insert reference to:
Bookmark text

Page number
Paragraph number

Above/below

Paragraph number [no context)
Paragraph number [full context]

Insert

Cancel

B
| Cross-reference

Reference type: Insert reference to:
ERETIIET N - | Page number v
Insert as hyperlink [ Include above/below

Separate numbers with

For which bookmark:

ora _____________________|

laikrodziumuziejus

Insert Cancel

ktu
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Bibliographical references management Ktu
programs
U
e It's easier and quicker to insert cited sources into the
text and to prepare a reference list. 2
O
+ Subscribed: %
» RefWorks — http://www.refworks.com Q
« EndNoteWeb — http://myendnoteweb.com g
a
* Free: 7
. Mendeley — https://www.mendeley.com g
« Zotero — http://www.zotero.org 2
« MS Word plugin — Citations & Bibliography



http://www.refworks.com/
http://myendnoteweb.com/
https://www.mendeley.com/
http://www.zotero.org/

Inserting references MS Word

File Home

Insert

Design

= B AR [
— N AB .
Table of Insert
Contents ~ Footnote itatio

Table of Contents
L 30020

™

Fill in the required fields with
the information of the
reference used.

The unique
abbreviated name of
the reference source
is visible only to us
(automatically
assigned).

Footnotes 1
(e |

X
‘L, J

Type of Source

Bibliography Fields tar AFA

*  Author

* Title

*  Year

*  City
StatesFrovince
Country/Region
* Publisher
Editor
Valume

Mumber of Volumes

[ — —E o

M show Al Biblioaraphy Fields
Tag name
Wes20

Layout l References l Mailings

RefWorks Citation Bibliography
YO T T T

View

Review

Eg Style: | APA
2 Insert .

Citation » [ Bibliography ~

l_:] Add New Source... 3

1 4.1 +5.) 6" R
[:‘7 Add New Placeholder...

Book ~

Westcott, Sean; Westcott, Jean Riescher
|_| Corporate Author

Basic electronics: Theory and practice

2020

David Pallai

* Recommended Field

-
3y Manage Sources

v

Language

RefWorks Q Tell me... Signin £, Share
Insert G Mark Mark
Caption = Entry Citation
Captions Index Table of Authorities ~

1 o120 01309 140 ) 1150 ) 160 1 ARSI

English (United States) -

To insert the author, click Edit
and then enter the information
in the required fields.

Edit

Edit

Cancel

ktu
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Editing literature sources

Home Insert Design Layout I References I Mailings Review View RefWorks Q Tell me... Signin ,O+Share
B - AR I v 0 Style 1 @ £} Manage Sources o B ‘T‘zl B 'ir:r G
0o Ag - |, Bibliographyiptior CEstyle ApA | &= o
Table of Insert Insert Insert i Insert E Mark Mark
Contents ~ Footnote tatior Citation -+ & [y Bibliography ~ Caption 2| Entry Citation
Table of Contents | Footnotes &~ RefWorks Citation Bibliography __ _ Citations & Bibliography = Captions _ _ Index_ _ Table of Authorities A~
Source Manager ? *
Search: Sort by Author ~
Sources available in:
N Browse... .
Master List Current List
Copy - Adomavidius, Vytautas; MaZosios atsinaujinandiyjy istekliy energijos
Kazokieng, Lina, Stravinskieng, Jurgita; Ryiai su visuomene: vadovélis, (2 Kazokieng, Lina, Stravinskieng, Jurgita; Ryéiai su visuomene: vadovélis
peete > \We can delete the selected source.
Edit...
We can create a new entry. ->|  bew..
¥ cited source
| ? placeholder source
Preview [APA):
Citation: (Adomavicius, 2013) [
Bibliography Entry:
| |Adomavigius, V. (2013). MaZosios atsinaujinanciyjy istekliy energijos sistemos: mokemoji knyga. Kaunas: Technologija. Paimta 2022 m. 106 d. i3
hittps://www.ebooks.ktu.lt/eb/1224/mazosios_atsinaujinanciuju_istekliu_energijos_sistemos/ v

Close

U

3 Edit the required information for the selected source.

Edit Source

Type of Source Electronic Source ) Language  Lithuanian

Eibliography Fields for APA
*  Author

* Trle
Publication Title

= City

*  State/Province
* Country/Region
Editor

Producer Name
Production Company

Compiler

T ababss

£4/snow Al Bibliography Fields)
Tag name
Adol3

Agomavidius, Vytautas

(] Corporate Author

Maiosios atsinaujinandeyjy iiteky energijos sistemos: mokomoji knyga.

Kaunas

* Recommended Field

Edit

Eant
Eagit

Eant

u
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Citing literature sources

Insert Design Layout References Mailings
xt~ ABl [f_ﬁ_—;'] |' 7l Style
: Table insert A@; > &), Bibliography Options
nse INSert
Footnote Citation
5 Footnotes & RefWorks Citation Bibliography
g~l-1-1-2-:-3-|v4~|-5~|-6-|~?~
|

3. The chosen source
(Adomavicius, 2013) is inserted into the
text.

1. Leave the mouse cursor
where you want to insert the
cited source.

I

Review View RefWaorks Q Tell me...

@ 5], Manage Sources Es ’T:

BStyle APA  ~

Insert  ~ Insert
Citation ~ = [ Bibliography - Caption R

EE|

Adomavicius, Vytautas
Mazosios atsinaujinanciuju istekliu energijos
sistemos: mokomoji knyga., (2013)

Kazokiené, Lina, Stravinskiené, Jurgita
Rysiai su visuomene: vadovélis,, (2014)

Add New Source...

Add New Placeholder...

M
En

2. From the list
created, select the
relevant literature
source.
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INSERT BIBLIOGRAPHY/REFERENCE LIST

4 .

View RefWorks

Q Tell me...

Al Style E l%_j',Manage Sources B B ‘Tﬁ B i:r
Bibliography Option @Style: [APA  ~| :
Insert — Insert e Mark Mark
Citation ~ = [ Bibliography ~ Caption = Entry Citation
Vorks Citation Bibliography Citatic Built-In
5:1 617 181 " Bibliography
1. Bibliography

Chen, J. (2003). Crations and References, New York: Contoso Press

1. Select
template we
want.

Haas, J. (2005). Creaving a Formal Publication, Bostor: Proscware, Inc
Kramer, J. D. 2006). How to Write Bibliographies. Chicago: Advernture Works Press.

References

1. References

Chen, J. (2003). Cuations and References. New York: Contoso Press

Haas, J. (2005). Creaving a Formal Publication, Bostor: Proscware, Inc

Kramer, J. D. (2006). How to Write Bibliographies. Chicago. Adventure Works Press.

Works Cited
1. Works Cited
Chen, J. (2003). Cuations and References. New York: Contoso Press
Haas, J. (2005). Creaving a Formal Publication, Bostorr Proscware, Inc
Kramer, J. D. (2006). How to Write Bibliographies. Chicsgo: Adventre Waorks Press.

Ep Insert Bibliography

E
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Literatiiros sgra$as

Adomavicius, V. (2013). MaZosios atsinaujinanciyjy istekliy energijos sistemos: mokomoji
kmyga. Kaunas: Technologija [Zitiréta 2022-10-06]. Prieiga per interneta:
https://www.ebooks.ktu.lt/eb/1224/mazosios_atsinaujinanciuju_istekliu_energijos_sistemos/

Kazokiené, L. ir Stravinskiené, J. (2014). RySiai su visuomene: vadovélis. Kaunas:
Technologija.

2. Alist of references is automatically inserted, and we organise it
according to the necessary rules. The above example is sorted

according to the APA standard
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