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Instruction sheet 
 

Style name  Properties 

Paper Title Title of manuscript 

• Arial, 18pt, Bold, 
centred,  
• Line spacing 1.2pt 
• Paragraph Spacing 
12pt after  

Authors Author List 

• Arial 12pt, Bold 
centred,  

• Line spacing 1.2pt,  

• Paragraph Spacing 
12pt after 

 

(1) Division Authors Organisation 
List 

Arial, size 10pt, centred, Line spacing single, Paragraph spacing 
2pt after  

1 HEADING 1 Section Headings Arial, size 12pt, Left aligned, all caps, Paragraph spacing Before 
18pt after 4pt 

NONUMBE
R 
HEADING 1 

Heading for 
Acknowledgements and 
References 
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Caption For Table and Figure 
headings 

 

Paper Text Manuscript text Arial, size 10pt, Justified, Line spacing 1.2pt, Paragraph Spacing 
12pt after 

 

1 SET UP FOR APA REFERENCING 
1. Go to the References menu and select the APA style. 
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2.Select Manage Sources and click the New button in the centre of the screen 

 

 

2. Fill in details of your reference, (1) select the type of source,(2) use the Edit button to enter the Author names and 
(3) Click the Show All Bibliography Fields for more options. Fill in the relevant fields. 
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Repeat this process until all your sources are entered 

3. If you need to edit a Source, Select Manage Sources where you can Edit, Add Delete and choose which Sources 
appear in your final Bibliography list: 

Once all your Sources are entered the list is ready to use. 

2 ADD AN IN TEXT CITATION 
When you need to add the in text refence to a source select the Insert Citation and choose which reference is 
needed. The author and date will be automatically inserted in the text in the correct format. 

3 ADD THE REFERENCE LIST  
Insert your Reference List at the end of the manuscript by selecting the Bibliography -> References.  
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