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Citations and referencing – key requirement in academic research,
demonstrating your knowledge of pertinent literature.

Reference section - One of the onerous and challenging parts in
academic writing.

Managing, organizing and citing references - a real challenge
especially if we don't keep track of what and who we cite.

However, there are tools that could help in this regard.

BACKGROUND



Referencing and its importance

What is referencing?

Details about the sources of information used.

Why is it important?

to acknowledge the work or words of others

to avoid plagiarism (using someone else’s ideas as if they were your
own). Plagiarism is a serious offence

to indicate the range of sources used for an assignment; how up-to-
date the sources are and whether relevant material was used

to enable others to trace the sources listed in order to find further
information



Parts to referencing

There are two parts to referencing

1. in-text referencing: brief details of sources of information used to
acknowledge where a particular piece of information came from, are
written within the body of the assignment.

At the beginning of a sentence – Acquah (2021)

At the end of a sentence - (Acquah, 2021)

2. list of works cited (also called Bibliography, Reference list): full
details of sources of information used within the assignment are
provided at the end of the assignment.



Referencing Books and periodicals
Books (Basic format):

• Surname(s) of author(s) or editor(s), Initials. Year of publication. Title of
book. Edition (only when edition is other than the 1st). City of publication:
Name of publisher.

• Acquah, I.S.K. (2021). Supply chain management: principles and practice.
London, England: Taylor & Francis.

• Periodicals- including journals, magazines and newspapers (Basic format):

Surname(s), initial(s) of author. Year of publication. Title of article. Title of the
journal, volume number, which is also in italics, (issue or part number):
inclusive page number

For magazine articles, include the month of publication and day if relevant

For newspapers, include the month and day after the year.



Referencing Books and periodicals

Journal articles
• Baah, C., Opoku-Agyeman, D., Acquah, I.S.K., Issau, K. and Moro Abdoulaye,

F.A. (2021). Understanding the influence of environmental production
practices on firm performance: a proactive versus reactive
approach. Journal of Manufacturing Technology Management, 32(2), 266-
289.

Magazine articles
• Wilson, D. S., & Wilson, E. O. (2007, November). Survival of the selfless.

NewScientist, 196(2628), 42-46.

Newspaper articles (with and without an author)
• Sparks, A. (2012, January 14). The danger of Obama‟s rightist challengers.

The Mercury, pp.11.



Referencing Conference Presentations

• Acquah I. S. K. (2021, May 13). Research Support Webinar Series -
Organising your literature and citing your sources [Presentation]. 
African Institute for Supply Chain Research, Pretoria, South Africa.

• Acquah, 2021

• Acquah (2021)



Selected Referencing styles

• American Psychological Association (APA) referencing style

• Modern Language Association (MLA) referencing style

• Chicago referencing style

• Harvard referencing style

• Vancouver referencing style



Tools to manage and organise your citations

Zotero Collects all your research in a single, searchable interface. You can add PDFs, 
images, audio and video files, snapshots of web pages, and really anything else.

RefWorks an online research management, helps in gather, manage, store and share all 
types of information, as well as generate citations and bibliographies.

Mendeley is a free reference manager and academic social network that can help you 
organize your research, collaborate with others online, and discover the latest 
research. Here is what you can do with Mendeley:

Automatically generate bibliographies, Collaborate easily with other researchers 
online, Easily import papers from other research software, Find relevant papers 
based on what you’re reading, Access your papers from anywhere online
Read papers on the go.

EndNote gives you the tools you need for searching, organizing and sharing your research. 
It allows you to easily create bibliographies while writing your next paper with 
features like Cite While You Write . EndNote’s syncing capabilities let you access 
all of your references, attachments, and groups from anywhere.



Tools to manage and organise your citations

Citeulike is a free service for managing and discovering scholarly references. Some of its features 
include:
• Easily store references you find online
• Discover new articles and resources
• Automated article recommendations NEW
• Share references with your peers
• Find out who's reading what you're reading
• Store and search your PDFs

Cite This 
For Me

With Cite This For Me, you can get proper citations in AMA, APA, Chicago, IEEE, Harvard, ISO 
690, Turabian, Vancouver, MLA, and many other styles. All you need to do is choose the type 
of work you want to reference and provide the needed parameters. The tool will maintain a 
proper bibliography without being a distraction from your main work.

Easybib Create accurate MLA, APA, and Chicago style citations in seconds by scanning a book bar 
code or by typing the name of a book. Build and manage your works cited. Once done, email 
your citations and then export your citations to EasyBib.com's popular bibliography 
management service.



Organising your literature using spreadsheets

ID number (identify the resource by numbering)

Year Just state the year

Author(s) State the names of the authors

Title The title of the publication

Abstract An abstract of the publication

Keywords Key word as used in the publication

Objectives/Questions Questions that were answered in the research and aims of the study



Organising your literature using spreadsheets

Methodology techniques used to identify, select, process, and analyse information 
about a topic

Research design The strategy you would adopt to answer the research questions and 
its justification.

Research approach Indicate whether quantitative (deductive), qualitative (inductive) or 
mixed

Sample and sampling 
technique

The sampling technique and the basis for sample size determination. 

Analysis technique Methods for transforming and modelling data into meaningful 
information

Main Findings The results of the study (what the research indicated or revealed)



Organising your literature using spreadsheets

Reference (Provide the reference in eg. APA, ML etc.)

Type of Resource (article, book, newspaper, etc)

Location or context (eg. Ghana, south Africa, health sector, petroleum sector etc.)

Quotations (where I put quotations I might want to use)



CONCLUSION

Citation and referencing are key to academic writing.

Plan and organise form the start

Use appropriate tool

Your spreadsheet is the basis to keep truck of your 
citations and references



THANK YOU

Visit: www.aiscr.org.za for more 
information

http://www.aiscr.org.za/

