
General APA Guidelines 

Your essay should be typed, double-spaced on standard-sized paper (8.5" x 11") with 1" margins on 

all sides. You should use a clear font that is highly readable. APA recommends using 12 pt. Times New 
Roman font. 

Include a page header (also known as the "running head") at the top of every page. To create 

a page header/running head, insert page numbers flush right. Then type "TITLE OF YOUR PAPER" 
in the header flush left using all capital letters. The running head is a shortened version of your 
paper's title and cannot exceed 50 characters including spacing and punctuation. 

Major Paper Sections 

Your essay should include four major sections: the Title Page, Abstract, Main Body, and 
References. 

Title Page 

Every page of your essay should: 

• Include a page header (Title, all caps) in the upper left-
hand corner and 

• the page number in the upper right 

 

The title page should contain the title of the paper, the author's name, and the institutional 

affiliation. Include the page header (described above) flush left with the page number flush right at 
the top of the page. Please note that on the title page, your page header/running head should look 
like this: 

Running head: TITLE OF YOUR PAPER  

Pages after the title page should have a running head that looks like this: 

TITLE OF YOUR PAPER 

 

Type your title in upper and lowercase letters centered in the upper half of the page. APA 
recommends that your title be no more than 12 words in length and that it should not contain 

abbreviations or words that serve no purpose. Your title may take up one or two lines. All text on the 
title page, and throughout your paper, 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 (PhD). 

Beneath the author's name, type the institutional affiliation, which should indicate the location 
where the author(s) conducted the research. 
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Abstract 

Begin a new page. Your abstract page should already include the page header (described above). On 
the first line of the abstract page, center the word “Abstract” (no bold, formatting, italics, underlining, 
or quotation marks). 

Beginning with the next line, write a concise summary of the key points of your research. (Do not 
indent.) Your abstract should contain at least your research topic, research questions, participants, 

methods, results, data analysis, and conclusions. You may also include possible implications of your 
research and future work you see connected with your findings. Your abstract should be a single 
paragraph double-spaced. Your abstract should be between 150 and 250 words. 

You may also want to list keywords from your paper in your abstract. To do this, indent as you would 
if you were starting a new paragraph, type Keywords: (italicized), and then list your keywords. Listing 
your keywords will help researchers find your work in databases. 

ASK YOUR INSTRUCTOR IF AN ABSTRACT IS 

REQUIRED FOR YOUR CLASS. NOT ALL 

INSTRUCTORS REQUIRE AN ABSTRACT. 
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In-Text Citations: The Basics 

Note: APA style requires authors to use the past tense or present perfect tense when using signal 
phrases to describe earlier research, for example, Jones (1998) found or Jones (1998) has found... 

APA citation basics 

When using APA format, follow the author-date method of in-text citation. This means that the 
author's last name and the year of publication for the source should appear in the text, for example, 
(Jones, 1998), and a complete reference should appear in the reference list at the end of the paper. 

If you are referring to an idea from another work but NOT directly quoting the material, or making 

reference to an entire book, article or other work, you only have to make reference to the author and 
year of publication and not the page number in your in-text reference. All sources that are cited in the 
text must appear in the reference list at the end of the paper. 

In-text citation capitalization, quotes, and italics/underlining 

 Always capitalize proper nouns, including author names and initials: D. Jones. 

 If you refer to the title of a source within your paper, capitalize all words that are four letters 

long or greater within the title of a source: Permanence and Change. Exceptions apply to short 
words that are verbs, nouns, pronouns, adjectives, and adverbs: Writing New Media, There Is 
Nothing Left to Lose. 

(Note: in your References list, only the first word of a title will be capitalized: Writing new 
media.) 

 When capitalizing titles, capitalize both words in a hyphenated compound word: Natural-Born 
Cyborgs. 

 Capitalize the first word after a dash or colon: "Defining Film Rhetoric: The Case of 

Hitchcock's Vertigo." 

 Italicize or underline the titles of longer works such as books, edited collections, movies, 

television series, documentaries, or albums: The Closing of the American Mind; The Wizard of 
Oz; Friends. 



 Put quotation marks around the titles of shorter works such as journal articles, articles from 

edited collections, television series episodes, and song titles: "Multimedia Narration: 
Constructing Possible Worlds"; "The One Where Chandler Can't Cry." 

Short quotations 

If you are directly quoting from a work, you will need to include the author, year of publication, and 
the page number for the reference (preceded by "p."). Introduce the quotation with a signal phrase 
that includes the author's last name followed by the date of publication in parentheses. 

According to Jones (1998), "Students often had difficulty using APA style, especially 

when it was their first time" (p. 199).  

 

Jones (1998) found "students often had difficulty using APA style" (p. 199); what 

implications does this have for teachers? 

If the author is not named in a signal phrase, place the author's last name, the year of publication, 
and the page number in parentheses after the quotation. 

She stated, "Students often had difficulty using APA style" (Jones, 1998, p. 199), but 

she did not offer an explanation as to why. 

Long quotations 

Place direct quotations that are 40 words, or longer, in a free-standing block of typewritten lines, and 
omit quotation marks. Start the quotation on a new line, indented 1/2 inch from the left margin, i.e., 

in the same place you would begin a new paragraph. Type the entire quotation on the new margin, 
and indent the first line of any subsequent paragraph within the quotation 1/2 inch from the new 
margin. Maintain double-spacing throughout. The parenthetical citation should come after the closing 
punctuation mark. 

Jones's (1998) study found the following:  

Students often had difficulty using APA style,  

especially when it was their first time citing sources. This difficulty could be 

attributed to the fact that many students failed to purchase a style manual or to 

ask their teacher for help. (p. 199) 

Summary or paraphrase 

If you are paraphrasing an idea from another work, you only have to make reference to the author 
and year of publication in your in-text reference, but APA guidelines encourage you to also provide the 
page number (although it is not required.) 



According to Jones (1998), APA style is a difficult citation format for first-time 

learners. 

APA style is a difficult citation format for first-time learners (Jones, 1998, p. 

199). 

In-Text Citations: Author/Authors 

Citing an Author or Authors 

A Work by Two Authors: Name both authors in the signal phrase or in the parentheses each time 
you cite the work. Use the word "and" between the authors' names within the text and use the 
ampersand in the parentheses. 

Research by Wegener and Petty (1994) supports... 

(Wegener & Petty, 1994) 

A Work by Three to Five Authors: List all the authors in the signal phrase or in parentheses the 
first time you cite the source. Use the word "and" between the authors' names within the text and use 
the ampersand in the parentheses. 

(Kernis, Cornell, Sun, Berry, & Harlow, 1993) 

In subsequent citations, only use the first author's last name followed by "et al." in the signal phrase 
or in parentheses. 

(Kernis et al., 1993) 

In et al., et should not be followed by a period. 

Six or More Authors: Use the first author's name followed by et al. in the signal phrase or in 
parentheses. 

Harris et al. (2001) argued... 

(Harris et al., 2001) 

Unknown Author: If the work does not have an author, cite the source by its title in the signal 

phrase or use the first word or two in the parentheses. Titles of books and reports are italicized or 
underlined; titles of articles, chapters, and web pages are in quotation marks. 

A similar study was done of students learning to format research papers ("Using APA," 

2001). 



Note: In the rare case the "Anonymous" is used for the author, treat it as the author's name 
(Anonymous, 2001). In the reference list, use the name Anonymous as the author. 

Organization as an Author: If the author is an organization or a government agency, mention the 
organization in the signal phrase or in the parenthetical citation the first time you cite the source. 

According to the American Psychological Association (2000)... 

If the organization has a well-known abbreviation, include the abbreviation in brackets the first time 
the source is cited and then use only the abbreviation in later citations. 

First citation: (Mothers Against Drunk Driving [MADD], 2000) 

Second citation: (MADD, 2000) 

Two or More Works in the Same Parentheses: When your parenthetical citation includes two or 
more works, order them the same way they appear in the reference list (viz., alphabetically), 
separated by a semi-colon. 

(Berndt, 2002; Harlow, 1983) 

Electronic Sources 

If possible, cite an electronic document the same as any other document by using the author-date 
style. 

Kenneth (2000) explained... 

Unknown Author and Unknown Date: If no author or date is given, use the title in your signal 
phrase or the first word or two of the title in the parentheses and use the abbreviation "n.d." (For "no 
date"). 

Another study of students and research decisions discovered that students succeeded 

with tutoring ("Tutoring and APA," n.d.). 

Sources without Page Numbers 

When an electronic source lacks page numbers, you should try to include information that will help 
readers find the passage being cited. When an electronic document has numbered paragraphs, use the 

abbreviation "para." followed by the paragraph number (Hall, 2001, para. 5). If the paragraphs are 
not numbered and the document includes headings, provide the appropriate heading and specify the 
paragraph under that heading. Note that in some electronic sources, like Web pages, people can use 
the Find function in their browser to locate any passages you cite. 

According to Smith (1997) ... (Mind over Matter section, para. 6). 



Note: Never use the page numbers of Web pages you print out; different computers print Web pages 
with different pagination.   

Footnotes and Endnotes: APA does not recommend the use of footnotes and endnotes  

 

Reference List: Basic Rules 

 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. 

 Authors' names are inverted (last name first); give the last name and initials for all authors of 

a particular work for up to and including seven authors. If the work has more than seven 

authors, list the first six authors and then use ellipses after the sixth author's name. After the 

ellipses, list the last author's name of the work. 

 Reference list entries should be alphabetized by the last name of the first author of each work. 

 For multiple articles by the same author, or authors listed in the same order, list the entries in 

chronological order, from earliest to most recent. 

 Present the journal title in full. 

 Maintain the punctuation and capitalization that is used by the journal in its title. 
o For example: ReCALL not RECALL or Knowledge Management Research & 

Practicenot Knowledge Management Research and Practice.  

 Capitalize all major words in journal titles. 

 When referring to books, chapters, articles, or Web pages, 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. 

 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 

Last name first, followed by author initials. 

Berndt, T. J. (2002). Friendship quality and social development.Current Directions in 

Psychological Science, 11, 7-10. 

Two Authors 

List by their last names and initials. Use the ampersand instead of "and." 

Wegener, D. T., & Petty, R. E. (1994). Mood management across affective states: The 

hedonic contingency hypothesis. Journal of Personality and Social Psychology, 66, 

1034-1048. 



Three to Seven Authors 

List by last names and initials; commas separate author names, while the last author name is 
preceded again by ampersand. 

Kernis, M. H., Cornell, D. P., Sun, C. R., Berry, A., Harlow, T., & Bach, J. S. (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 

List by last names and initials; commas separate author names. After the sixth author's name, use an 

ellipses in place of the author names. Then provide the final author name. There should be no more 
than seven names.  

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. 

Basic Format for Books 

Author, A. A. (Year of publication). Title of work: Capital letter also for subtitle. 

Location: Publisher. 

Note: For "Location," you should always list the city and the state using the two letter postal 
abbreviation without periods (New York, NY). 

Calfee, R. C., & Valencia, R. R. (1991). APA guide to preparing manuscripts for journal 

publication. Washington, DC: American Psychological Association. 

Government Document 

National Institute of Mental Health. (1990). Clinical training in serious mental 

illness (DHHS Publication No. ADM 90-1679). Washington, DC: U.S. Government Printing 

Office. 

Online Scholarly Journal Article: Citing DOIs 

Article From an Online Periodical with DOI Assigned 



Author, A. A., & Author, B. B. (Date of publication). Title of article.Title of Journal, 

volume number, page range. doi:0000000/000000000000 or http://dx.doi.org/10.0000/0000 

Brownlie, D. (2007). Toward effective poster presentations: An annotated 

bibliography. European Journal of Marketing, 41, 1245-1283. 

doi:10.1108/03090560710821161 

Wooldridge, M.B., & Shapka, J. (2012). Playing with technology: Mother-toddler interaction 

scores lower during play with electronic toys.Journal of Applied Developmental 

Psychology, 33(5), 211-218. http://dx.doi.org/10.1016/j.appdev.2012.05.005 

Article From an Online Periodical with no DOI Assigned 

Online scholarly journal articles without a DOI require the URL of the journal home page. Remember 
that one goal of citations is to provide your readers with enough information to find the article; 
providing the journal home page aids readers in this process. 

Author, A. A., & Author, B. B. (Date of publication). Title of article.Title of Journal, 

volume number. Retrieved from http://www.journalhomepage.com/full/url/ 

Kenneth, I. A. (2000). A Buddhist response to the nature of human rights. Journal of 

Buddhist Ethics, 8. Retrieved from http://www.cac.psu.edu/jbe/twocont.html 

Newspaper Article 

Author, A. A. (Year, Month Day). Title of article. Title of Newspaper. Retrieved from  

http://www.someaddress.com/full/url/ 

Parker-Pope, T. (2008, May 6). Psychiatry handbook linked to drug industry. The New York 

Times. Retrieved from http://well.blogs.nytimes.com/2008/05/06/psychiatry-handbook-

linked-to-drug-industry/?_r=0 



 

 

 

APA CITATION SHORT CUT!!!  
There are websites that will format the citations for you. 

One website is bibme.org. 

 

 

 

Click on APA 

All references should be in alphabetical order 

and have a hanging indent. 
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on 

Look at what was 

found and what 

wasn’t. Once you click 

on Final Step you may 

need to fill in missing 

information. 



 

 

 



 

 

Click on “Copy & Paste” 

Go to your reference page and 

paste your citation 


