Langara.

TECH
TECH SKILLS
SKILLSNUGGET
NUGGET

THE COLLEGEOF HIGHER LEARNING.

ADD FOOTNOTES IN MICROSOFT WORD
What’s in it for me?
As a college student, you may be required to submit papers in your course that need to be
referenced with notations - may it be a source, an explanation to a computation, a definition of the
term, etc. Footnotes help keep your document neat and complete. It will add a superscript number
to a text and match it with the same at the bottom of the document.

How to do this:
1. Place your cursor after the word or
phrase you want to add a reference
to.
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2. Click on the References tab and
select Insert Footnote.
3. A superscript number will appear to
the right of the word or phrase.
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The Paul Bunyan Trail'
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Minnesotans, living in a state known for bitter winters and short summers,

The Paul Bunyan Trail winds for 100 miles through the lake country
between Baxter and Bemidji. This trail runs through forested areas
between small communities. In an area inhabited by both woodland
wildlife and waterfowl, the cyclists are certain to see a wonderfully diverse
collection of creatures as well as breathtakino lake views.
Abandoned rail lines serve as the basis for the Paul Bunyan Trail.
Conservationists from the Department of Natural Resources have
transformed the old rail beds into pleasant trails accessing secluded areas
between communities. This allows hikers and cyclists to see nature's
beautiful scenery and wildlife in its own habitat.
Summer on the Trail
Cycling on the Paul Bunyan Trail begins in April and continues until
snow fall, usually in late October. Trail users will find the woods
coming alive in April and May, with an abundance of wild flowers and
young wildlife. This is an example of more information inserted in this
paragraph. June through July provides warm days and cool evenings
to explore the lake country, perhaps stopping to pull in a walleye and
pan fry lunch at one of the many camp sites along the trail. The fall
bring the wonder of color to the woodlands. Oak, maple, birch and ash
all display the brilliant colors of fall.
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have learned to enjoy their summers to the fullest. In a state covered with a
web of bike trails, the Pau1Bunyan Trail stands out for its beauty,
wildlife and accessibility.

6. Remember to save changes to your
document file regularly.
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Cuyuna State Trail.

5. With your cursor at the footer of the
document, type the information you
want to reference (source, comment,
extra information, etc).

Footnote numbering happens
automatically.
Footnotes are always on the page(s)
where you add them. Endnotes work
the same, only they are all placed at
the end of the document.
If you add footnotes properly, you can
move your mouse over the footnote
superscript number (in this example,
the actual title at the top) and you will
see the footnote information (as
shown in the screenshot here).
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The Paul Bunyan Trail is the longest MN
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4. Another superscript number will
appear at the bottom of the same
page, above the footer area.
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fy-Style: APA

SPECIAL NOTE: Fishing licenses for one day are available through the Minnesota Department of
Natural Resources for $8.50. Fishing licenses must be purchased in advance and be carried
with you while fishing. Fishing gear is available for rent at several locations along the trail.
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1 The Paul Bunyan Trail is the longest MN Bike trail at 120 miles, and it connects the Heartland Trail, the Blue Ox
Trail, and the Cuyuna State Trail.
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9 Tip: If you are using the footnote to reference to a source, Langara’s Library Research Help has a
lot of resources to help you with.
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