The art of the footnote:

How to footnote your essays correctly.
(instructions refer to Microsoft Office 2007, but is similar in other programmes)

Referencing your coursework essays using footnotes is the accepted academic means of showing both the source of your ideas or facts, but also a means of demonstrating that you have not plagiarised the intellectual property of others. It provides credibility to your writing and will be expected as a matter of course at university (science disciplines tend to use an alternative called the Harvard System).

In terms of your coursework essays, if referenced correctly, footnotes can be used to easily demonstrate cross-referencing of a range of sources and a sense of awareness of broader historiography.
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Inserting a Footnote:

To insert a footnote in your text you need to click on: 
References -> Insert Footnote
As you add footnotes they will appear consecutively in the footer of the page. Each page should continue numbering from the previous page – it should not start renumbering from ‘1’. A footnote should be inserted at the end of a sentence in which a quote or reference to an idea appears, after the full stop.
Footnoting a book:

This is the most common form of reference you will need. The first time you reference a book it should appear as follows:


1 T.Wheeley, The History of Napkins (London, 2010) p73


Thereafter, if you footnote the book again you can shorten the title if it is a long one and exclude the brackets containing place and date of publication.

You can add more than one publication per footnote, for example if a fact or argument has been put forward by more than one person.
Footnoting a magazine/periodical/article:
If you are referencing an article in a magazine or journal there are some subtle differences:


1 T.Wheeley, ‘Bismarck: Inside the mind of a Genius’ in History Today (Volume 23, 2010) p.90


Footnoting a primary reference quoted in a book:
If you want to refer to a primary source/quote that has already been reproduced or published in another book it should appear as follows:


1 Joseph Stalin quoted in T.Wheeley, The History of Napkins (London, 2010) p73


Authors should be referenced by initial and then full surname following by a comma.





Titles should be italics. Do not add a full stop or comma at the end.





Add the city and date of publication in round brackets. Divide the city and date by a comma. This is not in italics, 





Use a small ‘p’ for the page number. If you are referencing a range of pages use: ‘pp.’ Eg: pp.73-78





The title of the article is put into inverted commas, not in italics





The magazine or journal title is put into italics 





The edition or volume number are put in brackets, divided with a comma from the date.





Simply say who said what has been quoted, or give the title of the document you are referring to.





The rest of the reference remains as described above.
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