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Introduction                     

Welcome to the 3rd edition of the Sault College APA Quick Guide. This edition captures the updates to the APA style as per the Publication Manual 
of the American Psychological Association (7th edition). Easily noticeable changes include simpler paper formatting guidelines, streamlined 
reference entries, and choice of font, to name a few. But any academic writer employing the 7th edition APA style will be wise to double-check 
every formatting detail, as many not-so-noticeable changes have also been made. To assist in that process, the third edition of the Sault College 
APA Quick Guide features colour-coded tables and hyperlinks to bookmarks within the document.  

Using a style guide such as this is highly helpful in academic and professional settings. Conventional formatting allows the reader to easily follow 
one’s writing; in this, it aids in teaching and editorial feedback. Adherence to a style guide establishes the writer ’s credibility by demonstrating 
one’s understanding of professional standards and intellectual property. The practice of documenting one’s sources directs the reader to 
additional research and is necessary to avoid plagiarism.  All of this is essential to maintaining academic integrity.  

Where this guide does not answer an APA query, other credible and reliable sources include:  

¶ Publication Manual of the American Psychological Association (7th edition) 

¶ The Basics of APA Style at https://apastyle.apa.org/blog/basics-7e-tutorial 

¶ APA Style Blog at http://blog.apastyle.org/  

¶ Purdue Owl: APA Formatting and Style Guide at https://owl.english.purdue.edu/owl/resource/560/01/  

�[
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Table 1: References 

References contain bibliographical information to help the reader retrieve the source material. In APA, references include only the sources cited in 
your text; however, some professors want to see all of your research material, so it is advisable to check with your professors for their preference. 
Regardless of the formatting of the source, adhere to APA guidelines. Dates include whatever date information is given with the source (not the 
copyright), in this order: YYYY, Month, D. Use of reference-generating software is not recommended. For further formatting guidelines, refer to 
Table 3, p. 1ϡ谀ce materiaŠe Ͱ珯杕lĕ퀀

his order: YĀ

https://www.alistapart.com/articles/writeliving
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Online news article 

Note that the article title is italicized and the 
website is regular typeface. 

Proudfoot, S. (2016, May 12). 6RSKLH¶V�UROH��:KDW�GR�ZH�H[SHFW�IURP�3ULPH�0LQLVWHUV¶�

VSRXVHV"�Maclean’s.�http://www.macleans.ca/politics/ottawa/sophies-role-what-do-

we-expect-of-prime-ministers-spouses/  

Webpage or article from website 

Individual as author  

Author. (Year, Month Date). Title of webpage 
in italics, sentence case. Website Name in 
Regular Typeface, Title Case. 
https://full/url.com 

Satell, G. (2015, February 6). :K\�FRPPXQLFDWLRQ�LV�WRGD\¶V�PRVW�LPSRUWDQW�VNLOO��Forbes. 

https://www.forbes.com/sites/gregsatell/2015/02/06/why-communication-is-todays-

most-important-skill/#6f813ed41100 

No author 

Organization, Government, Corporation, etc., 
as author  

M Libraries. (n.d.). :K\�LV�LW�LPSRUWDQW�WR�FRPPXQLFDWH�ZHOO" 

http://open.lib.umn.edu/businesscommunication/chapter/1-1-why-is-it-important-to          

-communicate-well/ 

In this example, “n.d.” means “no date,” as none was given. 

Newspaper article 

For an online article, follow the guidelines as 
per online news article above. For a hardcopy 
newspaper, follow the example to the left. 

Hess, A. (2019, January 3). Cats who take direction. 7KH�1HZ�<RUN�7LPHV��C1. 
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Book 

List the authors in the order given by the 
source. The title and subtitle are italicized 
and in sentence case. Do not include the 
place of publication.  

Murakami, H. (1998). 7KH�ZLQG�XS�ELUG�FKURQLFOH��Vintage International. 

https://doi.org/10.1037/10319-010
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Dictionary or encyclopedia 

If no specific author is given for the entry, the 
publication takes the place of the author. If 
the source material is periodically updated, 
use “n.d.” for the date and include a retrieval 
statement 

Merriam-Webster. (n.d.). Merriam-Webster.com dictionary. Retrieved May 5, 2019, from 

https://www.merriam-webster.com 

 

Note: This entry contains a retrieval statement because the content of the source is 
changed regularly. 

Blogs  

Blog post  

The reference is similar to an online news 
article. 

McAdoo, T. (2016, April 5). How to cite a blog post in APA style. $3$�6W\OH�%ORJ��

https://blog.apastyle.org/apastyle/2016/04/how-to-cite-a-blog-post-in-apa-style.html  

Blog comment – in response to a blog 

For the author, use the username given with 
the comment. The title is the title or the first 
20 words of the comment. After the title, state 
in brackets the title of the original blog. 

KS in NJ. (2019, January 15). From this article, it sounds like men are figuring something 

out that women have known forever. I know of many [Comment on the article “How 

workout buddies can help stave off loneliness”]. 7KH�:DVKLQJWRQ�3RVW��

https://wpo.st/2HDtoGJ 

https://d.docs.live.net/f69d93e84219044a/Desktop/Merriam-Webster.com
https://www.merriam-webster.com/
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Table 2: Integrating and Citing Sources    
Cite all quotes, paraphrases, statistics, i.e., any ideas, information, or language that are not your own. Failure to cite all sources is plagiarism.              

Citation  

Given in parentheses immediately after a quote, 
paraphrase, statistic, etc. Include only the name of 
the author, the year of publication, and the page 



Sault College APA Quick Guide   8 

Paraphrase 

An idea or fact taken from a source and put into 
one’s own words. Patchwriting—merely replacing a 
word here and there—is unacceptable; the grammar 
must be restructured.  
 

For a long paraphrase, i.e., a paragraph, it is 
sufficient to provide a narrative citation only in the 
first sentence. 

Original: “A practical purpose underlies all on-the-job writing” (Pfeiffer, 2011). 

Paraphrase: All workplace writing is purposeful (Pfeiffer, 2011).      

    Synonyms used           Sentence restructured            Concise            Cited 
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Quotes within quotes 

When including a quote that itself includes a quote, 
use double quotation marks to signify the material 
you are using, and single quotation marks for the 
quote within your quote. 

If you are quoting only the quote within the quote, 
use double quotation marks. 

Underwood (2002) wrote, “On any occasion when she asked her dad about the details 

of the flight, he would answer, ‘Read my book’” (p. 3). 

Underwood (2002) described how whenever Lindbergh’s daughter asked him about 
his famous flight, he would reply, “Read my book” (p. 3). 

Personal communication 

A quote or a paraphrase from an informal medium 
such as an interview, lecture, email, etc., is cited as 
follows and not included in the references. 

“Quote” or paraphrase (J. Smith, personal communication, February 1, 2018). 
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Table 7: APA Headings 

Note: Essays include a title on the title page and second page, but do not include headings. Use headings in reports only. 

Level Format 
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Table 8: Title Page Format               

 

This title page suits the purpose of submitting assignments for grading, rather than 
manuscripts for publication. BScN students should refer to the Publication Manual 
of the American Psychological Association for the official format. 

Header 

APA does not require headers for student papers. However, creating effective 
headers involves practical skill and adds cohesion to a paper, so some professors 
require their inclusion. A header should contain key words from the title, but they 
do not need to be the same parts of speech or follow the same order as in the title.  

Type the header then tab once or twice, depending on the length of the header, to 
bring the cursor to the right margin. Select the “Page Number” button in the 
“Design” tab, then “Current Position,” then “Plain Number.” Close header.  

Title Page 

Same font and font size throughout document, including header. (Times New 
Roman or font specified by professor.) 

Double-spaced. One-inch margin (2.54 cm on Macs) all around for whole 
document. 

Title page content is centred. 

Two double spaces between the first line and title.  

One double space between the title and student name. 

Course title format: 
Course code/ hyphen/ section number/ colon / space/ course title 
 

After the date line insert a page break. 

 
     





https://www.caffeineinformer.com/caffeine-what-the-world-drinks
https://www.caffeineinformer.com/caffeine-what-the-world-drinks
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For numbers containing more than three digits, place commas after every three digits from the right. Exceptions: page numbers, binary digits, serial 
numbers, temperature, Hertz, and degrees of freedom.  

  Canada is 9,306 km from the Atlantic to the Pacific. 

¶ With the exception of Quebec, in Canada, the dollar sign precedes the number → $100.50 

 
 
 

Table 13: Abbreviations      

Acronyms and initialisms  

Acronyms use initials to spell a word (e.g., NASA); 
initialisms cannot be sounded out like a word (e.g., 
OCSWSSW). In APA, do not use periods or spaces 
between the letters, except for a person’s initials, 
which uses both.  

When introducing an acronym or initialism in text, 
spell out the whole term then give the initials in 
parentheses.  From there on, use only the initials, 
except at the beginning of a sentence. There is no 
need to give the initials if you are using the term 
only once, or if the acronym/initialism is widely 
recognized. 
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Glossary              

APA – American Psychological Association  
article – A written piece of work, generally several pages long, 

comprising research and published in a periodical such as a journal 
or newspaper.  

bibliographical information – Information provided to help the reader 
retrieve the original source material. 

block quote – A quotation of 40 or more words, indicated by a ½ inch 
indentation of the left margin and not by quotation marks. 

boldface – Font that is thicker than standard typeface, created by 
pressing Ctrl + b 

brackets – Square punctuation marks [ ] used to show an insertion to a 
quotation or material within parentheses.  

case – The capitalization of a word. 
citation – Key retrieval information given in parentheses directly after a 

quote or paraphrase. To add a citation is to cite. 
DOI – Digital Object Identifier, a persistent internet link number 

assigned to an article.  
figure – Any supportive material in printed, visual form, e.g., graph or 

illustration.  
header – A band along the top of the page, containing keywords from 

the title and the page number. 
in-text – Material included directly in an essay or report, i.e., not in a 

citation.  
italics – Typeface slanted to the right, used for some source titles and 

languages other than English in an English paper. Created by 
pressing Ctrl + i 

journal – A periodical similar to a magazine, generally comprising 
researched, peer-reviewed, professional articles. 

lowercase – In a term or phrase, no letters are capitalized. 

para. – Paragraph, used to indicate a paragraph number. 
paraphrase – To put so


