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This presentation 
will cover:

 How to reference in Chicago (NB) Style

What proper Chicago Style referencing 
looks like

What information needs to be cited

 How to integrate sources into your paper



Referencing is a Two Part Process:

1. We add footnotes in the body of the paper each time we take 
information from a source.

2. We include every source we’ve used in a list at the end of the 
paper called a bibliography.



Chicago uses footnotes in text to tell the 
reader where the information comes from.

Footnotes…
• Come after any information that is not 

your own
• Use a new number every time you use 

a source – even if you have used that 
source before

• Have shortened versions to use after 
the first use

• Use page numbers in the footnote
• Are formatted differently than 

bibliography entries

Footnotes

Presenter
Presentation Notes
Here is an example of a paragraph written in Chicago Style where the footnotes have been highlighted. In Chicago, we use footnotes in text to tell the reader where the information comes from. 
Footnotes come after any information that is not your own.  You need to use a new number each time you use a source – even if you have used that source before. After the first use of the source you use the shortened version. Additionally you should include the page number in the footnote so that the reader can easily find the information. Also, remember that footnotes are formatted differently than bibliography entries.




Shortened Footnotes

Names
• Only the last (family) name is needed in the 

short form.
• Use first name or initials when another author has the 

same last name.

• 1-3 authors: list all
• 4+ authors: list the first followed by et al.
• Include more names if not doing so could cause 

confusion

Title
• It is not necessary to shorten 

titles shorter than 4 words
• Contains the key word/words 

from the title
• Omit initial A or The
• Do Not change the order of 

words

1. Mary Stevens, Andrew Flinn, and Elizabeth Shepherd, “New Frameworks for 
Community Engagement in the Archive Sector: From Handing over to Handing 
On,” International Journal of Heritage Studies 16, no. 1–2 (January 2010): 
60, https://doi.org/10.1080/13527250903441770.

2. Stevens, Flinn, and Shepherd, “From Handing over to Handing On,” 60.

Presenter
Presentation Notes
Now we’ll take a look at how to create shortened footnotes.
Above we see the full footnote from the source and below is the shortened version. You’ll see that the shortened version only has three elements: The author’s names, the title of the work, and the page number. 
When shortening, only the last (family) name of the author is needed but you can use the first name or initials when another author has the same last name. For 1 to 3 authors list all family names. For four or more authors, list the family name of the first followed by et al. If including only the first name in the list would cause confusion, you can add additional names before et al.
You will also notice that the title is different in the shortened version. Instead of including the whole title, you can shorten it. There are several rules for doing this. The first is that it is not necessary to shorten titles of less than 4 words. Second, when choosing a short title pick key words and phrases that will allow the reader to quickly identify which source this is. Do not, however, change the order of the words in the shortened title.



Inserting Footnotes

In Word (as well as other word processing 
software) there are options to insert 
footnotes.
• Do not use super script numbers
Instead, use the Insert Footnote option 
in your word processor.
Place the cursor after the cited 
information and click Insert Footnote.
This will place a note in the body of the 
text as well as add a place to insert the 
citation.
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Presentation Notes
When inserting footnotes into the text of your paper, do not use superscript numbers. Instead, use the insert footnote function in Word as well as other word processing programs. To access this feature in word, go to the references tab in the ribbon and click on the insert footnote button. This will place the footnote wherever your cursor is and add a place for the note at the bottom of the page where you will insert the citation.



Chicago uses a bibliography at 
the end of the essay to give the 
reader an overview of all sources 
cited.
The bibliography is on a separate 
page.

Bibliography Entries

Bibliography entries…

• Are formatted differently than 
footnotes

• Are ordered alphabetically by 
family name



Footnote:
Number. First name Last name, “Title of 
Article,” Journal volume, no. issue (year): 
page(s) cited, URL/DOI.

Shortened Footnote:
Number. Last name, “Title of Article,” 
page(s).

Bibliography:
Last name, First name. “Title of Article.”      
….Journal volume, no. issue (year): page 
….span. URL/DOI

How to cite Journal Articles

Footnote:
1. David G. Burley, “Rooster Town: 
Winnipeg’s Lost Métis Suburb, 1900-1960,” 
Urban History Review 42, no. 1 (Fall 2013): 
15, https://doi.org/10.7202/1022056ar 

Shortened Footnote:
2. Burley, “Winnipeg’s Lost Métis Suburb,” 14.

Bibliography:
Burley, David G. “Rooster Town: Winnipeg’s  
….Lost Métis Suburb, 1900-1960.” Urban
…History Review 42, no. 1 (Fall 2013): 3-25. 
….https://doi.org/10.7202/1022056ar.

Template Example
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Presentation Notes
The right column provides the template for a journal article and the left column provides an example of this template using a source.



Footnote:
Number. First name Last name, “Title of 
Article,” Journal volume, no. issue (year): 
page(s) cited, URL/DOI.

Shortened Footnote:
Number. Last name, “Title of Article,” 
page(s).

Bibliography:
Last name, First name. “Title of Article.”      
….Journal volume, no. issue (year): page 
….span. URL/DOI

How to cite Journal Articles

Footnote:
1. David G. Burley, “Rooster Town: 
Winnipeg’s Lost Métis Suburb, 1900-1960,” 
Urban History Review 42, no. 1 (Fall 2013): 
15, https://doi.org/10.7202/1022056ar 

Shortened Footnote:
2. Burley, “Winnipeg’s Lost Métis Suburb,” 14.

Bibliography:
Burley, David G. “Rooster Town: Winnipeg’s  
….Lost Métis Suburb, 1900-1960.” Urban
…History Review 42, no. 1 (Fall 2013): 3-25. 
….https://doi.org/10.7202/1022056ar.

Template Example

Presenter
Presentation Notes
The footnote and bibliography have different name orders. The footnote uses first name followed by last name order, with the opposite order for the bibliography. The shortened footnote only uses the last name.



Footnote:
Number. First name Last name, “Title of 
Article,” Journal volume, no. issue (year): 
page(s) cited, URL/DOI.

Shortened Footnote:
Number. Last name, “Title of Article,” 
page(s).

Bibliography:
Last name, First name. “Title of Article.”      
….Journal volume, no. issue (year): page 
….span. URL/DOI

How to cite Journal Articles

Footnote:
1. David G. Burley, “Rooster Town: 
Winnipeg’s Lost Métis Suburb, 1900-1960,” 
Urban History Review 42, no. 1 (Fall 2013): 
15, https://doi.org/10.7202/1022056ar 

Shortened Footnote:
2. Burley, “Winnipeg’s Lost Métis Suburb,” 14.

Bibliography:
Burley, David G. “Rooster Town: Winnipeg’s  
….Lost Métis Suburb, 1900-1960.” Urban
…History Review 42, no. 1 (Fall 2013): 3-25. 
….https://doi.org/10.7202/1022056ar.

Template Example

Presenter
Presentation Notes
In the footnote and the bibliography, both the title and journal name are included. Whereas in the shortened footnote, only the title is included.



Footnote:
Number. First name Last name, “Title of 
Article,” Journal volume, no. issue (year): 
page(s) cited, URL/DOI.

Shortened Footnote:
Number. Last name, “Title of Article,” 
page(s).

Bibliography:
Last name, First name. “Title of Article.”      
….Journal volume, no. issue (year): page 
….span. URL/DOI

How to cite Journal Articles

Footnote:
1. David G. Burley, “Rooster Town: 
Winnipeg’s Lost Métis Suburb, 1900-1960,” 
Urban History Review 42, no. 1 (Fall 2013): 
15, https://doi.org/10.7202/1022056ar 

Shortened Footnote:
2. Burley, “Winnipeg’s Lost Métis Suburb,” 14.

Bibliography:
Burley, David G. “Rooster Town: Winnipeg’s  
….Lost Métis Suburb, 1900-1960.” Urban
…History Review 42, no. 1 (Fall 2013): 3-25. 
….https://doi.org/10.7202/1022056ar.

Template Example

Presenter
Presentation Notes
For footnote and shortened footnote the page number of the source information is used, but for the bibliography the page span for the article is used. 



The U of M Libraries provides an 
excellent handout on how to cite the 
commonly used sources in Chicago.

Where to learn more?

Type of Source

Footnote Formatting
(including shortened notes)

Bibliography Formatting



What types of information should have a 
footnote and reference?

DIRECT QUOTATIONS SPECIFIC 
INFORMATION

OPINIONS AND 
THEORIES (OTHER 
THAN YOUR OWN)

ANYTHING THAT IS 
NOT COMMON 
KNOWLEDGE*

* Check with your professor about what is considered common knowledge



Include the source information

Put ideas into your own words – use 
“quotation marks” around the authors’ 
words

Track your responses

Track page numbers

Make notes on how you will use the 
information

Reading, Note-taking and Citing

Presenter
Presentation Notes
​Note taking while researching can play an important part in making sure you are citing everything correctly. Here is just one example among many of how you might organize your notes. You’ll notice in this example the note taker included the bibliographic information of the source and made a note of the page number the information came from. When making the notes the note taker primarily paraphrased the information while making sure to put the author’s exact words in quotation marks. Finally, the note taker added their own thoughts to the notes about what they think it means and how it might be used in the paper.
Whatever note taking process you use, keeping track of where the information comes from will save you time when it comes to writing the essay.



• All information from the source (green) is 
followed by a footnote (yellow)

• The writer’s own ideas are present 
throughout the paragraph

• Direct quotes are only used occasionally
• Paragraph begins and ends with the writer’s 

own ideas

Pink = writer's points / ideas from the writer
Green = ideas or information from sources the writer uses
Yellow = information about the sources of the information

Presenter
Presentation Notes
Here is an example of a paragraph written in Chicago Style. In this example we have highlighted the writer’s ideas in pink, ideas and information from outside sources in green, and information about the sources in Yellow.
Looking at the paragraph we can notice a few things. First, every time there is information from a source (green) there is a footnote (Yellow) right after it. You’ll also notice that the writer’s own ideas (pink) are present throughout the paragraph, explaining the outside sources. The paragraph also begins and ends with the writer’s own ideas providing context for the outside information. Finally, we’ll note that direct quotes are only used rarely, the writer preferring to paraphrase.
We will be looking at the differences between summarizing, paraphrasing and quoting on the next slide.



3 Ways to Integrate Information from 
Sources

Summarize
You express the major ideas from 
a section of a source or an entire 

source in your own words.

Include a footnote

Paraphrase
You express ideas from a few 

specific sentences within a 
source in your own words.

Include a footnote

Quote
You use the words from a source. ​

“Use quotation marks around the 
words from the source.”​

Include a footnote

Paraphrase
You express ideas from a few 

specific sentences within a 
source in your own words.

Include a footnote



Summary
Leadership can be thought 
of not only as the position 
a person holds but how an 
individual functions within 
that position.1

Paraphrase
One way of thinking 
about leadership is that it 
is the formal position that 
a person holds.2

Quote
“Leadership can be 
understood as a position 
within the hierarchy of a 
social organization.”3

Examples of Summary, Paraphrases and 
Quotes

1. N. Emler, “Seven Moral Challenges of Leadership,” Consulting Psychology Journal: Practice and Research 71 no. 1 (2019): 33.
2. Emler, “Seven Moral Challenges of Leadership,” 33.
3. Emler, “Seven Moral Challenges of Leadership,” 33.



How to 
Paraphrase

1. When you don't understand an important idea, 
find the background information. Make sure you 
understand.​

2. Look away from the original source while you 
write your notes. ​
 Ask yourself what does this idea mean to me? ​
 How does it relate to what I’m writing about? ​

3. After paraphrasing, check back to the original 
source to make sure you've changed words and 
sentence structures in your paraphrase.



A Strong 
Paraphrase…

 Uses your words
 Uses your sentence structure
 May have a different order of ideas
 May have a different emphasis
 Does not distort the original ideas
 Is cited and referenced



Sample Paraphrases #1

Original Source 
“Good leadership therefore requires extraordinary moral qualities; bad 
leadership, lacking these qualities, can do immense damage.”1

A paraphrase?​
Effective leadership requires extraordinary qualities and bad 
leadership can do immense damage.2

1. N. Emler, “Seven Moral Challenges of Leadership,” Consulting Psychology Journal: Practice and Research 
71 no. 1 (2019): 32.

2. Emler, “Seven Moral Challenges of Leadership,” 32.

Presenter
Presentation Notes
Look at this sample paraphrase. Is it a good paraphrase?



Sample Paraphrases #1

Original Source 
“Good leadership therefore requires extraordinary moral qualities; bad 
leadership, lacking these qualities, can do immense damage.”1

A paraphrase?​ No.
Effective leadership requires extraordinary qualities and bad 
leadership can do immense damage.2

1. N. Emler, “Seven Moral Challenges of Leadership,” Consulting Psychology Journal: Practice and Research 
71 no. 1 (2019): 32.

2. Emler, “Seven Moral Challenges of Leadership,” 32.

Presenter
Presentation Notes
This is not a strong paraphrase at all. It uses the exact same words as the original quote, and it also has a very similar sentence structure and order of ideas.



Sample Paraphrases #2

Original Source 
“Good leadership therefore requires extraordinary moral qualities; bad 
leadership, lacking these qualities, can do immense damage.”1

A paraphrase?​
Since leaders without a solid moral character can do harm, it is critical 
that today's leaders have a solid moral character.2

1. N. Emler, “Seven Moral Challenges of Leadership,” Consulting Psychology Journal: Practice and Research 
71 no. 1 (2019): 32.

2. Emler, “Seven Moral Challenges of Leadership,” 32.

Presenter
Presentation Notes
Look at this sample paraphrase. Is it a good paraphrase?




Sample Paraphrases #2

Original Source 
“Good leadership therefore requires extraordinary moral qualities; bad 
leadership, lacking these qualities, can do immense damage.”1

A paraphrase?​ Yes!
Since leaders without a solid moral character can do harm, it is critical 
that today's leaders have a solid moral character.2

1. N. Emler, “Seven Moral Challenges of Leadership,” Consulting Psychology Journal: Practice and Research 
71 no. 1 (2019): 32.

2. Emler, “Seven Moral Challenges of Leadership,” 32.

Presenter
Presentation Notes
This one uses a very different sentence structure in addition to using different words from the original quote. On top of that, the paraphrase reorders the ideas from the original quote, beginning with the idea that leaders without morals can do harm, where the original quote ends with that idea.​



In Summary…

 Citing in Chicago is a two-part process

 You need to cite every time you use 
information that is not your own

 Keeping good notes can help make sure 
you can cite accurately

 Try to paraphrase as much as possible but 
make sure you are creating strong 
paraphrases



Visit our website at:
https://umanitoba.ca/student-supports/academic-
supports/academic-learning

Contact the Academic Learning Centre at:
academic_learning@umanitoba.ca 

Presenter
Presentation Notes
If you are struggling with your paper, remember to talk with your instructor during their office hours. You can also meet with a writing tutor from the Academic Learning Centre. The writing tutors can talk through ideas with you and help you navigate through any stage of the writing process.

For more information about the Academic Learning Centre, please visit our website. 







https://umanitoba.ca/student-supports/academic-supports/academic-learning
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