You and
PERRLA…

An APA

Formatting

Program
WARNING:

This Program does NOT replace the Publication Manual of the American Psychological Association (APA)

guidelines for writing.

Objectives
At the end of the course, you will be able to:

· Identify 3 reasons to use PERRLA format

· Explain the differences between the 5 types of references

· Complete each toolbar by applying the correct information

· Explain the difference between a citation and a direct quote citation according to APA guidelines

After you have downloaded the program, PERRLA is ready to use if the program has downloaded correctly. If you need to enable Macros, take the following steps:
· Select Tools on the toolbar

· Select Macro

· Select Security

· Select Medium security

Once this has been accomplished, close out all programs and reboot your computer to change the settings. Then, retry running the PERRLA program.

If the PERRLA program is running correctly, you are ready to start answering the questions in the pop-up windows.

1. What would you like to do today?
Start a New PERRLA paper?

Go ahead…start that paper

Open an existing PERRLA paper?

At this point, most of the time your papers will be saved in a PERRLA paper file. However, you can save your papers to other files. To do this, when you are saving your papers:

· Select “Save As” – this will allow you to browse your files where you might want to save your paper. You can also create a file specifically for the class by:

+ Create file – this symbol is the little file with a glowing asterisk on the corner of the folder.

+ Name your folder, for example: TNURS 450 papers

+ Click OK

Once you have created this file, you can always save your course papers in each course file by using the “Save As” method.
2. Will this paper have an abstract? Yes/No

This question is usually no, unless you are required to have an abstract (Hint: Not until TNURS 409)

3. Paper Information
· Title – Upper and Lower Case
The running head and page header will automatically be put into place

· Name – Put your name here

· Name of Institution – UWT

4. Additional Information – Select Yes

· Course Name – name of the course
· Course Number – TNURS #

· Instructor – Christine Stevens

· Date – The date your paper is due

Now you are ready to enter your references. Select “Edit References” in the PERRLA Toolbar. 

NOTE: If the PERRLA toolbar is not showing, select “View” on the document toolbar, click on “Toolbars”, and click the box next to “APA”. This will activate the PERRLA toolbar in the toolbar area.
There are 5 different types of references to choose. Select the type of reference, then begin.

The 5 type of references are:

· Periodical

· Book

· Chapter in Edited Book

· Electronic (Internet) Reference

· Electronic (Internet) Periodical

The following is an outline of each type of reference:

1. Periodical
· Authors Name – Click on “Use PERRLA Name Maker” – This will allow you to put the names in by prompt.
Note: If there is no author listed for your reference, but come from a major Agency, select “No Author Listed” to put in the name of the Agency, i.e. Institute of Medicine (IOM)
· Year of Publication – year published
· Exact Date – Month and Day, not Year
· Article Title 
· Periodical Title

· Volume Number
· Issue
· Pages
2. Book

· Authors Name
· Year of Publication

· Book Title

· Edition

· Name of Publisher

· Place of Publication
3. Chapter in Edited Book

· Chapter Authors Name
· Year of Publication

· Chapter Title

· Editors Name

· Edition

· Name of Publisher

· Place of Publication

· Pages

4. Electronic (Internet) Reference

· Authors Name
· Year of Publication

· Exact Date – does not include year

· Article Title

· Retrieval Date

· URL Address – http://www.myuw.edu
5. Electronic (Internet) Periodical

· Authors Name
· Year of Publication

· Exact Date – does not include year

· Article Title

· Periodical Title

· Volume Number

· Pages

· Retrieval Date

· URL Address – http://www.myuw.edu

After you have input all of the information for your reference, click on “Finish” and PERRLA will put the reference in order for you. If you input more than one reference, PERRLA will place your references in alphabetical order.

Now that all of your references have been input, citations can be created. During the process of typing your paper, you will come to a sentence that needs citation. Click on “Create Citation”. This will allow you to select the reference needed to cite the work. 

A second window will appear called “New Citation”. This window allows you to enter page(s)/chapter/figure/table. You only need to do this if you are directly quoting material from the source. Do not use this any other time.

If your reference has 6 or more authors, use the PERRLA Name Maker. When 6 authors are input, the PERRLA program will ask you if there are 6 or more authors. If so, the PERRLA program will automatically enter et. al. after the 6th author.

Now you have everything you need to put your paper into APA format. Just remember, this program does NOT replace your APA guide, check sentence structure, clarity, spelling, or transition of your work.

If you have any questions or concerns, feel free to email me at nolzea@u.washington.edu. I check my email a couple times a day, and will return your email as soon as I can.
