Frequently Asked Questions: Harvard Referencing
Q. I found a journal article using EBSCOhost. What database name do I put in my full reference? 

EBSCOhost is a platform that hosts many different databases. You can find the name of the exact database in which your article was located in the full citation for the article (see example below).

For other database platforms, look at the whole citation to find the specific database in which your article was located.
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Q. I found a journal article using EBSCOhost. Where do I find the name of the journal? 

In EBSCOhost, the first title given is the title of the article. The name of the journal will be on the second line of the full citation, along with other information about the journal, such as the volume and issue numbers and the page numbers. In the example below, the name of the journal has been circled.
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Q. I found a journal article using EBSCOhost. Where do I find the volume and issue number? 

The volume and issue number will be given in the citation. Sometimes the words ‘volume’ and ‘issue’ will be used, but not always. As a general rule, the volume number is given first and the issue number second, often in brackets. In the example below, the volume number is 25 and the issue number is 3. The next numbers given in the citation are the page numbers on which the article begins and ends (i.e. pp. 157-166).
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The full reference for the article in this example would be as follows:
Rew, L, Horner, SD, Fouladi, RT 2010, ‘Factors associated with health behaviors in middle childhood’, Journal of Pediatric Nursing, vol. 25, no. 3, pp. 157-166, (online CINAHL with Full Text).

Q. I found some of my sources on the course Moodle site. How do I reference them?

Did you find these sources by following links on the course Moodle site that took you to other web sites? If so, reference the web sites you went to rather than the course Moodle site.

However, if the sources on your Moodle site were materials generated by your lecturer (such as course notes, lecture slides or handouts), then you should reference the course Moodle site. See p. 45 of the Harvard Guide for an example of how to do this.

Q. I want to use a quote from one author that is given in the work of another author. How do I do this?
Use the phrase ‘cited in’ in your in-text reference. For instance: (Smith 1990, cited in Jones 2004, p. 16).

In your reference list, include only the author whose work you consulted, not the author you have quoted. In the above example, that would mean that Jones would go in your reference list but Smith would not. You should only ever include in your reference list items you have actually read yourself, not items referred to by others.

Try not to do this often. If you read an excellent quotation in someone else’s work, why not look up the source of the quotation for yourself? You should be able to find the details in the reference list of the article or book you are reading. You can then search for the journal or book in the library catalogue.
Q. How do I reference a chapter in a book that I found through Course Resources Online?
Give the full publication details of the chapter as you would for a print book (see p. 29 of the Harvard Guide, ‘Chapter in an edited work’), but include Course Resources Online information at the end (see p. 45 of the Harvard guide, ‘Article available through Course Resources Online’). For example:

Willis, E 2009, ‘Chapter 1: the Australian health care system’, in E Willis, L Reynolds & H Keleher, Understanding the Australian health care system, pp. 3–60, Churchill Livingston Elsevier, Sydney, CQUniversity Course Resources Online (NURS11151).

Q. How do I reference a document I found in a database that isn’t a journal article?

Give all the information you have for the document in the same order as for any other reference—e.g. author, publication date and title—and then include any other information given in the database citation that may indicate what kind of a document it is (such as Monograph or Fact Sheet) after the title in normal text. Finish with the name of the database in brackets after the word ‘online’ as you would for a reference to a journal article in a database.
For example:

Griggs, K 2008, Evidence summary: chronic wound management, (online JBI Connect).
If there is no author, use the title in place of the author. For example:
Anamorph 2003, (online MIMS Online).

Q. What do I do when I have several articles by the same author published in the same year?
Add a lower-case letter (a, b, c, etc.) to the date to distinguish between them, both in the reference list and in the in-text references. For example: (Smith 2007a), (Smith 2007b), (Smith 2007c). 

See p. 17 of the Harvard referencing guide (point 7, under “Arranging the reference list”) for further information and p. 25 for an example.
Q. How can I tell if a journal article has been peer-reviewed or not?

A peer-reviewed journal is a journal whose articles are only published after they have been approved by expert reviewers. Most academic journals are peer-reviewed. 

Most of the academic journals in CQU databases are peer-reviewed, but you do have to watch out for things like magazines and newspapers, which are not peer-reviewed. For instance, the Business Review Weekly is in CQU databases but is not peer reviewed. 
If you're unsure whether a particular journal is peer reviewed or not, you can usually find out either by searching for it in Google and reading the 'About this journal' information on the publisher's home page, OR by searching for the journal in Ulrichsweb, which is a database available on the CQU library website.

Note that some databases enable you to limit your search to peer-reviewed articles, which means that you will only get peer-reviewed sources. 
Q. How do I reference an article or web site that doesn’t have a date on it?
Use n.d. in place of the date. This applies both to the in-text reference and the reference list. For example, the in-text reference may appear as: (Aus-e-Tute n.d.) or: According to Aus-e-Tute (n.d.), ionic bonding is…

The full reference would be:

Aus-e-Tute n.d., Ionic bonding, viewed 12 July 2010, http://www.ausetute.com.au/ionicbond.html
Q. In the full reference for a journal article, do I include all the page numbers of the article or just the page numbers I have referred to?
In the full reference in your reference list, give all the page numbers of the article (i.e. the page numbers on which the article begins and ends). The specific page numbers you have referred to should go in your in-text reference.
Q. If a quote I am using contains US spellings, should I change them to Australian spellings? If there are US spellings in the title of a journal article, should I change them?

No. All quotations should be copied exactly, including variant spellings and even mistakes. (You can indicate that the mistake was in the original by putting the word [sic] after the error in square brackets.) Similarly, all journal titles and journal names should be given exactly as they appear in the original.
Q. How do I reference an image from a web site?
1. If the image has a creator (e.g. photographer, artist) and a title, present the full reference as follows:

Creator year, Title of image, digital image, name of sponsor/author of web site, viewed day month year, URL.

For example:

Lloyd, H 2008 (1952), Marilyn Monroe arrives at Greenacres, digital image, Photographers Gallery, viewed 12 July 2010, http://www.photographersgallery.com/photo.asp?id=1315
Note that in the reference above, the web site publication has a different date than the original publication. In this case, the web site publication date is given first and the original publication date is added in brackets.

The in-text reference should include the creator and the date (of the web site publication only). For example: (Lloyd 2008).

2. If the image has no creator but a title, present the full reference as follows:
Title of image year, digital image, name of sponsor/author of web site, viewed day month year, URL.

For example:

The falling man 2006, digital image, Ananyah, viewed 12 July 2010, http://ananyah.com/blog/2006/03/16/the-falling-man/
The in-text reference would be the title and the date. For example: (The falling man 2006).

3. If the image has no creator and no title, refer to the image in the text of your assignment and give the author/sponsor of the web site and the year of publication in your in-text reference. For example:
One prominent image of nurses (Cancer Nurses Society of Australia n.d.) shows four women engaged in a variety of tasks.
The entry in your reference list would give the author/sponsor of the website, the year, the title of the web page, the viewed date and the URL, as follows:

Cancer Nurses Society of Australia n.d., Welcome, viewed 12 July 2010, http://www.cnsa.org.au/
Frequently Asked Questions: General
Q. What is included in the word count?
The word count should be taken from the first word of the introduction to the last word of the conclusion. It should not include your title page, abstract or executive summary (if you have one), table of contents (if you have one), reference list or appendices (if you have any). 
Q. How do I turn off Track Changes?

In Word 2007, the ‘Track Changes’ button is in the Review menu. To turn Track Changes on or off, simply click on the ‘Track Changes’ button.

To accept or reject any changes suggested by CLC, choose ‘Review’ from the Word menu. Then use the ‘Previous’ and ‘Next’ buttons in the ‘Changes’ tab to go through the assignment and look at each change. Use the ‘Accept’ and ‘Reject’ buttons to accept or reject each change. To delete a comment, use the ‘Delete’ button in the ‘Comments’ tab, or right-click on the comment and select ‘Delete comment’ from the drop-down menu.

Q. What do I include on my title page?
A title page would normally include the course code and name, the lecturer’s name, the number and name/title/topic of the assignment, your name and student number, and the submission date.

Q. What font, font size and line spacing should I use?
The standard format for assignments is Times New Roman, 12 point, with 1.5 line spacing. Leave a blank line between paragraphs. However, if your lecturer requests a different format in the course profile or elsewhere, be sure to follow their directions.
