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Word 
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Inserting 
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contents to 

Word 
Document

Creating 
section 
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Formatting 
bibliography 

entries



Open the Template Go to Citavi tab Click Citavi Pane

Click the Name of the 
Project you want to 

open

Select Citation Style 

(APA or SBL)

APA is for Graduate 
School & Applied 

Theology

SBL is for Seminary

Setting Up the Word Document



Inserting Citavi Project Contents to Word Document

Go to Knowledge 
tab of Citavi Pane

Select and right 
click on 

topic/subtopic

(Ex. Chapter 1)

Select and click 
Insert as heading

Select and right 
click on 

texts/quotations

Select and click 
Insert

Select all the 
inserted 

texts/quotations

(Hold Ctrl key)

Go to Home tab
In the Styles

gallery, select and 
click Body Text



Place your cursor at 
the bottom part of the 
last page of a chapter

Click Layout or Page 
Layout

Click Breaks, then 
select and click Next 

Page 

Double click the top 
of the new page to 

display Header/Footer

Click Link to Previous 

(Make sure this tab is 
disabled)

Go to Page Number 
tab

Select and click 
Format Page Numbers

Edit the page number 
format

Click Close Header 
and Footer

Creating Section Break for a New Chapter or Section



Select all your 
Bibliography entries

Right click and 
select Remove 
Control Content

Select all your 
Bibliography entries

Go to Home tab

In the Styles
gallery, select and 

click on 
Bibliography

Select your 
Bibliography  

heading 
Go to Home tab

In the Styles
gallery, select and 
click on Heading 1, 

Level0a

Formatting Bibliography Entries


