
CT231: Professional Skills  

Week 7 
Writing Workshop: Using Source Material 

 
Once you have done the research for your topic, you should have a number of relevant sources to 

draw upon when writing your paper. It can be challenging to approach a writing assignment, 

knowing that you have to refer to this source material, but not wanting to fall into the trap of 

plagiarism! Certainly, to avoid plagiarism you must reference your sources. But beyond that, how 

exactly can source material be used in the writing process? 

There are 3 main ways that source material can be used: you can quote directly from the source, you 

can paraphrase or you can summarise. To this list, a 4th item could be added: using facts, numbers or 

images from another source. Each of these is described below: 

        

 

Ways to use Sources Reason In-text Citation 

1. Quote directly You wish to include a short extract 
from the original source, using the 
author’s words exactly. Direct quotes 
should be used judiciously – never 
more than 1-2 sentences. 

The author’s words must be put in 
quotation marks and you must provide 
the author, date, and page number.  

In describing the situation, “these 
words are perfect.”  (Author, Date, 
page no.) 

2. Paraphrase You wish to restate an idea or a 
concept more clearly or more simply, 
in your own words. This generally 
enables you to incorporate the ideas 
more easily into the flow of your own 
argument.  

You must specify the author and date. 

I can restate these ideas more simply. I 
can place this writer’s ideas in the flow 
of my own argument. (Author, Date) 

-OR- 

Author (Date) makes an interesting 
observation about this topic... 

3. Summarise You wish to summarise a large body of 
writing into a short précis, distilling the 
ideas, perhaps explaining the ideas at 
a higher level of abstraction. 

You must specify the author and date. 

The 3 main points of the article are ... 
(Author, Date).  

-OR-  

Author’s (Date) key point is... 

4.  Use facts, numbers, 
images, etc. 

If you cite facts, numbers, dates, 
diagrams, charts, images, etc. in your 
paper, you must reference the original 
source. 

You must specify the author and date. 

It was invented in 2008 (Author, Date). 

-OR- 

Diagram shown below (Author, Date). 

 

It is easy to inadvertently plagiarise IF... 

i. You take notes without carefully noting your sources, direct quotes, etc. 

ii. You only use general sources (e.g. Google, Wikipedia) 

iii. You work only at the sentence level (e.g. inserting synonyms) 
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APA style, like other referencing styles, is just an accepted set of conventions which you can use 

when you write the full citations in your Reference List and the abbreviated in-text citations within 

the body of your report. 

Health Warning: When you first start using any of the accepted referencing styles, it may seem like 

a needlessly complicated, arcane set of rules. Please persist! It is just a matter of getting used to the 

conventions of the style (i.e. learning the code) and then you’ll be able to provide correct and 

complete academic references in every paper and report you write. Mastering this skill will be 

useful to you in this module, throughout your BSc studies, and in your work in the future. 

 

 

 

Additional resources: 

www.nuigalway.ie/wrap -- Resources to help with Writing, Referencing & Avoiding Plagiarism 

http://owl.english.purdue.edu/owl  -- Online Writing Lab at Purdue University 

http://www.nuigalway.ie/wrap
http://owl.english.purdue.edu/owl/

