
 
 

PROCEDURES FOR SOURCE CODERS 
 
OVERVIEW:   
Once papers have been collected and randomized, the first set of source coders number the 
sources, identify the sources used in the pages to be coded, find the sources used in the pages to 
be coded, create PDFs of them, and upload them to the database. Then the second set of source 
coders uses the marked up works cited list of the student paper to 1) list the sources in a 
spreadsheet by their source number, 2) enter into the spreadsheet the bibliographical information 
provided by the students for each of those sources, 3) open the source in question and classifiy it 
based on the spreadsheet available. Finally, the source code table leader resolves any problems, 
double-checks some of the cofdoing, enters the number of codable pages of each source into the 
database, and runs a difficulty-level analysis (Flesh Analaysis). While this is happening, the paper 
coders use the PDFs of the sources to code the papers.  
 
PAPER CODERS GROUP 1 
 
PROCESS 
Each set of ten papers has been numbered by school and paper number.  
For example, for the paper W01, W = the code for the school; 01 = the first paper, paper#01. 
You will assign each source a number, so that W0101 = first source for paper W01. The PDF of the 
source you find will then be saved as W0101. Below is the step-by-step process. 
 
1) Turn to the works cited page of the first paper in the stack and number the sources using the 

paper code and the number of the source (e.g.: W=school; 01=paper; 01=source) 
 

 
 

2) Look on page 2 or page 3 of the paper for the horizontal line that says “Start here.” Find the next 
citation after that line (either a lead in phrase naming the author or a parenthetical citation) and 
underline it. 

 
3) In pencil, draw a box around the citation as follows 

a. If there is a signal phrase identifying the source in some way (author, title, etc) and a 
parenthetical citation, draw the box around the whole block of text between (see below); 

b. If there is a signal phrase identifying the source in some way (author, title, etc) but no 
parenthetical citation indicating where the source use ends, draw the box around the 
remainder of the paragraph or until the next source is signaled; 
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c. If there is a parenthetical citation but no signal phrase identifying the beginning of the 
source in some way (author, title, etc), draw the box around the text beginning at the last 
citation in the same paragraph if there is one, or at the beginning of the paragraph. 

 
4) In the margin next to the marked area, write the number you have assigned to that source. 
 

 
 
5) As you find a source, underline it on the works cited list (in the example in (1) above, citations for 

W0101 and W0103 have been found, but not for W0102, so it is not underlined.  
 
6) List the paper codein the left hand column of the SOURCE SHEET for that school (in the 

example below you can see E01, E02, and E03)  
 

7) List all sources the students used in each paper in the relevant columns of the SOURCE SHEET 
for that school using the source code number you assigned in (1) above (in the example below 
sources have been listed for E01 and E02). 

 

 
 

8) NOW FIND THE SOURCE 
a. If a URL is provided in the works cited list, use that to find the source (look elsewhere if 

you do not find it) 
b. If the student identified a database (e.g.: PROQUEST) use that same database (look 

elsewhere if you do not find it there; different colleges have access to different resources 
in some databases so if you don’t find it where the student found it that doesn’t mean it 
does not exist!) 

c. If the student identified the source as an abstract, just find that abstract 
d. If the student identified the source as a print text you may still look for it in an electronic 

database 
e. If the student identified the source as a book, see if it is in your library and copy the pages 

that are cited in the paper (you may also look for those pages on Googlebooks and take a 
screenshot of the pages cited) 

 
9) When you find the source, save it as a PDF using the source number as title (e.g.: E0101) 
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10) Indicate your progress looking for sources on the SOURCE SHEET in the column next to the 
sources (a check mark if you find it, ILL if you are waiting for inter-library loan books, an X if you 
do not find it, etc). If you do not find some sources, keep looking as your table leader may have 
more luck finding difficult sources that you can not find. (Don’t forget Google Books or the 
“Internet Wayback Machine” if you have a URL). If you find all of the sources, check the first 
column, and make the row bold, or red, or something joyous! When you reject a paper because 
you cannot find the sources, list it at the bottom with a brief note of the problem. 

             Paper          Source         found        not found                          paper rejected 
 

 
 

11) Save all of the PDFs into a folder on your computer 
 

12) When you complete a paper, upload the PDFs into Dropbox (e.g.: sources “W0101.pdf” and 
“W0103.pdf” go into the folder W01, which is in the folder W).  

 
 

13) Repeat for each of the papers in the folder until you have found sources for ten papers 
 

Please ask your table leader if you have any questions; 
 
Please ask the reference librarians on campus for help if you can’t find 
a source—they know a lot more about finding sources than I do! 
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PAPER CODERS GROUP 2 
 
PROCESS 

 
1) Open the shared Dropbox folder entitled “Papers and Sources,” then open the folder for a group 

of papers (for example, W). Now open the folder for the first paper in that category (for example, 
W01). 
 

1) In that folder, you will find the sources for the paper. You will also find a PDF of the paper itself. 
The paper will be marked as “coded” or “boxed” (in this case, W01-coded” or “W01-boxed”). If 
both exist, use the coded paper.  

 
2) Open the PDF of the paper (in this case, W01-coded” or “W01-boxed”), and scroll to the works 

cited page at the end. All of the sources have a letter+number code (W0101 – See 1:1 above for 
an explanation of how this works). You will only be working with the sources that the student 
used in the five pages of the paper that we coded. The letter+number code for those sources are 
either checked, underlined, boxed or some comnination of all of these. If in doubt, scroll up 
through the paper and see if the letter+number code is written in the margin anywhere. 
 

3) Now open the blank excel spreadsheet (SOURCE CODING SHEET) and rename it:    
“[papercode]-sources coded” (in this example, “W01-sources coded.xls”). 

 
4) List the source number in the first column on the newly named coding sheet (e.g.: W0101)  

 
5) Type in the author and title provided by the student in the next two columns on that row. 

 
6) In the next box, type in any other information provided by the student (journal title and edition, 

book title, URL, date accessed, etc. PLEASE ALSO NOTE IF THE STUDENT INDICATES A 
SPECIFIC DATABASE, SUCH AS PROQUEST, or a document ID number) 

 

 
 

7) Copy the citations exactly as they are provided: Do not edit the student citation (for example, the 
citations above are incomplete—no year of publication for the journal; no page numbers for the 
chapter cited from the edited collection. Also, the author names are incorrectly listed for W0101). 
 

8) Leave the fifth and sixth boxes blank (“Biobliographical material necessary to find the source” 
and “# of pages”). The source code table leader will add this material. 
 



 
The Citation Project:                                                          http://citationproject.net                                                                                       /  5 

 

9) Now go back to the folder for the paper you are coding, open the PDF of the first source on the 
list and check off what it is in the remaining columns. NOTE: you may be able to use the citation 
to identify the kind of source (book, dictionary, government - indicated by .gov in the address, or 
by a government publication information); however, you still need to open it in order to answer 
other questions such as whether it contains an abstract or charts and tables—no short cuts! 
 

10)  Check all relevant remaining columns. If the source does not seem to fit any of the categories 
listed in columns L-Y, check the column on the sheet “other” (Z) 

 
11) Use the notes for source coding to help. If you move your curser over the red triangles in the 

corner of each category on the spreadsheet, you will see a popup box that may help you decide 
whether the source should be coded in this category. 

 

 
 
 

12) Save the spreadsheet on your computer, and as you finish each paper, upload the spreadsheet 
to the relevant folder in Dropbox (in this example, the W01 folder) 

 
13) Then start again with the next paper in the folder 

 
 
Contact your table leader if you have any questions or are not sure 
how to code something. It is better to ask too many questions than 
guess and make us need to recode! 
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