v UNIVERSITY OF
WOLVERHAMPTON

SKILLS FOR LEARNING

GUIDE TO REFWORKS

This workbook will guide you through the following tasks for creating a RefWorks account and
entering and editing references:

1. Creating a RefWorks account

2. Adding a reference manually

3. Organising your references into folders

4. Importing references from the library catalogue
5. Importing references from academic databases
6. Importing references from Google Scholar

7. Creating a reference list

8. Importing References from the Internet

9. Inserting references into a Word document
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1. CREATING A REFWORKS ACCOUNT

1. Access RefWorks at: https://refworks.proquest.com/

2. Click on Create Account.

Making research easier

Sign in to use RefWorks

Next

Create account
Login with your institution’s credentials

3. Follow the on-screen instructions to create your account. Please note: The email address must be
your University of Wolverhampton account.

You can access your RefWorks account from any computer with an Internet connection using the
login details you have created.
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2. ADDING A REFERENCE MANUALLY

. +
1. Click on the button at the top of the screen and select Create new reference.

2. Select your reference type (e.g. Journal Article, Book).

+ Drop file here or

Edition

3. Start to type in the reference title. At the bottom of the page, RefWorks will start to suggest possible
matches.

.........

@ Did you mean one of these?

4. Select the correct reference if it appears or continue to enter the details (e.g. Author, Title etc.).

Sav
5.Clickon at the top of the screen.
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3. ORGANISING YOUR REFERENCES INTO FOLDERS

All new items are put into the “last imported folder”. Additional folders can be created, which can be
used to organise references into different assignments or projects.

W My Folders

1. First, click on the button and select

~+  add afolder

% ProQuest”
RefWorks

+ [} iQ
E All Documents
s Search Databases Selectall Clear "Last imported

a few seconds ago

L’i Sharing 4 Meaningful metrics : a 21st century librarian's guide to bibliometrics, altmetrics, and research impact

- - i a academic d_
Wl My Folders ~
Robin Chin Roemer & Rachel Borchardt, 2015

-+ Add a folder

Not in Folder

a academic designer

2. Give your folder a name, then click Save.

‘e password | | Never for this site |

Name your folder

Please enter a name for your new folder

Assignment 1| |

3. Select the references you want to move to the new folder. Click the ﬂ button and then choose
the folder you want to move the references to.

F Do you want Google Chrome to save your password? | Save password | | Nevel

Prouest
=] RefWorks

N + Nz M §F% H Q
Bj Aioocuments
& search Databases § A 10 folder
© Losumponted

Test

&Y, sharing v est linde yrarian's guide to
iy Folders A
+

Apply

er

Assignment 1

[ g -
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4. IMPORTING REFERENCES FROM THE LIBRARY CATALOGUE (LIBRARYSEARCH)

1. To access LibrarySearch go to the LIS website at http://www.wlv.ac.uk/lib

2. Perform a search
3. When your search results appear, use the pin button to send items you are interested in to
My favourites.

tree ; Search everything ¥ p

PAGE 1 2,134,752 Results Personalize
JOURNAL X
Tree-ring research.
Tree-Ring Society.; University of Arizona. Laboratory of Tree-Ring Research.
2001]-

&4 PEER REVIEWED

4. Open My favourites and select the items to be sent to RefWorks.

NEW SEARCH BROWSE FEEDBACK CONTACT US L] ; Sign in Menu w

Go to my favourites

X | searcheverything v O [REAGREEUS

5. Click the ‘Push to actions’ button and select RefWorks.

NEWSEARCH BROWSE FEEDBACK CONTACT US Signin Menu v

tree X searcheverything ¥ ADVANCED SEARCH

My Favourites

“Push to” actions
SAVED RECORDS SEARCH HIS

Please note, all items you want to send to RefWorks must be highlighted by checking the tick box to
the left before the ‘push to actions’ button becomes availa

SAVED RECORDS

£ Sortby Dsteadded ¥

BooK
Nietzsche
Schacht, Richard, 1941
1992

RefWorks will now open and tell you that the references were imported.
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B2 RefWorks

B Anbocuments
Import complete
-
£ search Databases
bed « Weve saved | document in your library
L, sharing v
Wl My Folders ~

6. To view the references you have imported, click on OK.

This will always display the most recently imported set of references. At this stage you should check
your references and edit them if necessary.

7. To edit your references, change to Citation View using the """ button on the bottom right of
the screen.

Normal View
Full view

Citation View

Wolverhampion Harvard o

Normal View

RefWorks will highlight any missing elements in the references. To edit the references, click on the
individual highlight and add the missing information.

o pEoammn. oo
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5. IMPORTING REFERENCES FROM A DATABASE

Many online databases will import references directly into RefWorks.
The following instructions explain how to export references from the ScienceDirect database:

1. To find ScienceDirect go to the LIS website at http://www.wlv.ac.uk/lib

2. Select Quick links, then Subject resources and then Databases A-Z.
3. Click on S in the alphabetical list at the top of the page, then scroll to find ScienceDirect.
4. Using the quick search box, carry out a search for a topic of your choice.

5. When your search results appear, select the articles you are interested in by checking the tick box
to the left. Click Export and then select “Save to RefWorks.”

Journals Books ~ ®

RefWorks will now open and tell you the references were imported.
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6. IMPORTING REFERENCES FROM GOOGLE SCHOLAR

You can also import references from Google Scholar, although you can only import one reference at a
time. You just need to change your settings to enable Scholar to import.

1. First, open Google Scholar at: http://scholar.google.com

2. Then open your Scholar settings and set Bibliography Manager to RefWorks and click save.

Google

I L esult Collections

3. Next time you search Google Scholar, an import into RefWorks button will be visible under each
result. Clicking on this button will add your references to RefWorks.

Lessons from health during the transition from communism

b McKee .. - BhJ, 2004 - bmj.com

If democracy really is good for health, then the countries of central and eastern Europe are
obvious places to look for an effect. These countries were part of the Soviet bloc for several
decades of the 20th century befare adopting, to various degrees, democratic governments ...
Cited by 20 - Related articles - . - Al 11 versions - Import into ReféWorks

Whenever you import references, it is worth checking to make sure all the necessary information is
present. You may need to edit your references and add data. To edit a reference in your reference list,

#

select the item and click on the “ icon to start editing.
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7. CREATING A REFERENCE LIST

1. Open the folder that contains the references you want to go into your reference list. Then select
the individual references.

2. Click on the Bl button and then select create bibliography.

ProQuest

RefWorks
3 + & S : Q
B Anoocumens
- :
& Search Databases Select all (4] Create bibliography
jraphy In your preferred output style
© Lostimported [ )
Communicatic Quick cite| Create a bibliography in your preferred output \m-—]
A8, sharing v Rogers, Shoemaki i
W My Folders A
Communicatic
 Addafoide Rogers, Shoemak(
tomize the citation styles you can use for citatior
Not In Folder and bibliographie
n y fun...... i i i facilitates cc y detection in
% Community d. % Fuzzy comm. %
Q@ o 9
iang, McQuay, 2012
-
W Deleted
15 - Thermoplastic matrix combat helmet with carbon-epoxy skin for ballistic performance
® Advenced Co % Ballistichel. % 6

Folgar, 2016

3. Check that the appropriate referencing style has been selected.

4. The reference list can now be copied and pasted into your assignment.

8. IMPORTING REFERENCES TO REFWORKS FROM THE INTERNET

RefWorks can import references directly from websites using the Save to RefWorks tool. This feature
can be downloaded from the RefWorks tools area.

 ® Refworis B s, oo maa

« (& https://refworks.proquest.com/library/all/

% ProQuest”
RefWorks

.
N + = » i Q
E All Documents "
- . .
= SearchDatabases Selectall Find duplicates
Search your library for duplicate documents
o Last Imported o .
Communication of Innovations; A Croy Tools
L‘ Sharing N & Assignment 1 Tools to improve your workflow
— Rogers, Shoemaker, 1971
= MvFolders v

Save to RefWorks
If you find a website that you think may be useful and would like to import reference data for it into

your RefWorks account, click on the Save to RefWorks bookmark located on the toolbar at the top of
the screen.
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CNe... [] Save to RefWorks

EE aSign in News Sport  Weather iPlayer TV Radio = More ~ Search Q

N EWS Shropshire @

Home UK World Business Politics Tech Science Health Education Entertainment & Arts Video & Audio More ~

England = N.lreland =~ Scotland = Alba = Wales = Cymru

Woman held over
Kim Jong-nam
death

Malaysian police arrest a female
suspect over the death of North
Korean leader's half-brother.

Republicans seek Flynn
investigation

O 1 hourago  Asia
Leading Republicans join calls for an
inquiry into the ex-national security

® What led to Kim's death?

You will then see a Save to RefWorks screen, if you are happy with the details click the save to
RefWorks button.

You can now click on the ‘View Last Imported Folder’ to see the reference(s) you have imported.

From this folder you can then move the reference(s) to the folder of your choice.

Ref: LS138 | Skills for Learning | 2021



9. INSERTING REFERENCES INTO WORD DOCUMENT

RefWorks can import citations and format your reference list as you write it in Word using “RefWorks
Citation Manager”. This requires Word 2016 or later, or Office 365. University of Wolverhampton
students and staff can download Office 365 for free by following the instructions at
https://www.wlv.ac.uk/its/microsoft-365/

Setting up RefWorks Citation Manager

1. Visit https://store.office.com/

2. Login, if asked, with your university email address and password. Use the search box at the top
of the screen to search for “RefWorks Citation Manager”.

3. Select RefWorks Citation Manager from the results and click “Get it now”.

= Microsoft | AppSource More

RefWorks Citation Manager

RefWorks @& o

* 7 1.7 (143 Ratings)

4. If Word is already open on your PC, you may be required to close it and restart. When you open

Word you should now see “RCM” on the Word toolb
e | 3 “ = L5138-Guide-to-New-RefWorks 2... earch
File Home Insert Design Layout References Mailings Review View Help  Acrob RCM

-Q.I ihri - - — = = = 3=
0 Calibri (Body)  ~ 11~ AT AT Aav Ry = v i= = =5 2] 0 aappeeddt | AsBbeeddi | AABBC( AaBaCcl
L - "
Pajte B I U~ abs x X A~ £ A - - EEI = O ; v TNormal |No Spacing| Heading 1 Heading2 |3
Clipboard & Font [ Paragraph [ Styles ]

2 oo

5. CI|ck “RCM” on the toolbar, foIIowed by ”RefWorks Cltatlon Manager" Th|s W|II open a panel on
the right-hand side of the screen. Log in using your University email address and your RefWorks
password.

6. You will see a list of your recently-added citations. To set up the app for future use, click the 3-line
options menu

#ation Manager ~ %

1- Pe3 o400 500 6 7o -8 9 P11 21200

Cite Them Right - Harvard

Select reference(s) to cite

& Al references = Date added .,

P Search all references

Refworks Citation Manager ~
= i

7. Ensure ”Blbllography is switch on.

8. Click “Citation style”. Under “Change Citation Style”, click the down arrow, then
“Institutional styles”. Select your style from the list. Note: You may see more than one
option for Harvard. Any of these options can be chosen, as they are identical.

9. Click the three lines to return to the setting menu, then “References homepage”.
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Cite in Microsoft Word

1. Begin to write your document in Microsoft Word. When you want to add a citation, place the
cursor at the point in the document you want it to appear.

2. Open RCM tab on the toolbar and click “RefWorks Citation Manager”.

3. Choose a folder, or use the search box to find the relevant citation.

i All references = Date added .,

£ smith n

[ Refip:181
The sermons of Mr. Henry Smith, so...
Smith,Henry, Smith,Henry (1676)
{missing data)

4. Tick the box next to the citation(s) you want to add. You can select multiple citations if
required. A preview of the citation will appear at the top of the panel.
RefWorks Citation Manager = %

= Cite Them Right - Harvard

(Smith, 2013) Edit

Clear Selection(s) Insert Citation
am All references |, "= Date added

0 smith n

5. If you need to amend the citation, click “Edit”. To remove the author’s name, untick “Include
author”. To add page numbers, use the “suffix” box. Remember to include the “p”, e.g. “p34”.
RefWorks Citation Manager ~

{ M Edit Citation

(Smith, 2013p34)

I:‘ Replace pages:
Include author
Include date

Add prefix/suffix
prefix [reference] | p34

Insert Citation

6. Click “Insert Citation”. This will add the in text citation where you placed the cursor. It will also
add an entry to the reference list at the bottom of your document, and maintain the reference
list in alphabetical order.

Example in-text citation:
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abilities suffering may are yet dependent. The NMC has recorded improvements in this area year
upon year (Smith, 2013, p34)

Example reference:
Smith, 1. (2013) 'The NMC is improving', Nursing Standard, 27(35), pp. 29. doi:
10.7748/ns2013.05.27.35.29.539.

Changing / removing citations:

Open RCM tab on the toolbar and click “RefWorks Citation Manager”.

Click the in-text citation you want to remove (not the entry in the reference list).

The RCM panel will show the “Edit citation” panel.

To change the citation, make the required edits, and click “Update citation”.

To remove the citation, click “Delete citation”. If this is the only citation for the source, the
corresponding entry will also be removed from the reference list.

ukwnN e

To request this document in an alternative format please contact skills@wlv.ac.uk
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