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Using RefWorks for reference management 

Setting up a RefWorks account
Go to RefWorks at www.refworks.com/refworks
You can sign up and log in to RefWorks using your Oxford Single Sign on (SSO)  or you can set up an individual account.

If you want to use your Oxford Single Sign on choose “Login through your institution (shibboleth users)” and then choose Oxford University from the drop down list.

If you prefer to set up an individual account choose “Sign up for an individual account”. If you are off campus, you will need to enter the “Group” code (available from www.bodleian.ox.ac.uk/eresources)
Adding/Importing references
References can be added to RefWorks by…


· Keying them in manually (choose References / Add New Reference)

· Exporting references directly from a database into RefWorks   e.g. References can be exported directly from SOLO, Google Scholar and a wide range of scholarly databases.  When using scholarly databases look out for options to Export to RefWorks, Import into RefWorks, Reference Management or Save.

· Importing references using an “import filter”– if the database that you are using does not include an option to export directly to RefWorks, it may still be possible to import the references into RefWorks.  This is usually achieved by saving the references as a text file and then importing this text filed into RefWorks using a filter (References / Import / Importing instructions and then look up the appropriate database.
· RefGrab-It – Is a RefWorks tool that allows you to capture references from web pages (but not pdf files). It will allow you to capture the reference of the web site you are viewing (e.g. so that you can cite the web site itself) and to pick up any bibliographic references that are listed on the web page. See Tools / RefGrab-It for more information.
· You can also import references from other reference management programs (e.g. EndNote).
Suggested tasks (try out some of these tasks)

1. Search SOLO (http://solo.bodleian.ox.ac.uk/) and add some references to the e-shelf by clicking the star icon.      Then choose “E-shelf”, select the items you wish to add to RefWorks and choose “Push to RefWorks”


2. Search Google Scholar (http://scholar.google.co.uk).  You should see links to “Import into RefWorks”  next to each of your results. If not, choose “Scholar preferences” and then choose “RefWorks” under “Bibliography manager” (at the bottom)


3. Search a database of your choice 

· Look for an option to export to RefWorks (there could be a direct link to export to / import into RefWorks or this option could be available under the Export, Save or Reference Management” menus). If you find a RefWorks option, use it to add some references to RefWorks
· If you can’t find an option to export to RefWorks, look for some import instructions in RefWorks.  To do this Log in to RefWorks and choose References / Import / Import Instructions. 
Folders

You can set up folders in RefWorks for different topics/projects. In addition, RefWorks automatically provides a “Last imported” folder which you can use to view the items you have recently imported.

Click on Folder – Create New Folder and give the folder a name

Click on View and choose “All References” (or if you only want to see the items that you have just imported choose Last Imported).
Select the references that you want to transfer to a folder
Click in the “Put in folder…” drop down menu (above you references) and choose the appropriate folder
Click on View, then Folder and select a named folder to view references.

Sharing folders with other people
Sharing a folder
Click on Folders and select Share Folders.

A list of folder appears.

Click on Share Folder next to the chosen folder.
URL of Shared folder is created.

Select options and create a Shared Folder title.

Click on e-mail URL and add an e-mail address.

Receiving a shared folder
Click on the URL in the sender’s e-mail.
Select the references you want to download.

Click on Export.

Select Export directly to your RefWorks Account. Click Export to RefWorks.
Login and View Last Imported Folder.

Place references in your own folders.

Choosing citation styles
· Click on the Bibliography tab
· Click in the drop down list of Output Styles. This is divided into Favorites and Oxford specific styles. If the style you want is not in the list choose Access Output Style Manager.      This will take you to a long list of styles. Use the Preview option to look at any styles that interest you.  Add any that you want to use as a Favourite.      Once a style had been added to favourites, it will be available for selection within Bibliography and Write-N-Cite.

Downloading and installing Write-N-Cite (to insert references into documents)
The Write-N-Cite plug in makes it easy to insert references into word processed documents.  

(Note – it is already installed on the computers in Computing Service)
Click on Tools / Write-N-Cite and follow the instructions 
Write-N-Cite adds shortcuts to your desktop, Word and to your START / ALL PROGRAMS / RefWorks menu. 

Adding in-text citations and a bibliography to your document 
· Open your document in Word
· Place a cursor in the text at the point where you want to insert a citation and click on Write-N-Cite (if you are at the computing service find Write N Cite from the START menu START /  All Programs / RefWorks / Write-N-Cite)
· This will open a new window where you will be prompted to log in with your RefWorks details or SSO.

· Once you have logged in you will see a list of all of your references. You can view an individual folder using the View menu at the top.

· Find the reference that you want to insert and click Cite.   
· If you want to add a page number to the citation choose Edit citation in Write N Cite (top right) and fill in the appropriate box. NOTE – You should add page numbers through Write-N-Cite rather than manually keying them into Word, because this will ensure that the page number  is kept with the reference (and does not become separated)
· When you return to your Word document you will see that the reference has been inserted into your document. At this stage it will be “unformatted”. Don’t worry, this will be sorted out when you create your bibliography.  You can do this as many times as you wish. For example you can wait to create your bibliography until you have finished your document – or you may want to create your bibliography more often so that you can check that your references are formatting correctly.

· When you are ready to format your bibliography, return to Write-N-Cite and choose Bibliography.     Choose a citation style (e.g. Harvard, Chicago etc) from the Output Style drop down menu and choose Create Bibliography.
· Return to your Word document. Your references should now be formatted correctly and you should have a complete bibliography at the end of your document.

Changing citation styles

· If you need to change citation styles, open Write-N-Cite 

· Choose Bibliography and pick the appropriate style from the list. If the style you want is not on the list, follow the instructions for Choosing Citation Styles above.
Creating a bibliography (without Write N Cite)

You can also create a bibliography without using Write N Cite…
Open RefWorks

Click on Bibliography tab.

Select the Output Style form the dropdown menu (e.g. Harvard). [To choose an unlisted output style or to preview Output Styles click on Output Style Manager].

Under “Format a bibliography from a list of references” choose a file type (e.g. Word, html etc)  and then choose which references you wish to include (i.e. all references, a particular folder or my list) 
Exporting references into BibTex

Click on References then Export.

Select References from folder (by clicking on the dropdown menu).

Put a tick next to BibTex export format.

Click Export to text file to download references, or E-mail it.

Useful links:

RefWorks Tutorials  -  http://www.refworks.com/tutorial/
For further help in using RefWorks contact your subject librarian.
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