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Using RefWorks for reference management 

Accessing RefWorks

Start at the OULS web site www.ouls.ox.ac.uk/
Click on the e-resources link at the top. Scroll down the table.

Click on RefWorks. 

OR Log on to RefWorks here www.refworks.com/refworks
To access RefWorks remotely login using the group code (oxymoron).
Setting up your personal account

Click on Sign up for an Individual Account
Follow instructions to Register for an account.

Login to RefWorks.

Creating a new folder
Click on Folder – then New Folder.

Name the folder.

Click on View, then Folder, and select Last Imported.

This folder keeps imported references.

Adding/Importing references to a folder
References can be added to a folder from:

· Bibliographic databases (e.g INSPEC) – direct export

· Google Scholar and Open Access resources (e.g. ArXiv)
· SOLO (Oxford University Library Catalogue)

· Import from other reference management programs (e.g. EndNote)

· Add New references one by one

Open the Last Imported folder.

Select references you want to transfer into a named folder.

Click on the dropdown menu next to Put in folder…

Select the named folder.

References are automatically moved to the named folder.

Click on View, then Folder and select a named folder to view references.

Sharing folders
Sending a shared 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. 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 folder.

Creating bibliography
Click on Bibliography tab.
Select the Output Style form the dropdown menu (e.g. Harvard).

To preview Output Styles click on Output Style Manager.

Choose a Folder. Click on Create Bibliography.
Save your bibliography.

Using Write-N-Cite III for Windows
Click on Tools and choose Write-N-Cite.

Download a copy of Write-N-Cite and follow instructions for installation.

A link will be created in your version of Microsoft Word. A shortcut will appear on your desktop.
You can choose to work off-site. Your computer must be configured for University network. 
Adding in-text citations and bibliography to your document
Assume that you are writing a paper and want to use references from RefWorks.
Open MS Word. Type the text.

Place a cursor in the text where you want to insert a citation.

Click on the Write-N-Cite tab from within Word.

Log in using your personal password.

Click on View then Folder to choose a folder. Your list of references is displayed.

Go to Bibliography to choose an Output Style (e.g. Harvard). Click on Create Bibliography.

Click the Cite link next to a reference to insert in-text citation.

Use Edit Citation to include page numbers (if necessary).

Continue adding references to the end of your list.

Save your Word document.

Go back to Write-N-Cite and click Bibliography.

Wait until selected references are transferred into your document. 

Your Word document will be formatted.

If you want to add more references repeat the process. 

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/
EndNote Web http://www.adeptscience.com/products/refman/endnoteweb/
BibTex -          http://www.bibtex.org/
Using RefWorks with LaTeX/BibTeX http://libraries.mit.edu/help/refworks/refworkslatexfaq.html
For further help in using RefWorks contact your subject librarian.
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