Last updated by Kat Steiner, August 2025

RefWorks Handout

Helen Bond (Information Skills Coordinator)
helen.bond@bodleian.ox.ac.uk

Kat Steiner (Library Manager and Outreach Librarian, Bodleian Health Care Libraries)

kat.steiner@bodleian.ox.ac.uk

Sophie Lay (Senior Library Assistant, Bodleian Humanities Library)
sophie.lay@bodleian.ox.ac.uk



mailto:helen.bond@bodleian.ox.ac.uk
mailto:kat.steiner@bodleian.ox.ac.uk
mailto:sophie.lay@bodleian.ox.ac.uk

Last updated by Kat Steiner, August 2025

Contents
INEFOTUCTION <.ttt sttt ettt e st e e s st e e e sab e e e anbe e s st e e snbeesaneeesaneeesaneennas 4
Registering With REFWOIKS ........uvieieee et e e et e e e e e e e e e 4
STEPS L0 SIBN UP e iieieiiiiiiieieeee e e e e e e e e e et e e e e e e e e e eeeeas 5
Switch from Oxford Single Sign On to email and PassWord ..........ccccceeeeeiieeeecccieee e 5
Before you [€aVe OXFOId ......coiiiiiii e e e e e e e e neees 6
(00| [ Totn [ gV =] =T 4 =T o Tl L PSPPSR 6
Exporting references from SOLO to ReEfWOIKS .......oooouvviiiicieeeee e 6
EXPOrting Multiple refErENCES .....ooiiiviiei et e e s aa e e e naes 7
EXporting @ SiNgle refereNCe .......uviviiee e e e e e e e e e e e 7
Notes on exporting from SOLO .......ccuuiii it e e e e e e s eaaaeeeennns 8
Exporting references from Google Scholar to RefWorks.........ccccccuvveeeciiiiicciiieeeeee e, 9
Configuring Google Scholar for RefWOrKS .........coeeeciiiiiiiiiiiicee e 9
EXPOrting to REFWOIKS ......eveieieee et e e e ee s 10
Save to RefWorks browser PlUS-in .......c.eeiiiiiiii i aee e 11
INstalling Save t0 REFWOIKS .......vviiieiieee et e e e aee e 11
Using the Save to RefWOrkS PIUZ-iN ....ccoccuriiieeeee et eeeerrre e e e e e e e eeanes 12
DT T TaTo o [ oY o = L oL SPPPRS 13
Adding a reference ManUAllY .........oooi i e e e e e rrer e e e e e e e e nnnneeeees 14
Adding references from a Word or PDF document.........cooooeciiiiiiieeeic e 16
o [ n L gV = =y (=T <] ool TP 17
Editing a reference and adding personal NOtES.........c..vviiiieieii e 17
Finding a reference in your RefWorks account ............ccceeeieiiiiiiiiiieiieecccccieeeee e 18
o [ n 1 gV =3l o= 1 [ oLy PP 18
Adding notes, PDFs and other files..........ooouiiiiiiiiiie e 19
SAVING YOUI CNANEES. ..ot ccuiriiiieieeeeeieiireeeeeeeeeeeesstareeeeeeseesesssssaseseeessessasssseresesessensnnsseseees 20
FINAING FUIIFEEXE PDFS..cceieiiiiiiiieeiee ettt ettt e e e e e e e e snraaeeeeeaeeesanansaaseeaaeeeennnnes 20
DL (] n Yol =] (=T (=] g ol T RRPPPPRRROt 22
Working with edited books and chapters........ccccueeieiiii i 23
AUTNOTEd DOOKS ...coveiieieie e e s 23
EITEd DOOKS. ... 23
2 T0T0) Qo] o =1 o {1 YRR 25



Last updated by Kat Steiner, August 2025

OrZaNISING FEIEIENCES .. uuvvvviieieiiieieiirtee et et eeeiirrree e e et eeeesbaraeeeeeeeesessssraaaeeeeeseessssssssesaeesessenssnes 26
USING FOIARIS ..ttt e e et e e e s st e e e e ssaabeeessnabaeeesssbaaeeessseeesannns 26
(@1 =F: | a [ aY =48 Fo] [o 1T 5SS 26
Adding references 10 fOIAEIS .....oui i e 27
Removing references from a folder........ooouiieiioiiie e 29
USINE TS -ttt s 29
Turning off IMPOrtING tAZS ..veeieiiiiee e e e e e e e araee s 30
Ao Lo oY= - VoL PP 30
Viewing references DY tags . ....uuvi i e 32
USING PrOJECES ..uvuuuiiiuiiiiiiiiiitit s 32
Sharing FOIders and ProjECES ......ccuuiieiiciiiei ettt e e e e e e e sra e e e s s aaeae s 34
1) g = 1T =48 0 o 1= o 34

Y 0 =T [T o o [Tt £ P URP 37
Finding and deleting duplicate referenCes .........ccueeeieciieii e 38
Creating bibliographies in Word or GOOEIE DOCS ........cccecuiieiiiiiieeeiciieee e csireeeessreee e e srnee e e 41
Using RefWorks with Microsoft Word ...........ceooeiiieiiiiiiee et 41
Installing RefWorks Citation Manager (RCM) in WOrd........ccceevevcieeeiiniieeeeecieeee e 41
Choosing @ CItatioN STYIE .....ueeieiei e e e e e e 44
Inserting citations (AUthOr-date StYIE) .....ccvvveeeeeiieiiciiieeiee e e e e e e e e eeanes 45
Adding page numbers or suppressing the author/date .........ccccooveeeiiieeciecccieceeeeee, 46
Inserting citations (fOOtNOTE STYIES) ....cicicuiriiieiee e e e e e e e eanes 47
Generating a bibliography in Word .........ccoooiioiiiieiee e 48
Using RefWOrks With GOOZIE DOCS .......coeeeuvrereeeeeiiiieiiiirereeeeeeeeseennaeeeeeeeesessennnsseseeeesessenanes 49
Installing RefWorks Citation Manager in GOOgle DOCS.........ccccccviiiieieeeieiiciieeeeeeeeeeeanns 49
Choosing @ CItatioN STYIE .....ueeeiiei e e e e 51
Inserting citations (aUthOr-date StYIE) .....ccuveveeieeiiiiiciieeiee e eecerreer e e e e e e eeanes 51
Adding page numbers or suppressing the author/date .........ccccecevveeeieeecveccceee e, 53
Inserting citations (fOOtNOTE STYIES) ....ciciiuiiiiieieeiieiceeeee e e e e eeanes 54
Generating a bibliography in Go0gle DOCS ........cccuuviieieeiieicciiieeee e 56
Changing between Citation STYIES .......uvueiiiiiiiicciiiie e e e e e e e e e 57
Correcting mistakes in YOUr refErE&NCES .......coccciiiiiiee e e e e e 59
Creating a plain-text reference list in REFWOIKS..........coiviieiiriiiieeiiiiecieeeeee e 59

3



Last updated by Kat Steiner, August 2025

RefWorks academic integrity and Writing tOOIS........cccvuvveeiiiiiiiiiiiiiiieeeeec e 60
Plagiarism and Al content checker tOOl.........coooviiiiiiiiiiiii e 61
Paperpal Preflight Pre-submission Check TOOl ...........cccuiiiiiiiiiie i 61

Further help With REFWOIKS.........oiiiiiii e saaeee s 61

Introduction

RefWorks is a web-based reference manager that University of Oxford members can use for
free during their time at the University and as alumni. RefWorks can be used on Windows
and Mac computers.

RefWorks has a range of features to help you collect, organise and cite your references. You
can:

e Organise your library using folders and tags

e Search and delete duplicate references

e Share your references with colleagues

e Insert your references in Microsoft Word and Google Docs using software

RefWorks has unlimited storage and is web-based, so you can access your library of
references on any computer connected to the internet.

This document walks you through how to collect, organise and cite your references in a
word-processed document.

Registering with RefWorks

There are two ways of signing up and logging in to RefWorks:
1. Sign up and log in using your Oxford email address

2. Sign up and log in using your Oxford Single Sign On (SSO)

You can use either, but we recommend signing up using your Oxford email address, as it is
easier for alumni access after you leave Oxford. Once you have set up your RefWorks
account with your University email address, you can change your email address to a
personal one in the settings so that, once you leave the University, you will be able to log in
to RefWorks even though your University address has expired.

If you do decide to sign up with your SSO, it is possible to change over to a personal email
address before it expires.
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Steps to sign up

1. Go to https://refworks.proquest.com/

2. To sign up using your Oxford email address, choose Create account.

Log in to RefWorks

& | Use login from my institution

O

3. When prompted, enter your university email address and click Check.

4. RefWorks should recognise the address as belonging to Oxford. Now pick a password
and click Sign up.

5. An activation email will be sent to your email account. In your email, either click on the
link, or copy and paste the link into a browser.

6. You will be prompted to fill in some details for your account (e.g. name, area of study).

Switch from Oxford Single Sign On to email and password

If you usually sign into RefWorks with your Oxford Single Sign On (choosing the Use login
from my institution button), you may run into problems with RefWorks tools such as the
Word or Google Docs add-ins.

You will also need to switch to an email and password before you leave Oxford.

1. Login to RefWorks at https://refworks.proquest.com/

2. Click your username in the top-right corner and click Settings.

3. Click the Remove Credentials button towards the bottom of the page. If you never
created a password for your RefWorks account, you will now need to.

4. Scroll down to the box marked Email and enter an email address (if you are leaving
Oxford, choose a personal email address).


https://refworks.proquest.com/
https://refworks.proquest.com/
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Before you leave Oxford

You are welcome to continue using RefWorks as alumni. You will need to change your
Oxford email address to a personal email address before you leave — otherwise, you may
not be able to log in or reset your password in future.

1. Login to RefWorks at https://refworks.proquest.com/

2. Click your username in the top-right corner and click Settings.
3. Scroll down to the box marked Email and change it to a personal email address

4. Click Save.

Collecting references

For instructions for exporting references from particular bibliographic databases, see our
other handouts for humanities, social sciences and science & medicine databases on the
iSkills webpages.

Exporting references from SOLO to RefWorks

SOLO is the resource discovery tool for the major collections of the libraries of the
University of Oxford. It covers physical holdings in the majority of the libraries which
includes the Bodleian Libraries and most Faculty/Department and College libraries. It also
provides access to electronic material including ebooks, online journals and databases.

To access SOLO go to http://solo.bodleian.ox.ac.uk/

To access the full range of resources, sign in using your Oxford Single Sign On (SSO). The sign
in option is in the top right-hand corner.

Run a search in SOLO.


https://refworks.proquest.com/
https://www.bodleian.ox.ac.uk/ask/workshops/reference-management-workshop-handouts#collapse3093776
http://solo.bodleian.ox.ac.uk/

Last updated by Kat Steiner, August 2025

Exporting multiple references

1. Select the references you would like to export to RefWorks by ticking the boxes next to

the results.

The Oxford history of Britain
7".."'1.)871‘ Kenneth O

5 versions of this record exist, See all versions

The young Oxford history of Britain & Ireland

t Mike. | Motga
{904

Corbishiey
ports. ; 27 ¢m

, Kenneth O

Oxford : Oxford University Press | 415 ILL {some col), 1acsims

Find & Request

geneal. tables, maps,

2. Click the three dots button on the top right and select RefWorks.

@
»
o
(2

P

B 4

3. You may need to allow pop-ups in your browser and log in to RefWorks.

4. You can choose to import into a Folder at this stage or do so at a later stage. Click

Import.

5. Your references will then be saved to RefWorks — click Go to Last Imported to view

them.

Exporting a single reference

1. Once you have identified a record you would like to export, click the three dots button

to the right of the result.

The young Oxford history of Britain & Ireland

Oxford

L:. Rmetre

Find & Request

(‘:,
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2. Select RefWorks from the list.

3 versions of this record exist. See all versions
. £ o E:N
§ | The Oxford illustrated history of Tudor & Stuart Britain
xford |
1! COURSE
Find & Request
1 B " (o] g 2 B
2 AVOURITES TR EMA m
® = 2
Bl

You may need to allow pop-ups in your browser and log in to RefWorks.

You can choose to import into a Folder at this stage or do so at a later stage. Click
Import.

Your references will then be saved to RefWorks — click Go to Last Imported to view
them.

Notes on exporting from SOLO

Sometimes there are errors in records exported from SOLO because the “fields” in SOLO

records do not match up very well with the fields used by RefWorks. It is advisable to check

the records that you have exported into RefWorks and edit them if necessary.

Authors: for works with more than one author, SOLO sometimes only exports the first
author to the author field in RefWorks. Other authors are exported to the Editor field,
even if they are not editors. You should correct this by adding the other authors to the
Authors field.

Authors: sometimes additional information such as birth/death dates for authors are
exported from SOLO to RefWorks. These are used in SOLO to differentiate between
authors with the same name. However, they should not appear in your citations and
bibliographies. If birth/death dates (or other additional information) are given alongside
the author's name you should delete them.

Edition: SOLO exports the word ‘ed’ into the RefWorks Edition field. i.e., the field reads
3rd ed (rather than 3rd). When you use RefWorks to make citations or bibliographies in
Word, it will automatically add the abbreviation ‘ed’ or ‘edn’ where appropriate. As a
result, if the abbreviation is included in RefWorks, ‘ed’ will be repeated in your citations
e.g., they will read '3rd ed ed'. It’s therefore best to delete ‘ed’ as soon as your export
your records from SOLO to RefWorks.
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e Publisher: SOLO gives the place of publication under both publisher and place of
publication. You should remove it from the Publisher field, otherwise it will appear twice
in your citations e.g., Philadelphia, Philadelphia.

Exporting references from Google Scholar to RefWorks

Note: You can only export one result at a time from Google Scholar. To export more results
at once, use the Save to RefWorks browser plug-in.

Google Scholar is a search engine which allows quick and simple searching of scholarly
literature, including articles, books, theses and conference abstracts. It draws material from
journal publishers, professional associations, universities and open access repositories.

Google Scholar is an interdisciplinary resource which covers all academic disciplines.

Google Scholar is freely available via https://scholar.google.co.uk/

Configuring Google Scholar for RefWorks

You can configure Google Scholar to link directly to RefWorks.

1. Atthe top of the Google Scholar screen, click on the three-bar menu button then click
Settings.

Google Scholar

* My profile
% My library
& Alerts

M Metrics

X Settings



https://scholar.google.co.uk/
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2. Scroll down to Bibliography manager and click on the dropdown menu to choose
RefWorks next to Show links to import citations into

Bibliography manager

Don't show any citation import links.

® Show links to import citations into RefwWorks 5

3. Click Save.

Exporting to RefWorks

Google Scholar allows you to export individual references into RefWorks.

1. Type your keywords into the search box and click on the blue magnifying glass icon.

\ a
10 cranberry urnary fract infection R

Cranberry |uico and urinary tract infection [HTML] oup Con
2024 R Rax. B Chazan, M Da T Infactious ¢ ‘ 4 3 Full View
Cranberries have long been the focus of miecest for

urinary tract infections (UTis) Cranberries conta

r Sava W Cae Casoby 299 Ralated art

2. You will see a link to Import into RefWorks beneath each reference — click on the link. In
some browsers, the Import into RefWorks isn’t visible — click on the >> link to access this
option.

Cranberry juice and urinary tract infection

R Raz, B Chazan, M Dan - Clinical infectious diseases, 2004 - academic.oup.com

... Cranberries have long been the focus of interest for their beneficial effects in preventing

urinary tract infections (UTlz). Cranberries contain 2 compounds with antiadherence properties .

7 Save U9 Cite Cited by 299 Related articles  All 17 versions  Web of Science: 113 Import into RefWorks 88

3. You may need to allow pop-ups in your browser and log in to RefWorks.

4. You can choose to import into a Folder at this stage or do so at a later stage. Click
Import.

5. Your references will then be saved to RefWorks — click Go to Last Imported to view
them.

10
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Save to RefWorks browser plug-in

You can install a RefWorks plug-in or extension within your web browser to add references

and full-text from any website. You will need to display your favourites/bookmarks bar in

order to do this — you can find instructions for how to do this in your chosen browser

online.

The Save to RefWorks browser plug-in is very useful for saving references from a page of

search results, for example in Google Scholar, ArXiv, or PubMed. This may be easier than

using the built-in export functionality of the website.

It can also be used to detect details of online news articles or websites, but this is not always

successful — it depends on the metadata available on the webpage.

Installing Save to RefWorks

1.

First, you need to make sure that your favourites or bookmarks bars is showing in your
browser. This can usually be done by clicking the settings button (three dots or lines) and
finding options for bookmarks or favourites.

From the main RefWorks page, click on the Tools (or spanner) icon from the menu bar at
the top of the page.

Click Extensions & Add-ons.

Click Install Save to RefWorks (blue button).

Drag the grey Save to RefWorks button to your favourites/bookmarks bar as prompted.

Save to RefWorks will display differently depending on the browser that you’re using — if you

can’t see where to drop the button, ensure your bookmarks or favourites bar is showing in

your browser.

11
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Using the Save to RefWorks plug-in

1.

Open the website you want to add to RefWorks — this may be a webpage, online news
article, or page of search results from a database or search engine.

Click on the Save to RefWorks link from your bookmarks/favourites menu

£+ Most Visited @) Save to RefWorks

2 Apps @ SavetoRefWorks  Bookmarks [ RefWorks

A RefWorks preview pane will open on the right of your screen — this may take a little
time. You may be asked to log in to your RefWorks account.

If you are on a page of search results, a list of items will appear with brief details of all
the references detected.

| Save to RefWorks

ibrary of Medicine

Log in
v Broteciviokagy Mformation

Deetary factors in Helbcobactes pylon infection
Ontrol A revaew of In vitro sid i vivo data

nckadng case consrols

Spatiotemparal Detection of ‘Candidans
Phyroplasma vaccimium sp witches' broo
1he Caussl Agent of Cranberry False Blossom

Desanse

Entancing phytochemical composaion and
nutnnonad profiles n dry bean vanetses

through roasting

The genome saquence of the Cranberry
Frietary, Bolons squilonarss (Stachel, 15908)
. (Lepidopesra Nymphalidae
here are data pontng to the shong anb-adhesve achon of oanberry. green tes and Artheospia
MoGHCa10n of the xisting imaaimom esidue

sevels far cyfhufenamid in vanous crops

)| Detection of ‘Candidatus Phy ISITIA VaCCinium 3
', the | Agent of Cranberry [ als

Trickle C, Rodngus: Bondls F, Pogas-Rodngues EA, Guadot € Holland LA

Heal products use dunng pregnancy and

postpartum: ssudy of consumption and wser

Use the tickboxes to select which references to import, or click Select all. You can also
double-click an individual reference to view and edit the details detected.

12
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6. If you are on a webpage or news article, you will see the details detected from the web
page. You can add or amend the information.

Save to RefWorks v X ;

7. Once you’re happy with the information, click on Save to RefWorks.

8. You can choose to import into a Folder at this stage or do so at a later stage. Click
Import.

9. Your reference(s) will then be saved to RefWorks — click Go to Last Imported to view
them.

Note: Save to RefWorks does not work on all webpages as it relies on being able to read the
underlying structure of the webpage. You may find you need to add references manually or

using an alternative method if Save to RefWorks cannot import the references.

Drag and drop PDFs

If you have PDF files of journal articles saved on your computer, you can add them to
RefWorks and RefWorks will automatically find matching citation information where
available.

1. Find the PDF that you want to add to RefWorks on your computer.

13
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2. Click on the relevant PDF and drag into the middle of the RefWorks screen until you see
the blue circle appear.

RefWorks Dot peogct &

-
- " All References
@
P\ Wiy o v s with § y $
-
- ”
. A = - o
]
[N
Whati Lt o
thes
]
Wy P iy b
W = -
Wi Sl ]

3. Release the mouse button (drop the PDF).

4. RefWorks will find matching citation information (e.g., bibliographic details such as
author, title, publication details) where available.

5. To verify that the citation is correct, click on the newly added reference.

6. The reference details will appear in the right-hand preview pane.

7. Click on the edit pencilicon = if you need to amend the information.

8. You can also add PDFs by clicking the +Add button at the top and clicking Upload
document. You can then select the PDF you want to add to RefWorks.

Note: RefWorks cannot find citation information for PDFs that you have made yourself (e.g.,
scanning a chapter from a book).

Adding a reference manually

You may need to add a reference manually to RefWorks, usually because the item you are
referencing is non-standard e.g., a personal email or a nonpublished report. It’s always
easier to find the reference online so you should look hard before deciding to add manually.

1. In RefWorks, click +Add on the top left of the toolbar.

2. Click Create reference manually.

14
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3. A box will open on the right of the screen with fields for you to fill in. Some of them
contain suggestions/hints for filling in (in grey), which can be overtyped.

4. The Electronic Source box is automatically ticked. Untick the box if you have a print
resource (e.g., a physical book). This will influence what is displayed in your bibliography.
URLs will not be displayed if the Electronic Source box isn’t ticked.

The default Ref Type is Journal Article — click on the drop-down menu to change to the
type of reference you have e.g., Book, Web Page, Report. Selecting the correct Ref Type
at this stage will influence which fields need to be completed and which information will
be displayed in your bibliography.

Note! There are several different types of ‘Book’ — make sure you select the appropriate
one:

Book = authored work
Book, Edited Collection = edited work
Books, Section = chapter within a book

5. Start filling in the title or paste in the DOI. Once you have started typing, you can use the

L#

lightning symbol " to show automatic suggestions at the bottom of the screen.

6. If you find a match, clicking on the title or clicking Apply Changes will populate the form
automatically. Check all the fields in your reference to make sure the information is
correct. If you don’t want these suggestions, click on the X on the right of the blue
suggestions bar at the bottom.

15
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7. Fillin the author(s) in the format Last name, First name. Press enter after each author
name (even if there is only one) to separate the names out into author tags.

8. Fill in the other fields with as much information as you have — even though not all
citation styles use all of the available fields, you may find one day that you need to
change to a style which does use them, so fill in as fully as possible. The automatically
suggested fields are the minimum ones useful for a citation.

9. If you need to add additional fields or create a custom field (to record additional
information) click Add more fields....

10. Click Save at the bottom of the screen to save your reference.

Adding references from a Word or PDF document

RefWorks can detect references from a Word or PDF document — this may be a published
journal article, a reading list, or an essay you have written.

Note: RefWorks is not 100% accurate at detecting references correctly — you will need to
check the references it creates carefully.

It may miss some references completely (this is more common with non-journal articles, like
books, book chapters, or reports).

1. In RefWorks, click +Add on the top left of the toolbar.
1. Click Word or PDF.

2. Drag and drop the file, or click select a file from your computer, and select the file you
want to use.

3. You can choose to import into a Folder at this stage or do so at a later stage. You can
also choose to add the Word/PDF document itself as a reference to your RefWorks
library (e.g., if it is a journal article). Click Import.

4. It may take several minutes for RefWorks to detect and import the references — only one
request for this can be processed at a time.

16
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5. Your references will be saved to RefWorks — click Go to Last Imported to view them.

- @Em o

o Import Process Complete

Import Summary

]

Editing references

Editing a reference and adding personal notes

There are several reasons to edit your references in RefWorks.

Sometimes items exported from databases do not have the correct Ref Type. For
example, a book may appear in RefWorks as a journal article. If the reference type is
incorrect, the item will be cited incorrectly in your bibliographies.

This is a particular problem with edited books exported from SOLO which appear in
RefWorks with the reference type ‘book’ when they should have the reference type
‘book, edited collection’. This may seem like an inconsequential detail but if the
reference type is incorrect, the item will be cited incorrectly in your bibliography.
Likewise, journal articles exported from databases are sometimes given the
reference type ‘generic’. If you want them to be cited correctly in your bibliography,
you will need to change this to journal article.

Some databases do not export well and basic details such as author name, title or
publication details will be missing, incomplete or incorrect. It is essential that you
correct these errors so that any citations and bibliographies you create are correct.
The exported reference may not have as much detail as you would like.

You may wish to attach a PDF of an article to the reference, to keep your resources

and references together.

17
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Finding a reference in your RefWorks account

e Find the reference that you need to edit in RefWorks. If you have recently added it, it
will be in the Last Imported folder. If it’s not there, try searching for it in All
References.

e When you have found the reference, click on it. The details of the reference will
appear on the right of your screen.

e Click on the pencil icon on the top right corner of the reference to edit it.

Sort by |3

Authors

o2 syntheses with hibranans? A mixed-methods study

Editing basics

You will then be able to edit the various fields in the reference.

e First check the Ref Type is correct (e.g., if the item is an edited book, choose Book,
edited collection. If it’s an article, choose Journal article is selected). You can change

Ref Type by choosing from the dropdown menu.
|

X |

study

C feviews Or meta-a

o Check the other fields in the record. You can edit any field by clicking in the field and
typing. If you make any mistakes in your editing, click Undo before saving.

e Any tags which are not needed can be removed by clicking the x next to each tag.

e New fields can be added if required by scrolling to the bottom of the reference and
clicking Add more fields...

18
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Adding notes, PDFs and other files

e To add notes to your reference, scroll down in the reference editing window and
click on the Notes field. You may add any notes you wish in this field. These are
private to you and will not appear in any citations.

Pages 11-21

Publisher Anthem Press
Place of London, England ;
Publication

yan\
ISBN ESTv0 5029 N
Good book, discusses direction in a lot of detail

Electronic ST RUOT IO EIEC IO sources. Unselect for print format
Source

e To add files to your reference, such as full text PDF articles/chapters or notes, click
Add file(s) next to Attachments in the editing window. Search through the files on

your computer and select the one you want to upload.
CUialt = LITOLISIT ariu mieEt i

Joel -- Criticism and interpre

Attachments

Date Published 2022

e You can also add a PDF to a reference by dragging and dropping the file onto the
editing panel — you will see a blue circle that says Drop file here.

University 1 Oufind Linguoge (inghet) *  Kutrer * €3 @

prang etfect

he porformance of fx

wrgery ) severe ool

wetic cioe of patinedy
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e References with PDFs attached to them will have a small paperclip icon and the
name of the file underneath their details in the central RefWorks pane.

Ref 1D: 220
The Pandora’s Box of Evidence Synthesis and the case for a living Evidence Synthesis Taxonomy

Munn, Zachary; Pollock, Danielle... Pearson, Alan (2022)

Saving your changes

When you are finished editing the reference, click on Save at the bottom of the reference
editing window. If you make any mistakes in your editing, click Undo before saving.

associated with librarian co-authorship. These findings
overview of the motivations that influence researchers to

arian into an ES investigatory team. More research is needed

Undo Save Create Duplicate Cance

Finding Full-text PDFs

When you click on a reference, you will sometimes see link under the title on the right-hand
side, for Find full-text using link resolver or Find.

Clicking Find will give you options to search for the full text using the DOl or PubMed ID.

X » s’

Althon
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If you can’t find a PDF this way, you still have the option to click Find full-text using link
resolver.

This will open a new tab with a search in SOLO for the item.

Tacitum Rele of Oral Microbiosse in Oral Squamous Cell Cartiooma: The Hidden Truth - A Systematic
Raview

B & ” a B @
[+ ] B

You may see options for online access or, for print books, their locations in Oxford’s
libraries.

Sometimes, we do not have access to the item online or in print, in which case you will see
options for placing an interlibrary request.

Note: You will still need to download the PDF from the journal/ebook website, and then add
it to the reference in RefWorks (see Adding notes, PDFs and other files).

Search Databases option

There is an option in the left-hand navigation pane called Search Databases.
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. S PubMed
a All References

e e
| S search Databases )

]
0 Last Imported
A

v Q

Use RefWt

This allows you to directly search a limited number of databases from within RefWorks.
Some institutions configure this to search their library catalogue, but Oxford does not.

1. Search for a catalogue or database in the drop-down menu, e.g., PubMed, and then
enter search terms in the search box.

)

)

choose folders to import them into.

Use the tickboxes to select references to import.

Advanced

=

import

Sortby: |7 Title ~

Note: due to the limited number of relevant databases, we don’t consider this function

useful.

Deleting references

1. Use the tickboxes next to references to select which references to delete, or tick the

Click Import to import references into the All References area, or click the page icon to

Select all on this page box to select the whole page of references.
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2. At the top, click the Delete or rubbish bin icon.

3

Create Bibliography

2 & Q

Add Tags Tools Search
bwina 1 —500f 101 refi =7 Remove from folder
Customize

- S 5
Il Move Selected to Trash

ng... Low, Lian Leng. trash until you delete them. 1ONS for |

3. Choose Move Selected to Trash.

4. You can also drag and drop references into the Trash folder on the left-hand side.

Working with edited books and chapters

Referencing styles treat books with authors (authored books), books with editors (edited
books) and book chapters differently, so it is important to choose the correct reference type
in RefWorks to ensure your formatted citations are correct.

When you add books to RefWorks, e.g. from SOLO, you need to check the Ref Type is
correct.

e Authored book: choose Book
o Edited book: choose Book, Edited Collection
e Chapter within an edited book: choose Books, Section

You do not need to cite individual chapters of authored books.

Authored books

When you import a book from SOLO, it will usually assume that the book is an authored
book and RefWorks will have the reference type Book. For authored books, this is fine and
you do not need to make any changes.

Edited books

When you import an edited book from SOLO, RefWorks will usually still assume that it is an
authored book and incorrectly give it the Ref Type.

Imagine you have exported from SOLO to RefWorks the book Reimagining Shakespeare
education: teaching and learning through collaboration edited by L. E. Semler.
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BOOK

Semler, L. E., editor.
2023

[Allmc:rlc 8

Find & Request

C
EXPORT OPTIONS

FIND & REQUEST Export Options

Hansen, Clair
Cambridge : Cambridge Uni

apters of this book (41)

DETAILS A
”
LINKS EXCEL CITATION
BROWSE RELAT... M R |
MENDELEY REFWORKS
TAGS

ity Press

n [}

o
=
“

2
I

Reimagining Shakespeare education : teaching and learning through collaboration
jitor. | Manuel, Jacqueline, editor.

345 pages : illustrations ; 24 cm

9 =)

PERMALINK EMAIL BIBTEX

1. In RefWorks, change the reference type from Book to Book, Edited Collection, by
clicking the pencil icon in the top-right and choosing from the Ref Type drop-down

menu.

X

tetmagining Shakespeare ed
{

Authors

Tags

Date Published

ni 1l "
ind learming through collaborati

2. The Authors field has automatically changed to Editors and the same names are there,

so you do not need to add them. Check the other details are correct and click Save at
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the bottom of the screen.

RefID: 2148 Find full-text using link resolver

Book, Edited Collection v Showall fields

Book Title Reimagining Shakespeare education - teaching and learning through

collaboration

Editors SemlerL E
Hansen,Claire
Manue, Jacqueline

Last name, First name or Organization on separate lines

Abstract

Book chapters

1. To add a book chapter from an edited book, first import or add the details of the whole
book, e.g., from SOLO.

2. Click the pencil icon to edit the reference and change Ref Type to Books, Section.

3. You now need to move the book title from Section Title to Book Title and manually add
the chapter title to Section Title.

< O : e

(»

4. You also need to move the editors of the book from Authors to Editors and manually
add the chapter author(s). You can click each editor’s name and cut and paste it, or type
it in manually.
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5. The last thing to do is to check the other details and add the page range for the chapter

in Pages.

You should make certain you also have an entry for the edited book itself, as well as any
other sections you cite, as both are likely to be needed for your bibliography.

Organising references

Using Folders

You can organise references within your RefWorks account by using the Folder options.

Creating folders

1. Click on My Folders from the menu on the left-hand side of your screen.

2. Click on +Add folder.

E All References

[ )
= Search Databases

° Last Imported
€2 puplicates v

L’\ Sharing s
W My Folders ~
+ Add folder = Son

B Manage Folders

3. Give your folder a name and click Save.

Name your folder

Please enter a name for your new folder.

| |
cancel ([ CEIN
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4. You can also create subfolders of a folder by click the three dots next to a folder and
choosing Add subfolder...

{9 Notin Folder (6) Ref 1D
ELG Hip fract. (101) H Bold
=

FSGTPSand % Add subfolder.

184

» Interestingpi ¢ Rename

2% M-CN Prehat 2+ Share foider

Ref ID

MSD teachint  Q Find duplicates Peet

v OxAAA studif @ El
Delete

Book chapters (1) Addeq

5. You can also manage your folders (deleting, adding subfolders, renaming folders) using
the Manage Folders button.

Adding references to folders

1. Select the references you want to file (you can see all your references by clicking the All
References option on the left-hand side) by clicking the box next to the relevant
references. Click on Select all on this page if you want to transfer all references on a

page.

2. Click the document icon Assign at the top of the screen.

= [t b

Assign Share Create Bibliography

Not in Folder (viewing 1 — 50 of 51 references)

& Select all on this page (2)

Ref ID: 76
Floridi,Luciano. (2015). 'The Right to Be

Added April 26, 2025

3. Click the box next to the appropriate folder and click Apply. You can tick several boxes to
include the references in multiple folders (this does not duplicate the references).
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4. You will get confirmation at the top of the screen that references have been transferred
to the selected folder.

l

5. Alternatively, you can drag and drop references into a folder.
6. Click on My Folders from the menu on the left-hand side of your screen.
7. Your list of folders will be displayed.

8. Click on one or more references and drag across to the appropriate folder.

RefWorks  Default project ©

. + = (] »
E All References Agd Assign to Folder Share Create S8ibliography
- Seaich Uatadases ELG Hip fracture complications
° Last Imported Display. 50 ¥ Normal View Cusiomiz
Q] Duplicates =]
L" Sharing \
B My Folder F’héng. Jie Kie; Lim, Zhui Ying... Low, Lian Len
+ — ELG Hip fracture comp
P

ELG Hip fract_ (101) n P
ESGTP ) Boldingh, Eric J.; Bouwhuis, Carola B.... Lankh

ELG Hip fracture comp

t oD 133

OXAAA studres (3 r Peeters, Charles M. M.; Visser, Eva... De Vries,

ELG Hip fracture comp.

9. You can see which folder or folders a reference is in by the folder icons underneath it in
the central RefWorks pane.

Ref ID: 380
Why do researchers co-author evidence syntheses with librarians

Logan, Judith (2023, February 20)

read

10. All references will always appear in the All References area.

Note: If you aren’t sure whether you have references which aren’t in folders, you can click
My Folders and then click the Not in Folder option. This will bring up a list of all references
which are currently unfiled.
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Removing references from a folder

1. To remove references from a folder, click on the folder and use the tickboxes to select
the references you want to remove.

2. Click Delete or the rubbish bin icon.

3. Select Remove from folder.

).

Create Bibliography

4 & Q

Add Tags Tools Search

wing 1 — 50 0f 101 reff =7 Remove from folder

References will be removed from the

Customize

-
Z
e
-
(9]
w
1}
)
O
—
D
a
=t
o
=
aQ
w
-

ng... Low, Lian Leng. trash until you are ready to delete them. [ONS for |

The references will only be removed from the folder, not deleted. They will still appear in
the All References area and any other folders you have put them into (or the Not in Folder
area).

Using Tags

Note: The tags functionality in RefWorks can be unreliable — if you find that no tags are
appearing, you may need to wait a few minutes or refresh the page. We recommend you
use Folders to organise your references, rather than tags.

Tags are another way to organise your references. If you click the Tags icon on the left-hand
navigation pane, you will probably find that there are already tags there.
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-
B My Folders v
A
Search for tags
American Literature
Anaerobic bacteria
Candida
Carcinogenesis
Coen, Ethan — Criticism and i
Coen, Joel —Criticism and in

Colonies

Canfiician sthire

This is because many of the sources of references (including SOLO) have tags attached, and
these are imported with the references.

Turning off importing tags

You can turn off this importing of tags from SOLO and other sources at the import screen, by
unticking the box next to Import tags from database.

Import references

Adding tags
To add a tag to a reference:

1. Click the pencil icon to edit the reference.
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2. Scroll down to the Tags field.

Ref Type Journal Article
Title What is a systematic review?
Authors Clarke, Jane

Last name, First name or Organizatiol|
Abstract Liihe evidence is synthesised

Q read x

Attachments Add file(s)

3. Type the name of the tag you want to add and press Enter/Return.
4. You can also delete tags here by erasing them from the Tags field.
5. Click Save at the bottom.

References with tags will have a little tag icon and the name of the tags under their details in
the central RefWorks pane.

Ref ID: 380
Why do researchers co-author evidence syntheses with librarians

Logan, Judith (2023, February 20)

= cpc;

To add tags to multiple references:
1. Use the tickboxes to select your references.
2. Click the Add Tags icon at the top of the screen.

% & Q

3 Add Tags Tools Search

Search existing tags or type to add

new

= &

American Literature

Anaerobic bacteria

o 4
| Candida th
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3. Use the tickboxes in the list of tags to add existing tags to the references, or type in the
Search for tags box and click Create tag for to make a new tag.

s th hal

4. You can also use the tickboxes to remove tags from multiple references at once.

Viewing references by tags

To see all references with a particular tag, click the Tags option on the left-hand navigation
pane, and click the name of the tag you want to view.

All references with this tag will be displayed.

To delete a tag from the left-hand list, you will need to delete the tag from all the references
with it (see above).

You may then need to wait a few minutes or refresh the page for it to be removed from the
list.

Using Projects

Usually, all your RefWorks references are stored in one place, called the Default project,
and you can always see the full list by clicking All References.

However, sometimes you may want to keep a piece of work completely separate from other
references, for example if you are undertaking a systematic review, or want to collaborate
with a team using RefWorks.

You can create different Projects which are completely separate from each other.
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1. Click the down arrow next to Default project at the top of the screen.

RefWorks Default project @

= 2
~
E All References Share Create
@ ’ »
s Search Databases Search Results (viewinal — 1ofl1r

2. Click Manage projects...

3. Click the Create a new Project button and give it a name.

=2 Create a new Project

4. Click Save.

5. Click your new project in the list. Your RefWorks library for this project will display (it will
be empty to begin with).

6. The name of the current project is shown at the top. You can swap between projects by
clicking the down arrow.

test project @

Recently viewed

Add Shy

test project

pes AllF  Default project

Share this Project

Manage projects...

7. You can rename, share or delete projects by clicking the down arrow and clicking
Manage projects...
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Sharing Folders and Projects

Sharing Folders

You can share a folder of references in your RefWorks library with another RefWorks user or
make the folder available for everybody at the University of Oxford. You can also share a
Public URL with anybody which gives them read-only access to the folder.

Choosing a folder to share
1. Click My Folders on the left of the RefWorks screen.

2. ldentify the folder you wish to share and then click the three dots on the right and
choose Share folder.

CPD (96)

» CW Al evaluati... ( I

ELG Hip fractur

Zils amd

M-CNPrehat ¢ Rename

MSD teaching 1,_ Share
Testing (2
ng (%) Q Find duplicates
Uni teaching
= @] Delete
| W Tacs A

3. A new box will appear showing the sharing options selected for the current folder.

Sharing Settings X

Anyone with the url will be able 10 see the contents of this folder

Invite more people to share

4. Click on Settings for. You can then choose to share the folder only with specific people
or have it available for anybody at the University of Oxford to find and view.

5. Clicking on Public URL will allow you to create a URL which you can send to people. They
will only be able to view the contents of the folder, not edit or change them.
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6. Clicking on Shared with allows you to make your folder available only to particular
people who are also RefWorks users. You can also specify the level of access each
person has to the folder:

Can read — allows another individual to view but not change references in the shared
folder

Can annotate — allows another individual to add additional notes to references but not

modify or delete the references themselves
Can modify — allows another individual to edit the references in the shared folder

7. To invite somebody to join your shared folder, type in their email address (this must be
the email address associated with the other person’s RefWorks account) and choose
what level of editing access they can have to the shared folder using the dropdown
menu.

8. When you have completed setting your sharing options, click the blue ‘Share Folder’
button at the bottom of the window.

Sharing Settings X

& Only invited people may access

B Anyone within your ornganization may join this foldes

9. If you have invited a person to share your folder, they will receive a notification by email

and will be able to see the shared folder in their RefWorks library.

How to turn off folder sharing

If you wish to turn off the sharing for a folder you can either restrict sharing for the whole
folder or remove particular individuals.
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Find the folder you wish to alter sharing options for, click the three dots to the right of the
folder name and choose the Sharing settings option.

Sharing Sertings X

©® & Only Invited people may acces

® Anyone within your organization may join this folde

If you have previously chosen to share the folder with anyone at Oxford, simply change the
sharing option to Only invited people may access. RefWorks will warn you that access to
the shared folder will be removed for anybody who has added the shared folder to their
RefWorks library. Confirm this warning message if you wish to continue.

If you have shared your folder with specific individuals you can remove access for a specific
person or for everybody.

To remove an individual, open the Shared with options. You will see a list of all the people
who share the folder. Click X Remove to remove their access.

To remove access for everybody, simply click Unshare Folder button at the bottom of the
Sharing Settings window.

Accessing a shared folder

If another person has shared a folder with you, you will receive an invitation via email. A
notification will also appear under the Sharing section on the left-hand side of the RefWorks
screen.

Once you have accepted the invitation, you will see the shared folder appear under the
Sharing section of your RefWorks library.
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) Last Imported

1!. Sharing ~

—|— Share a folder

B Folders at University of Oxfo

X Trendsin Child ... (9)

—

W

You can also browse all folders that have been shared with everybody at the University of
Oxford.

1. Click on Sharing on the left of the main RefWorks screen. From the options that open,
click on Folders at University of Oxford.

e

A £foldeor

B Folders at University of@

2¢  Trendsintnid . (9)

2. Alist of available folders will appear along with details of each folder’s owner. To join a
particular folder, click on the grey Join button to the right of each folder.

3. The folder will appear under the Sharing section of your RefWorks library.

4. To remove a shared folder from your library, find the folder you don’t want and click on
the three dots.

5. From the options that appear, choose Leave shared folder. RefWorks will ask you to
confirm that you no longer want to have access to the shared folder.

2t Trends in Child .. (9)

i My Folders | &% Sharing settings 5Usq

+ Add folder Leave shared foider

Sharing Projects

You can share an entire project with other users, but they must also have a RefWorks
subscription.

1. Click the down arrow next to the name of your current project.
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2. Click Share this Project.

Default project @

A_il_d Recently viewed
Default project
3 All Refe  testproject h)
v
Manage projects
3 .

3. Enter the email addresses of the users you want to share with.

Share Project 'Default project’ X

Pleass note: P1ojects can unly be shaend with users wha Have a BefWorks subscrptiar

4. Click Done.
5. All users will be able to modify references and folders within the project.

6. You can also use this screen to unshare or remove users from a project.

Finding and deleting duplicate references

RefWorks offer the functionality to search your references for duplicate entries. This might
happen if you import the same reference on multiple occasions.

If you do not remove the duplicate reference it may appear in your bibliography twice, so it
is important to remove additional entries.
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1. To find and remove any duplicates click Tools (or the spanner icon) and click Find
duplicates.

s co-autl xed-my

2. You can also click Duplicates and Find duplicates on the left-hand navigation pane.

3. If you are in All References, RefWorks will automatically search for duplicates in all of
your references. If you are in one of your folders when you click Find duplicates, you will

be asked whether you would like to find duplicates in all references or in a single folder
or subfolders.

Find duplicate references

@ Current folder "OxAAA studies” and all subfolders
OXAAA studies
Book chapters
Conference abstracts/posters
Mentioned but not directly used
Theses

Only the current folder (excludes subfolders)

Entire "Default project” project

4. You can decide the primary reference that RefWorks will keep — this can be the most

complete reference, the oldest or newest. You will be able to override this for particular
references if you wish to.

Primary reference determined by

Completeness (the reference that has the most information available)

Completeness (the reference that has the most information available)

Newest (the reference that was most recently added)

Oldest (the reference that was added first)
NTATCTIITO SETOTTOS

5. Next, decide on the matching settings. You can choose between References must match
exactly and References that are similar (we recommend choosing References that are
similar as different databases may format titles and author names slightly differently).
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6. You can also choose which fields RefWorks will look at to find duplicates. The default is

Title, Author and Year but you could also consider Journal Title and DOI.

7. Click Find Duplicates.

Matching Serttings

Find Duplicates

8. You will get a message telling you that deduplication has started.

O Your deduplication request has started

9. RefWorks will run the deduplication in the background and you can continue working
while it runs. Depending on the number of references it is working on, this could take a
few minutes. When it is finished, you will see a green button on the left-hand side saying

.
é All References

- _
s Search Databases

A4
° Last Imported

EE] Duplicates A

Process completed X

See results
L\ Sharing v
W My Folders A
- Add foider = Sort
) Notin Folder (6)
ELG Hip fract.. (101)

Process completed. Click this to view the results.

10. RefWorks will then show you any duplicate references and you will be able to delete
those you do not wish to keep. RefWorks uses the setting you chose earlier (completest,
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oldest, or newest) to determine which version it will keep, but you can use the tickboxes
to delete a different version if you prefer.
+ = o b)) B ® o

Add Assign to Folder Share Create Bibliography Delete Add Tags Tools

Ref ID: 497
Li, Shun-Li; Xu, Qiang. (2013). Metal—organic frameworks as platforms for clean energy

=) Ref 1D: 504
G Li, Shun-Li; Xu, Qiang. (2013). Metal—organic frameworks as platforms for clean energy

11. When you are happy that you can delete the ticked references, click Delete and choose
Move Selected to Trash or Move All Duplicates to Trash.

h M Py ; cloid o

m

Creating bibliographies in Word or Google Docs

RefWorks enables you to insert references from your account into word-processed
documents. RefWorks is compatible with Microsoft Word, on Windows and Mac computers,
and Google Docs. You will need to install a piece of software into the word processor so that
it can connect to RefWorks. Instructions on how to install this and insert references into
your document are outlined below.

Using RefWorks with Microsoft Word

Installing RefWorks Citation Manager (RCM) in Word

1. Open a Word document.
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2. Click on File -> Get Add-ins.

@ Good
| () Hon - New
L
2 Open
:
nta
Save 2 Copy
Cave 25 Adobe

If this is not an option, try File -> Account -> Get Add-ins.

Account
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3. Alternatively, use the search bar at the top of Word to search for Add-ins and click Get

Add-ins.
{,D add-in ’ P

e —
EndMote 20{ Actions

ES:l Insert an Add-in
Aa bd

i 3 COM Add-ins
o~ TN E‘E ing

Get Add-ins IR

Save a Copy

Find in Document

4. Search for RefWorks. Click Add next to RefWorks Citation Manager. Ignore RefWorks —
RCM - this is an old add-in that is no longer supported.

Office Add-ins

MY ADD-INS | ADMIN MANAGED | STORE

refworks £ Sort by: Popularity «
Category
All Install new RefWorks remageeracer for Word

Communication

dditional purchase may be required

eview N B e 5
——————
Editor's Picks .
) RefWorks Citation Manager
Education 4 Arrace unlir refarences when writina far Aauick formasina of
File Converiers & ( citations and bibliography
ewers v \\ Additional purchase may be required

Microsof: 365 Certified ~

Productivity O Bibcitation
Pefere'vcc- The easiest Vay 0 generate automatic ciations ana

5. If you don’t see Refworks Citation Manager come up, try clicking the Admin Managed
tab in the dialogue box where you will hopefully find the add-in.

Office Add-ins

MY ADD-INS | ADMIN MANAGED; | STORE
Mendeley Cite RefWorks Citation Man... /’r-‘_;v SmartCite
Elsevier Ltd, ProQuest \'/ Digital Science

6. After you install RefWorks Citation Manager, you can open it by clicking RCM in the
ribbon at the top of Word and clicking RefWorks Citation Manager.
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7. RefWorks Citation Manager will appear on the right-hand side of Word. Log in with your
RefWorks username and password.

RefWarks Citation Manager *

RefWorks

RefWarks Citation Manager

& | Use fogin froem my institution

Choosing a citation style

1. Click on the E menu icon at the top of the RCM pane and choose Citation style to
select the appropriate style for your work.

N Refursences homepage

99 Gmnon sty

C) Aefresh v updale
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2. Click the current citation style and use the search bar to search for the style you want.

setnn! @

Search Results {13)

3. You should untick the box next to Include CSL styles — these are crowdsourced and may
not work correctly.

4. You can use the star icons to add styles to your favourites.

Inserting citations (author-date style)

1. Place your cursor in your Word document at the point where you would like to insert a
citation.

2. Find the item you wish to cite in RCM. You can browse your folders or collections or
search using keywords.

L Search reference ent praje
[ RefiD: 1947 » ¢
The Influence of Medical Expertj
Chevalier, Aline, Dosso, Cheyenne L'
[ ] ReflD: 194

3. Once you have found the correct reference, click on the double quotation mark icon to
insert the reference into the text.

out a reference (Chevalier and Dosso, 2D25}|

4. You can use the tickboxes to select several references to cite simultaneously.
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Adding page numbers or suppressing the author/date

1. To add page numbers when you insert a citation, find the reference in RCM and click on

the pencil icon instead of the double quotation mark icon.
[ - |

i Am AT 4
[ RefiD: 1947 » 7
The Influence of Medical Expertlse a. .

Cl sso, Cheyenne |

search, 9, eb "_:4

2. To add page numbers to a citation you have already inserted, click the My Citations tab

within the RCM pane on the right and select the reference you want to adjust by
hovering over it and clicking the pencil icon.

RefWorks Citation Mana x
e,

My References My Citations

Cite Them Right, 12th edition - Ha... »

L Search citations in current project

1 citation in document v N

(Chevalier and Dosso, 2025)

Edit citation

3. To add a page number, tick the top tickbox and make sure Page is selected. Type the
page number into the Value box.

RefWorks Citation Manager

review O
Notan et al,, 2025, p. 25)

The impact of mammeographc breast d
v 25 0

Delete Crtation Updiate Citation
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4. Some citation styles do not support values such as page numbers in the citation. If the
value does not appear, enter the page number in the Suffix box. You will need to enter
a space first (so that there is a gap between the rest of the citation and the page
number). Then add the page number using the abbreviations used by your citation style
e.g. p. 65 or pp. 65-67.

5. You can also use this section to add a Prefix, for example, if you want your citation to
read “see...”

6. When using an author-date style you can choose to hide the author’s name or year if
you have already mentioned these in the main text e.g., If your sentence reads “Brown
established...”, you may want to hide the author’s name from the citation so that it is
not repeated and reads “Brown established...(1984)". If so, untick Include Author.
Similarly, you can untick Include Date if your sentence has already included the date.

e ©

G~

7. You can preview your citation at the top of the dialogue box.

8. When you are ready, click Insert Citation or Update Citation.

Inserting citations (footnote styles)

1. Choose an appropriate citation style by clicking the menu icon in the RCM pane followed
by Citation style, for example Chicago 18t Edition (Notes & Bibliography).

a7



Last updated by Kat Steiner, August 2025

2. Tick the box next to Format for footnotes. If you do not do this, your citation will appear
as footnotes but in author-date style.

RefWorks Citation Manager ~ %

|

Change Citation Style

‘ Chicago 18th Edition (Notes ...

Format for footnotes

Differentiate authors with the same
surname by: Surname and first name

3. At the point in your document where you wish to insert a citation, in Word choose
References and then Insert Footnote. This will add a superscript number to your
document and take your cursor to the bottom of the page.

La}ruailings Review  Vig
I

Home Insert  Design

: B Add Text ~ ab1 [:] Insert Endnote /I;D'I ':::'//

= 1

e of D| Update Table Insert % Mext Footnote Search Insert

nts ~ Footnote Citation ~ [
Table of Contents Footnotes la Research Citation

4. With your cursor in the footnote at the bottom of the page, Find the reference you want
to cite in the RCM pane. Choose the “icon (Cite), or if you need to add page numbers
etc. choose the pencil icon (Edit).

Generating a bibliography in Word

1. Choose where you would like your bibliography and create a title or heading for it. Leave
the cursor where you want to insert it.

2. Click the E menu icon.

3. Click the slider icon next to Bibliography: Off to turn it to Bibliography: On.
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4. A bibliography will be inserted into your document. To refresh any changes, click the
Refresh and update button at any time.

RefWorks Citation Manager
h Reter 3
’, a k
B craon

Using RefWorks with Google Docs

Installing RefWorks Citation Manager in Google Docs

1. In RefWorks, click Tools and Extensions & Add-ons.

wndltd

2. Under RefWorks writing tools, click the Google Docs tab.

3. Click the blue button Get the Add-on.
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4. The Google Workspace Marketplace will open at the RefWorks Citation Manager page.

Click Install.

m RefWorks Citation M...

B *had

5. Click Continue to give permission, sign into your Google account, and allow RefWorks

Citation Manager to access it.

6. Open a Google Doc (https://docs.google.com/)

7. Under Extensions, you should now see RefWorks Citation Manager. Click Manage

mat Toolotero Help

citations.

= 100% - = Add-ons * + B I U A 2 | =
¥ Apps Script - N IO SO D i c |
@orks Citation@ % Manage citations
Help
[ Meeting notes & En

8. A RefWorks pane should appear at the right-hand side of the document. Log in with your

username and password.

RefWworks Cltation M.

RefWorks

©
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Choosing a citation style

1. Click on the current citation style at the top of the RCM pane.

RefWorks Citation Manager X
= My References My Citations
All references Date Added v
Search references in current project O\

2. Use the search bar to search for the style you want, click it, and click Apply style.

RefWorks Citation Manager x

Select Citation Style

Proview

Cnicago (Notes) 14th Edimon

Chicago (Reference List) 14t Ed

Chicago 15th Edivon (Aushor-Dae

System)

Chocago 15 Edivon (Notes &
Bithiography)

Chicago 16th (Notes &
Bibliography) No URL

Crucago 16th Edivon (Author-Date
System)

Chicago 10th Edition (Notes &
Biblicgraphy)

Chicago 1 7th Editon (Author-Dale

Format for footnotes

3. You can use the star icons to add styles to your favourites.

Inserting citations (author-date style)

5. Place your cursor in your Google Doc at the point where you would like to insert a
citation.
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6. Find the item you wish to cite in RCM. You can browse your folders or collections or
search using keywords.

RefWorks Citation Manager %
= My References My Citations
Harvard >
All references w Date Added =

Search references in current project C)\

Ref ID: 194
The Influence of Medical Expertise ...

7. Tick the box next to the item you want. You can use the tickboxes to select several
references to cite simultaneously.

8. Click Insert citation.

DEINEUES, MICITEne I, Wigny UIe[..] (ZUZU
Ref ID: 1938
Saying 'yes’ and 'no:’ developing an..
Maxwell, Juiia Anne (2025)
v
Preview: HH

(Maxwell, 2025)

> Maxwell, Julia Anne, (2025) D 4

\; Clear 1 selected ( Insert citation )

9. After a moment, the citation will be inserted into the text.

Test reference (Maxwell, 2025)
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Adding page numbers or suppressing the author/date

1. To add page numbers to a citation you have already inserted, click the My Citations tab
within the pane on the right.

RefWorks Citation Manager X
= My Refarences
) Harvard >
(&)
1 v o
oll 2025

2. Hover over the citation you want to change, and click the pencil icon.

I S

tion un v @
(Maxwell, 2025) Ve
Edit citation

3. To add a page number, tick the top tickbox and make sure Page is selected. Type the
page number into the Value box.

< Edit citation

Preview:

4. Some citation styles do not support values such as page numbers in the citation. If the
value does not appear, enter the page number in the Suffix box. You will need to enter
a space first (so that there is a gap between the rest of the citation and the page
number). Then add the page number using the abbreviations used by your citation style
e.g. p. 65 or pp. 65-67.

53



Last updated by Kat Steiner, August 2025

5. You can also use this section to add a Prefix, for example, if you want your citation to
read “see...”

6. When using an author-date style you can choose to hide the author’s name or year if
you have already mentioned these in the main text e.g., If your sentence reads “Brown
established...”, you may want to hide the author’s name from the citation so that it is
not repeated and reads “Brown established...(1984)". If so, untick Include Author.
Similarly, you can untick Include Date if your sentence has already included the date.

Edit citation

Frevew

7. You can preview your citation at the top of the dialogue box.

8. When you are ready, click Update Citation.

Inserting citations (footnote styles)

1. Choose an appropriate citation style by clicking the citation style in the RCM pane, for
example Chicago 18™ Edition (Notes & Bibliography).
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2. Tick the box next to Format for footnotes. If you do not do this, your citation will appear
as footnotes but in author-date style.

Raefworks Citation Manager 4

€ Select Citation Style

Prview

o ca0 101 Edit Notes & €

styles (6

ﬁ' APA 7th (basic) - No Case Changes

{No Title Casing), DOI: smpty

Chicago 18th Edmian (Noses &
Sibbogeaphy)

Cite Them Rght, 121h edition
Harvied - KS
Hyvard

Harvard Theologesl feview
Author-Date)

vancouver

e m

3. At the pointin your document where you wish to insert a citation, click Insert -> Page
elements -> Footnote, or CTRL+ALT+F. This will add a superscript number to your
document and take your cursor to the bottom of the page.

=

B T
m Tove
“: L]
£ 3 [ Proveiem J
- T |
&
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4. Find the item you wish to cite in RefWorks Citation Manager and tick the box next to it.

RefWorks Citation Manager X

My References My Citations

Harvard >
All references w Date Added v

rch references in current project Q

Ref ID: 194
The Influence of Medical Expertise ...
Chevalier, Aline, Dosso, Cheyenne (2025)

5. Click Insert citation.

Ref ID: 1940
Fictional biomedical bibliographies ...
Agaimy, Abbas (2025)

Burnout among medical and health..

v

Preview: <3

Abbas Agaimy, , "Fictional Biomedical
Bibliographies in the Era of ChatGPT: Do...

Show more

> Agaimy, Abbas, (2025) X

(O Intext (@ Footnote

( clear 1 selected{ )

6. After a moment, the citation will be inserted as a footnote at the bottom of the text.

Generating a bibliography in Google Docs

1. Choose where you would like your bibliography and create a title or heading for it. Leave
the cursor where you want to insert it.

2. Clickthe — menu icon.

3. Click the slider icon next to Bibliography: Off to turn it to Bibliography: On.
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4. A bibliography will be inserted into your document. To refresh any changes, click the
Refresh and Update button at any time.

RefWorks Citation Manages b 4
X

yy Chation Style

ﬁ Project

» Refresh and Update
dafrech refefences ¢ ) Berwork

] Bibliography: On @

Changing between citation styles

An advantage to using RefWorks is that you can change the citation style of a document, for
example, if you are submitting an article to different journals.

1. Click the current citation style in RefWorks Citation Manager.

2. Search for the citation style you want to use and click Update (Word) or Apply style
(Google Docs).

3. RefWorks will re-format your citations and bibliography to the new style. You may need
to check this and correct any errors.

Note: RefWorks is not generally able to change between footnote and author-date citation
styles, due to limitations in how it interacts with Word/Google Docs.
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Example: Harvard citation style:

Testing out references. (Maxwell, 2025)

Here is another reference. (Agaimy, 2025; Petersen and Harris, 2025)

Bibliography

Agaimy, A. (2025) 'Fictional biomedical bibliographies in the Era of ChatGPT: Don "t
revive Dr, O. Uplavici (1887-1938)', Virchows Archiv: an international journal of
pathology, Available at: https://doi.org/10.1007/s00428-025-04100-x

Maxwell, J.A. (2025) 'Saying 'ves’ and 'no:' developing and implementing a single-
librarian social science evidence synthesis service', The new review of academic

librarianship, Available at: https://doi.org/10.1080/13614533.2025.2466512

Petersen, D. and Harris, E. (2025) 'Trends in Medical and Health Sciences Librarianship:
A Comparative Analysis of Job Postings, Salary and Geographic Location, 2022 - 2024,
Medical reference services quarterly, pp. 1-12. Available at:
https://doi.org/10.1080/02763869.2025.2489935

to Vancouver citation style:

Testing out references. (1)

Here is another reference. (2,3)

Bibliography

1. Maxwell JA. Saying 'yes’ and 'no:' developing and implementing a single-librarian
social science evidence synthesis service. The new review of academic librarianship
2025 February 24.

2. Agaimy A. Fictional biomedical bibliographies in the Era of ChatGPT: Don "t revive Dr,
0. Uplavici (1887-1938). Virchows Archiv : an international journal of pathology 2025
Apr15.

3. Petersen D, Harris E. Trends in Medical and Health Sciences Librarianship: A
Comparative Analysis of Job Postings, Salary and Geographic Location, 2022 - 2024.
Medical reference services quarterly 2025 Apr 14:1-12.
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Correcting mistakes in your references

If you spot an error with a reference (a typo or missing information), it is tempting to correct
it in Word. However, these changes will be lost if you update your references or cite that
source again elsewhere.

Instead, correct the error in RefWorks, and then click Refresh and update to refresh your
Word document.

RefWorks Citation Manager

a
99
& @

Creating a plain-text reference list in RefWorks

Whilst generating a bibliography automatically in Word using RefWorks Citation Manager
will provide a list of all works cited in your document, you may want to provide a list of all
works you have read, not just those cited. This can be achieved in RefWorks.

If you have been adding your references to a particular folder in RefWorks as you imported
them, it is very easy to create a bibliography of everything in the folder. You might do this to
create a reference list with separate sections, such as primary and secondary sources.

1. Select the items you want to add to your reference list using the tick boxes.
Alternatively, if you want to create a reference list of all the items in a folder, go to the
My Folders dropdown menu on the left and click on the folder you wish to use.
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2. Click Create Bibliography at the top of the list and choose Create bibliography.

W Al evaluation framewo

Denacke K., Borych m from Qu:

Dlseres T S {1 [l NPTy,

3. Avreference list of your chosen items/folder will appear. This will be formatted either in
the default citation style or if you have used Create Bibliography before, in the style you
most recently used.

4. You can choose another style from the drop-down menu above the bibliography.

5. To copy and paste the reference list into a word-processed document, email or other
application, click Copy to Clipboard on the right. Then paste it into Word or another
application.

B Copy 10 Chpbomd

Deneche K, Boryeki E M. & Kashn

) W Leden om Quaity Requireenants in ISOVTS B2304.2 for Evaiuating Conversational AQents o Meatincanm ™, Studies in
heatth rechinalogy and inf

Osuno T & Wood:
NN OSTH

e Deep
Number

work. A Dota-Drven
are of Publication 2

fected Functional Conmectivily Extimaton Toolbox ", Frontiers m

YiLD & Wu H 20 e Aluston with personalized 0883 (N0 106 IRACRNE [earing MOdet Imeygeetailty With AppRCHTIns 1o sbeCTioni health s onds based
POrTaiTy peedicnon”, STANSOCS I Medicine

Note: This reference list is not connected to your in-text references or to RefWorks. If you
correct your references in RefWorks, you will need to manually change your reference list
too.

RefWorks academic integrity and writing tools

RefWorks has recently added two new tools: a Plagiarism and Al content checker tool
(powered by Copyleaks), and the Paperpal Preflight Pre-submission Check Tool.

Note: You should exercise caution when using either of these tools, as the accuracy and
reliability of Al content detectors is questionable. They may detect false positives (incorrectly
saying that Al has been used when it hasn’t) based on writing style. For information, see
https://www.insidehighered.com/news/tech-innovation/artificial-
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intelligence/2024/02/09/professors-proceed-caution-using-ai and
https://lawlibguides.sandiego.edu/c.php?g=1443311&p=10721367

Plagiarism and Al content checker tool

Copyleaks is an online plagiarism and Al content detection tool that uses machine learning
and natural language processing to compare submitted content with a large database of
online sources.

This tool allows users to check if their manuscript contains plagiarized & Al generated
content; it searches across a multitude of resources for each scan, including 16,000+ open-
access journals, 1M+ internal documents and 20+ code data repositories.

You can upload a file to RefWorks and receive a report. You are limited to 10,000 words or
40 credits of 250 words per month.

This tool is a Pilot and may be removed from RefWorks in the future.

For more information, see the Knowledge Center article on the Plagiarism and Al content

checker.

Paperpal Preflight Pre-submission Check Tool

RefWorks Paperpal Preflight tool is accessible in RefWorks Citation Manager (RCM)

for Word and Google Docs.

It is a free tool provided by RefWorks in collaboration with Paperpal. Paperpal’s Preflight
tool checks writing for language, grammar, readability and academic vocabulary.

You can upload your document and receive a report.

For more information, see the Knowledge Center article on Paperpal.

Further help with RefWorks

Email the reference management helpline, supported by Bodleian Libraries and IT Services
staff: reference-management@bodleian.ox.ac.uk

See the Managing your References online guide:
https://libguides.bodleian.ox.ac.uk/reference-management

Submit a case to RefWorks: https://support.proguest.com/s/submit-a-case
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Use Help from the RefWorks menu

(English) ¥  KatSteinery @3 @

Knowledge Center
Release Notes

Announcements

Have an idea?

Contact Support

Search the Knowledge Center: https://knowledge.exlibrisgroup.com/refworks
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	Introduction 
	Introduction 
	RefWorks is a web-based reference manager that University of Oxford members can use for free during their time at the University and as alumni. RefWorks can be used on Windows and Mac computers. 
	RefWorks has a range of features to help you collect, organise and cite your references. You can: 
	• 
	• 
	• 
	Organise your library using folders and tags 

	• 
	• 
	Search and delete duplicate references 

	• 
	• 
	Share your references with colleagues 

	• 
	• 
	Insert your references in Microsoft Word and Google Docs using software 


	RefWorks has unlimited storage and is web-based, so you can access your library of references on any computer connected to the internet. 
	This document walks you through how to collect, organise and cite your references in a word-processed document. 

	Registering with RefWorks 
	Registering with RefWorks 
	There are two ways of signing up and logging in to RefWorks: 
	1. 
	1. 
	1. 
	Sign up and log in using your Oxford email address 

	2. 
	2. 
	Sign up and log in using your Oxford Single Sign On (SSO) 


	You can use either, but we recommend signing up using your Oxford email address, as it is easier for alumni access after you leave Oxford. Once you have set up your RefWorks account with your University email address, you can change your email address to a personal one in the settings so that, once you leave the University, you will be able to log in to RefWorks even though your University address has expired. 
	If you do decide to sign up with your SSO, it is possible to change over to a personal email address before it expires. 
	Steps to sign up 
	Steps to sign up 
	1. 
	1. 
	1. 
	Go to 
	https://refworks.proquest.com/ 
	https://refworks.proquest.com/ 



	2. 
	2. 
	To sign up using your Oxford email address, choose Create account. 

	3. 
	3. 
	When prompted, enter your university email address and click Check. 

	4. 
	4. 
	RefWorks should recognise the address as belonging to Oxford. Now pick a password and click Sign up. 

	5. 
	5. 
	An activation email will be sent to your email account. In your email, either click on the link, or copy and paste the link into a browser. 

	6. 
	6. 
	You will be prompted to fill in some details for your account (e.g. name, area of study). 


	Figure

	Switch from Oxford Single Sign On to email and password 
	Switch from Oxford Single Sign On to email and password 
	If you usually sign into RefWorks with your Oxford Single Sign On (choosing the Use login from my institution button), you may run into problems with RefWorks tools such as the Word or Google Docs add-ins. 
	You will also need to switch to an email and password before you leave Oxford. 
	1. 
	1. 
	1. 
	Log in to RefWorks at 
	https://refworks.proquest.com/ 
	https://refworks.proquest.com/ 



	2. 
	2. 
	Click your username in the top-right corner and click Settings. 

	3. 
	3. 
	Click the Remove Credentials button towards the bottom of the page. If you never created a password for your RefWorks account, you will now need to. 

	4. 
	4. 
	Scroll down to the box marked Email and enter an email address (if you are leaving Oxford, choose a personal email address). 



	Before you leave Oxford 
	Before you leave Oxford 
	You are welcome to continue using RefWorks as alumni. You will need to change your Oxford email address to a personal email address before you leave – otherwise, you may not be able to log in or reset your password in future. 
	1. 
	1. 
	1. 
	Log in to RefWorks at 
	https://refworks.proquest.com/ 
	https://refworks.proquest.com/ 



	2. 
	2. 
	Click your username in the top-right corner and click Settings. 

	3. 
	3. 
	Scroll down to the box marked Email and change it to a personal email address 

	4. 
	4. 
	Click Save. 




	Collecting references 
	Collecting references 
	For instructions for exporting references from particular bibliographic databases, see our other handouts for humanities, social sciences and science & medicine databases on the . 
	iSkills webpages
	iSkills webpages


	Exporting references from SOLO to RefWorks 
	Exporting references from SOLO to RefWorks 
	SOLO is the resource discovery tool for the major collections of the libraries of the University of Oxford. It covers physical holdings in the majority of the libraries which includes the Bodleian Libraries and most Faculty/Department and College libraries. It also provides access to electronic material including ebooks, online journals and databases. 
	To access SOLO go to 
	http://solo.bodleian.ox.ac.uk/ 
	http://solo.bodleian.ox.ac.uk/ 


	To access the full range of resources, sign in using your Oxford Single Sign On (SSO). The sign in option is in the top right-hand corner. 
	Run a search in SOLO. 
	Exporting multiple references 
	Exporting multiple references 
	1. 
	1. 
	1. 
	Select the references you would like to export to RefWorks by ticking the boxes next to the results. 

	2. 
	2. 
	Click the three dots button on the top right and select RefWorks. 

	3. 
	3. 
	You may need to allow pop-ups in your browser and log in to RefWorks. 

	4. 
	4. 
	You can choose to import into a Folder at this stage or do so at a later stage. Click Import. 

	5. 
	5. 
	Your references will then be saved to RefWorks – click Go to Last Imported to view them. 
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	Exporting a single reference 
	Exporting a single reference 
	1. Once you have identified a record you would like to export, click the three dots button to the right of the result. 
	Figure
	2. Select RefWorks from the list. 
	Figure
	3. 
	3. 
	3. 
	You may need to allow pop-ups in your browser and log in to RefWorks. 

	4. 
	4. 
	You can choose to import into a Folder at this stage or do so at a later stage. Click Import. 

	5. 
	5. 
	Your references will then be saved to RefWorks – click Go to Last Imported to view them. 


	Notes on exporting from SOLO Sometimes there are errors in records exported from SOLO because the “fields” in SOLO records do not match up very well with the fields used by RefWorks. It is advisable to check the records that you have exported into RefWorks and edit them if necessary. 
	• 
	• 
	• 
	Authors: for works with more than one author, SOLO sometimes only exports the first author to the author field in RefWorks. Other authors are exported to the Editor field, even if they are not editors. You should correct this by adding the other authors to the Authors field. 

	• 
	• 
	Authors: sometimes additional information such as birth/death dates for authors are exported from SOLO to RefWorks. These are used in SOLO to differentiate between authors with the same name. However, they should not appear in your citations and bibliographies. If birth/death dates (or other additional information) are given alongside the author's name you should delete them. 

	• 
	• 
	Edition: SOLO exports the word ‘ed’ into the RefWorks Edition field. i.e., the field reads 3rd ed (rather than 3rd). When you use RefWorks to make citations or bibliographies in Word, it will automatically add the abbreviation ‘ed’ or ‘edn’ where appropriate. As a result, if the abbreviation is included in RefWorks, ‘ed’ will be repeated in your citations e.g., they will read '3rd ed ed'. It’s therefore best to delete ‘ed’ as soon as your export your records from SOLO to RefWorks. 

	• 
	• 
	Publisher: SOLO gives the place of publication under both publisher and place of publication. You should remove it from the Publisher field, otherwise it will appear twice in your citations e.g., Philadelphia, Philadelphia. 




	Exporting references from Google Scholar to RefWorks 
	Exporting references from Google Scholar to RefWorks 
	Note: You can only export one result at a time from Google Scholar. To export more results at once, use the . 
	Save to RefWorks browser plug-in
	Save to RefWorks browser plug-in


	Google Scholar is a search engine which allows quick and simple searching of scholarly literature, including articles, books, theses and conference abstracts. It draws material from journal publishers, professional associations, universities and open access repositories. 
	Google Scholar is an interdisciplinary resource which covers all academic disciplines. 
	Google Scholar is freely available via 
	https://scholar.google.co.uk/ 
	https://scholar.google.co.uk/ 


	Configuring Google Scholar for RefWorks You can configure Google Scholar to link directly to RefWorks. 
	1. 
	1. 
	1. 
	At the top of the Google Scholar screen, click on the three-bar menu button then click Settings. 

	2. 
	2. 
	Scroll down to Bibliography manager and click on the dropdown menu to choose RefWorks next to Show links to import citations into 

	3. 
	3. 
	Click Save. 
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	Exporting to RefWorks Google Scholar allows you to export individual references into RefWorks. 
	1. 
	1. 
	1. 
	Type your keywords into the search box and click on the blue magnifying glass icon. 

	2. 
	2. 
	You will see a link to Import into RefWorks beneath each reference – click on the link. In some browsers, the Import into RefWorks isn’t visible – click on the >> link to access this option. 

	3. 
	3. 
	You may need to allow pop-ups in your browser and log in to RefWorks. 

	4. 
	4. 
	You can choose to import into a Folder at this stage or do so at a later stage. Click Import. 

	5. 
	5. 
	Your references will then be saved to RefWorks – click Go to Last Imported to view them. 
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	Save to RefWorks browser plug-in 
	Save to RefWorks browser plug-in 
	You can install a RefWorks plug-in or extension within your web browser to add references and full-text from any website. You will need to display your favourites/bookmarks bar in order to do this – you can find instructions for how to do this in your chosen browser online. 
	The Save to RefWorks browser plug-in is very useful for saving references from a page of search results, for example in Google Scholar, ArXiv, or PubMed. This may be easier than using the built-in export functionality of the website. 
	It can also be used to detect details of online news articles or websites, but this is not always successful – it depends on the metadata available on the webpage. 
	Installing Save to RefWorks 
	Installing Save to RefWorks 
	1. 
	1. 
	1. 
	First, you need to make sure that your favourites or bookmarks bars is showing in your browser. This can usually be done by clicking the settings button (three dots or lines) and finding options for bookmarks or favourites. 

	2. 
	2. 
	From the main RefWorks page, click on the Tools (or spanner) icon from the menu bar at the top of the page. 

	3. 
	3. 
	Click Extensions & Add-ons. 

	4. 
	4. 
	Click Install Save to RefWorks (blue button). 

	5. 
	5. 
	Drag the grey Save to RefWorks button to your favourites/bookmarks bar as prompted. 


	Figure
	Save to RefWorks will display differently depending on the browser that you’re using – if you can’t see where to drop the button, ensure your bookmarks or favourites bar is showing in your browser. 
	Using the Save to RefWorks plug-in 
	1. 
	1. 
	1. 
	Open the website you want to add to RefWorks – this may be a webpage, online news article, or page of search results from a database or search engine. 

	2. 
	2. 
	Click on the Save to RefWorks link from your bookmarks/favourites menu 

	3. 
	3. 
	A RefWorks preview pane will open on the right of your screen – this may take a little time. You may be asked to log in to your RefWorks account. 

	4. 
	4. 
	If you are on a page of search results, a list of items will appear with brief details of all the references detected. 

	5. 
	5. 
	Use the tickboxes to select which references to import, or click Select all. You can also double-click an individual reference to view and edit the details detected. 

	6. 
	6. 
	If you are on a webpage or news article, you will see the details detected from the web page. You can add or amend the information. 

	7. 
	7. 
	Once you’re happy with the information, click on Save to RefWorks. 

	8. 
	8. 
	You can choose to import into a Folder at this stage or do so at a later stage. Click Import. 

	9. 
	9. 
	Your reference(s) will then be saved to RefWorks – click Go to Last Imported to view them. 
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	Note: Save to RefWorks does not work on all webpages as it relies on being able to read the underlying structure of the webpage. You may find you need to or using an alternative method if Save to RefWorks cannot import the references. 
	add references manually 

	Drag and drop PDFs 
	If you have PDF files of journal articles saved on your computer, you can add them to RefWorks and RefWorks will automatically find matching citation information where available. 
	1. 
	1. 
	1. 
	Find the PDF that you want to add to RefWorks on your computer. 

	2. 
	2. 
	Click on the relevant PDF and drag into the middle of the RefWorks screen until you see the blue circle appear. 

	3. 
	3. 
	Release the mouse button (drop the PDF). 

	4. 
	4. 
	RefWorks will find matching citation information (e.g., bibliographic details such as author, title, publication details) where available. 

	5. 
	5. 
	To verify that the citation is correct, click on the newly added reference. 

	6. 
	6. 
	The reference details will appear in the right-hand preview pane. 

	7. Click on the edit pencil icon if you need to amend the information. 
	Figure

	8. 
	8. 
	You can also add PDFs by clicking the +Add button at the top and clicking Upload document. You can then select the PDF you want to add to RefWorks. 


	Figure
	Note: RefWorks cannot find citation information for PDFs that you have made yourself (e.g., scanning a chapter from a book). 
	Adding a reference manually 
	You may need to add a reference manually to RefWorks, usually because the item you are referencing is non-standard e.g., a personal email or a nonpublished report. It’s always easier to find the reference online so you should look hard before deciding to add manually. 
	1. 
	1. 
	1. 
	In RefWorks, click +Add on the top left of the toolbar. 

	2. 
	2. 
	Click Create reference manually. 

	3. 
	3. 
	A box will open on the right of the screen with fields for you to fill in. Some of them contain suggestions/hints for filling in (in grey), which can be overtyped. 

	4. 
	4. 
	The Electronic Source box is automatically ticked. Untick the box if you have a print resource (e.g., a physical book). This will influence what is displayed in your bibliography. URLs will not be displayed if the Electronic Source box isn’t ticked. 


	Figure
	The default Ref Type is Journal Article – click on the drop-down menu to change to the type of reference you have e.g., Book, Web Page, Report. Selecting the correct Ref Type at this stage will influence which fields need to be completed and which information will be displayed in your bibliography. 
	Note! There are several different types of ‘Book’ – make sure you select the appropriate one: 
	Book = authored work 
	Book, Edited Collection = edited work 
	Books, Section = chapter within a book 
	5. 
	5. 
	5. 
	5. 
	Start filling in the title or paste in the DOI. Once you have started typing, you can use the 

	lightning symbol to show automatic suggestions at the bottom of the screen. 
	Figure


	6. 
	6. 
	If you find a match, clicking on the title or clicking Apply Changes will populate the form automatically. Check all the fields in your reference to make sure the information is correct. If you don’t want these suggestions, click on the X on the right of the blue suggestions bar at the bottom. 

	7. 
	7. 
	Fill in the author(s) in the format Last name, First name. Press enter after each author name (even if there is only one) to separate the names out into author tags. 

	8. 
	8. 
	Fill in the other fields with as much information as you have – even though not all citation styles use all of the available fields, you may find one day that you need to change to a style which does use them, so fill in as fully as possible. The automatically suggested fields are the minimum ones useful for a citation. 

	9. 
	9. 
	If you need to add additional fields or create a custom field (to record additional information) click Add more fields…. 

	10. 
	10. 
	Click Save at the bottom of the screen to save your reference. 


	Adding references from a Word or PDF document 
	RefWorks can detect references from a Word or PDF document – this may be a published journal article, a reading list, or an essay you have written. 
	Note: RefWorks is not 100% accurate at detecting references correctly – you will need to check the references it creates carefully. 
	It may miss some references completely (this is more common with non-journal articles, like books, book chapters, or reports). 
	1. In RefWorks, click +Add on the top left of the toolbar. 
	1. 
	1. 
	1. 
	Click Word or PDF. 

	2. 
	2. 
	Drag and drop the file, or click select a file from your computer, and select the file you want to use. 

	3. 
	3. 
	You can choose to import into a Folder at this stage or do so at a later stage. You can also choose to add the Word/PDF document itself as a reference to your RefWorks library (e.g., if it is a journal article). Click Import. 

	4. 
	4. 
	It may take several minutes for RefWorks to detect and import the references – only one request for this can be processed at a time. 


	5. Your references will be saved to RefWorks – click Go to Last Imported to view them. 
	Figure
	Editing references 
	Editing a reference and adding personal notes There are several reasons to edit your references in RefWorks. 
	• 
	• 
	• 
	Sometimes items exported from databases do not have the correct Ref Type. For example, a book may appear in RefWorks as a journal article. If the reference type is incorrect, the item will be cited incorrectly in your bibliographies. This is a particular problem with edited books exported from SOLO which appear in RefWorks with the reference type ‘book’ when they should have the reference type ‘book, edited collection’. This may seem like an inconsequential detail but if the reference type is incorrect, the

	• 
	• 
	Some databases do not export well and basic details such as author name, title or publication details will be missing, incomplete or incorrect. It is essential that you correct these errors so that any citations and bibliographies you create are correct. 

	• 
	• 
	The exported reference may not have as much detail as you would like. 

	• 
	• 
	You may wish to attach a PDF of an article to the reference, to keep your resources and references together. 


	Finding a reference in your RefWorks account 
	• 
	• 
	• 
	Find the reference that you need to edit in RefWorks. If you have recently added it, it will be in the Last Imported folder. If it’s not there, try searching for it in All References. 

	• 
	• 
	When you have found the reference, click on it. The details of the reference will appear on the right of your screen. 

	• 
	• 
	Click on the pencil icon on the top right corner of the reference to edit it. 


	Figure
	Editing basics You will then be able to edit the various fields in the reference. 
	• 
	• 
	• 
	First check the Ref Type is correct (e.g., if the item is an edited book, choose Book, edited collection. If it’s an article, choose Journal article is selected). You can change Ref Type by choosing from the dropdown menu. 

	• 
	• 
	Check the other fields in the record. You can edit any field by clicking in the field and typing. If you make any mistakes in your editing, click Undo before saving. 

	• 
	• 
	Any tags which are not needed can be removed by clicking the x next to each tag. 

	• 
	• 
	New fields can be added if required by scrolling to the bottom of the reference and clicking Add more fields… 


	Figure
	Adding notes, PDFs and other files 
	• 
	• 
	• 
	To add notes to your reference, scroll down in the reference editing window and click on the Notes field. You may add any notes you wish in this field. These are private to you and will not appear in any citations. 

	• 
	• 
	To add files to your reference, such as full text PDF articles/chapters or notes, click Add file(s) next to Attachments in the editing window. Search through the files on your computer and select the one you want to upload. 

	• 
	• 
	You can also add a PDF to a reference by dragging and dropping the file onto the editing panel – you will see a blue circle that says Drop file here. 

	• 
	• 
	References with PDFs attached to them will have a small paperclip icon and the name of the file underneath their details in the central RefWorks pane. 
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	Saving your changes When you are finished editing the reference, click on Save at the bottom of the reference editing window. If you make any mistakes in your editing, click Undo before saving. 
	Figure
	Finding Full-text PDFs When you click on a reference, you will sometimes see link under the title on the right-hand side, for Find full-text using link resolver or Find. Clicking Find will give you options to search for the full text using the DOI or PubMed ID. 
	Figure
	If you can’t find a PDF this way, you still have the option to click Find full-text using link resolver. 
	Figure
	This will open a new tab with a search in SOLO for the item. 
	Figure
	You may see options for online access or, for print books, their locations in Oxford’s libraries. 
	Sometimes, we do not have access to the item online or in print, in which case you will see options for placing an interlibrary request. 
	Note: You will still need to download the PDF from the journal/ebook website, and then add it to the reference in RefWorks (see ). 
	Adding notes, PDFs and other files
	Adding notes, PDFs and other files


	Search Databases option 
	There is an option in the left-hand navigation pane called Search Databases. 
	Figure
	This allows you to directly search a limited number of databases from within RefWorks. Some institutions configure this to search their library catalogue, but Oxford does not. 
	1. 
	1. 
	1. 
	Search for a catalogue or database in the drop-down menu, e.g., PubMed, and then enter search terms in the search box. 

	2. 
	2. 
	Use the tickboxes to select references to import. 

	3. 
	3. 
	Click Import to import references into the All References area, or click the page icon to choose folders to import them into. 


	Figure
	Note: due to the limited number of relevant databases, we don’t consider this function useful. 
	Deleting references 
	1. Use the tickboxes next to references to select which references to delete, or tick the Select all on this page box to select the whole page of references. 
	2. At the top, click the Delete or rubbish bin icon. 
	Figure
	3. 
	3. 
	3. 
	Choose Move Selected to Trash. 

	4. 
	4. 
	You can also drag and drop references into the Trash folder on the left-hand side. 


	Working with edited books and chapters Referencing styles treat books with authors (authored books), books with editors (edited books) and book chapters differently, so it is important to choose the correct reference type in RefWorks to ensure your formatted citations are correct. 
	When you add books to RefWorks, e.g. from SOLO, you need to check the Ref Type is correct. 
	• 
	• 
	• 
	Authored book: choose Book 

	• 
	• 
	Edited book: choose Book, Edited Collection 

	• 
	• 
	Chapter within an edited book: choose Books, Section 


	You do not need to cite individual chapters of authored books. 
	Authored books When you import a book from SOLO, it will usually assume that the book is an authored book and RefWorks will have the reference type Book. For authored books, this is fine and you do not need to make any changes. 
	Edited books When you import an edited book from SOLO, RefWorks will usually still assume that it is an authored book and incorrectly give it the Ref Type. 
	Imagine you have exported from SOLO to RefWorks the book Reimagining Shakespeare education: teaching and learning through collaboration edited by L. E. Semler. 
	Figure
	1. 
	1. 
	1. 
	In RefWorks, change the reference type from Book to Book, Edited Collection, by clicking the pencil icon in the top-right and choosing from the Ref Type drop-down menu. 

	2. 
	2. 
	The Authors field has automatically changed to Editors and the same names are there, so you do not need to add them. Check the other details are correct and click Save at 


	Figure
	the bottom of the screen. 
	Figure
	Book chapters 
	1. 
	1. 
	1. 
	To add a book chapter from an edited book, first import or add the details of the whole book, e.g., from SOLO. 

	2. 
	2. 
	Click the pencil icon to edit the reference and change Ref Type to Books, Section. 

	3. 
	3. 
	You now need to move the book title from Section Title to Book Title and manually add the chapter title to Section Title. 

	4. 
	4. 
	You also need to move the editors of the book from Authors to Editors and manually add the chapter author(s). You can click each editor’s name and cut and paste it, or type it in manually. 

	5. 
	5. 
	The last thing to do is to check the other details and add the page range for the chapter in Pages. 


	Figure
	You should make certain you also have an entry for the edited book itself, as well as any other sections you cite, as both are likely to be needed for your bibliography. 
	Organising references Using Folders You can organise references within your RefWorks account by using the Folder options. Creating folders 
	1. 
	1. 
	1. 
	Click on My Folders from the menu on the left-hand side of your screen. 

	2. 
	2. 
	Click on +Add folder. 


	Figure
	3. Give your folder a name and click Save. 
	Figure
	4. 
	4. 
	4. 
	You can also create subfolders of a folder by click the three dots next to a folder and choosing Add subfolder… 

	5. 
	5. 
	You can also manage your folders (deleting, adding subfolders, renaming folders) using the Manage Folders button. 


	Figure
	Adding references to folders 
	1. 
	1. 
	1. 
	Select the references you want to file (you can see all your references by clicking the All References option on the left-hand side) by clicking the box next to the relevant references. Click on Select all on this page if you want to transfer all references on a page. 

	2. 
	2. 
	Click the document icon Assign at the top of the screen. 

	3. 
	3. 
	Click the box next to the appropriate folder and click Apply. You can tick several boxes to include the references in multiple folders (this does not duplicate the references). 

	4. 
	4. 
	You will get confirmation at the top of the screen that references have been transferred to the selected folder. 

	5. 
	5. 
	Alternatively, you can drag and drop references into a folder. 

	6. 
	6. 
	Click on My Folders from the menu on the left-hand side of your screen. 

	7. 
	7. 
	Your list of folders will be displayed. 

	8. 
	8. 
	Click on one or more references and drag across to the appropriate folder. 

	9. 
	9. 
	You can see which folder or folders a reference is in by the folder icons underneath it in the central RefWorks pane. 

	10. 
	10. 
	All references will always appear in the All References area. 
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	Note: If you aren’t sure whether you have references which aren’t in folders, you can click My Folders and then click the Not in Folder option. This will bring up a list of all references which are currently unfiled. 
	Removing references from a folder 
	1. 
	1. 
	1. 
	To remove references from a folder, click on the folder and use the tickboxes to select the references you want to remove. 

	2. 
	2. 
	Click Delete or the rubbish bin icon. 

	3. 
	3. 
	Select Remove from folder. 


	Figure
	The references will only be removed from the folder, not deleted. They will still appear in the All References area and any other folders you have put them into (or the Not in Folder area). 
	Using Tags 
	Note: The tags functionality in RefWorks can be unreliable – if you find that no tags are appearing, you may need to wait a few minutes or refresh the page. We recommend you use Folders to organise your references, rather than tags. 
	Tags are another way to organise your references. If you click the Tags icon on the left-hand navigation pane, you will probably find that there are already tags there. 
	Figure
	This is because many of the sources of references (including SOLO) have tags attached, and these are imported with the references. 
	Turning off importing tags You can turn off this importing of tags from SOLO and other sources at the import screen, by unticking the box next to Import tags from database. 
	Figure
	Adding tags To add a tag to a reference: 
	1. Click the pencil icon to edit the reference. 
	2. Scroll down to the Tags field. 
	Figure
	3. 
	3. 
	3. 
	Type the name of the tag you want to add and press Enter/Return. 

	4. 
	4. 
	You can also delete tags here by erasing them from the Tags field. 

	5. 
	5. 
	Click Save at the bottom. 


	References with tags will have a little tag icon and the name of the tags under their details in the central RefWorks pane. 
	Figure
	To add tags to multiple references: 
	1. 
	1. 
	1. 
	Use the tickboxes to select your references. 

	2. 
	2. 
	Click the Add Tags icon at the top of the screen. 

	3. 
	3. 
	Use the tickboxes in the list of tags to add existing tags to the references, or type in the Search for tags box and click Create tag for to make a new tag. 

	4. 
	4. 
	You can also use the tickboxes to remove tags from multiple references at once. 
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	Viewing references by tags To see all references with a particular tag, click the Tags option on the left-hand navigation pane, and click the name of the tag you want to view. 
	All references with this tag will be displayed. 
	To delete a tag from the left-hand list, you will need to delete the tag from all the references with it (see above). 
	You may then need to wait a few minutes or refresh the page for it to be removed from the list. 
	Using Projects 
	Usually, all your RefWorks references are stored in one place, called the Default project, and you can always see the full list by clicking All References. 
	However, sometimes you may want to keep a piece of work completely separate from other references, for example if you are undertaking a systematic review, or want to collaborate with a team using RefWorks. 
	You can create different Projects which are completely separate from each other. 
	1. Click the down arrow next to Default project at the top of the screen. 
	Figure
	2. 
	2. 
	2. 
	Click Manage projects… 

	3. 
	3. 
	Click the Create a new Project button and give it a name. 

	4. 
	4. 
	Click Save. 

	5. 
	5. 
	Click your new project in the list. Your RefWorks library for this project will display (it will be empty to begin with). 

	6. 
	6. 
	The name of the current project is shown at the top. You can swap between projects by clicking the down arrow. 

	7. 
	7. 
	You can rename, share or delete projects by clicking the down arrow and clicking 
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	Manage projects… 
	Sharing Folders and Projects 
	Sharing Folders You can share a folder of references in your RefWorks library with another RefWorks user or make the folder available for everybody at the University of Oxford. You can also share a Public URL with anybody which gives them read-only access to the folder. 
	Choosing a folder to share 
	1. 
	1. 
	1. 
	Click My Folders on the left of the RefWorks screen. 

	2. 
	2. 
	Identify the folder you wish to share and then click the three dots on the right and choose Share folder. 

	3. 
	3. 
	A new box will appear showing the sharing options selected for the current folder. 

	4. 
	4. 
	Click on Settings for. You can then choose to share the folder only with specific people or have it available for anybody at the University of Oxford to find and view. 

	5. 
	5. 
	Clicking on Public URL will allow you to create a URL which you can send to people. They will only be able to view the contents of the folder, not edit or change them. 

	6. 
	6. 
	Clicking on Shared with allows you to make your folder available only to particular people who are also RefWorks users. You can also specify the level of access each person has to the folder: Can read – allows another individual to view but not change references in the shared folder Can annotate – allows another individual to add additional notes to references but not modify or delete the references themselves Can modify – allows another individual to edit the references in the shared folder 

	7. 
	7. 
	To invite somebody to join your shared folder, type in their email address (this must be the email address associated with the other person’s RefWorks account) and choose what level of editing access they can have to the shared folder using the dropdown menu. 

	8. 
	8. 
	When you have completed setting your sharing options, click the blue ‘Share Folder’ button at the bottom of the window. 

	9. 
	9. 
	If you have invited a person to share your folder, they will receive a notification by email and will be able to see the shared folder in their RefWorks library. 
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	How to turn off folder sharing 
	If you wish to turn off the sharing for a folder you can either restrict sharing for the whole folder or remove particular individuals. 
	Find the folder you wish to alter sharing options for, click the three dots to the right of the folder name and choose the Sharing settings option. 
	Figure
	If you have previously chosen to share the folder with anyone at Oxford, simply change the sharing option to Only invited people may access. RefWorks will warn you that access to the shared folder will be removed for anybody who has added the shared folder to their RefWorks library. Confirm this warning message if you wish to continue. 
	If you have shared your folder with specific individuals you can remove access for a specific person or for everybody. 
	To remove an individual, open the Shared with options. You will see a list of all the people who share the folder. Click X Remove to remove their access. 
	To remove access for everybody, simply click Unshare Folder button at the bottom of the Sharing Settings window. 
	Accessing a shared folder 
	If another person has shared a folder with you, you will receive an invitation via email. A notification will also appear under the Sharing section on the left-hand side of the RefWorks screen. 
	Once you have accepted the invitation, you will see the shared folder appear under the Sharing section of your RefWorks library. 
	Figure
	You can also browse all folders that have been shared with everybody at the University of Oxford. 
	1. 
	1. 
	1. 
	Click on Sharing on the left of the main RefWorks screen. From the options that open, click on Folders at University of Oxford. 

	2. 
	2. 
	A list of available folders will appear along with details of each folder’s owner. To join a particular folder, click on the grey Join button to the right of each folder. 

	3. 
	3. 
	The folder will appear under the Sharing section of your RefWorks library. 

	4. 
	4. 
	To remove a shared folder from your library, find the folder you don’t want and click on the three dots. 

	5. 
	5. 
	From the options that appear, choose Leave shared folder. RefWorks will ask you to confirm that you no longer want to have access to the shared folder. 
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	Sharing Projects You can share an entire project with other users, but they must also have a RefWorks subscription. 
	1. Click the down arrow next to the name of your current project. 
	2. Click Share this Project. 
	Figure
	3. 
	3. 
	3. 
	Enter the email addresses of the users you want to share with. 

	4. 
	4. 
	Click Done. 

	5. 
	5. 
	All users will be able to modify references and folders within the project. 

	6. 
	6. 
	You can also use this screen to unshare or remove users from a project. 
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	Finding and deleting duplicate references 
	RefWorks offer the functionality to search your references for duplicate entries. This might happen if you import the same reference on multiple occasions. 
	If you do not remove the duplicate reference it may appear in your bibliography twice, so it is important to remove additional entries. 
	1. 
	1. 
	1. 
	To find and remove any duplicates click Tools (or the spanner icon) and click Find duplicates. 

	2. 
	2. 
	You can also click Duplicates and Find duplicates on the left-hand navigation pane. 

	3. 
	3. 
	If you are in All References, RefWorks will automatically search for duplicates in all of your references. If you are in one of your folders when you click Find duplicates, you will be asked whether you would like to find duplicates in all references or in a single folder or subfolders. 

	4. 
	4. 
	You can decide the primary reference that RefWorks will keep – this can be the most complete reference, the oldest or newest. You will be able to override this for particular references if you wish to. 

	5. 
	5. 
	Next, decide on the matching settings. You can choose between References must match exactly and References that are similar (we recommend choosing References that are similar as different databases may format titles and author names slightly differently). 

	6. 
	6. 
	You can also choose which fields RefWorks will look at to find duplicates. The default is Title, Author and Year but you could also consider Journal Title and DOI. 

	7. 
	7. 
	Click Find Duplicates. 

	8. 
	8. 
	You will get a message telling you that deduplication has started. 

	9. 
	9. 
	RefWorks will run the deduplication in the background and you can continue working while it runs. Depending on the number of references it is working on, this could take a few minutes. When it is finished, you will see a green button on the left-hand side saying 
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	Process completed. Click this to view the results. 
	10. 
	10. 
	10. 
	RefWorks will then show you any duplicate references and you will be able to delete those you do not wish to keep. RefWorks uses the setting you chose earlier (completest, 

	11. 
	11. 
	When you are happy that you can delete the ticked references, click Delete and choose Move Selected to Trash or Move All Duplicates to Trash. 


	oldest, or newest) to determine which version it will keep, but you can use the tickboxes to delete a different version if you prefer. 
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	Creating bibliographies in Word or Google Docs 
	RefWorks enables you to insert references from your account into word-processed documents. RefWorks is compatible with Microsoft Word, on Windows and Mac computers, and Google Docs. You will need to install a piece of software into the word processor so that it can connect to RefWorks. Instructions on how to install this and insert references into your document are outlined below. 
	Using RefWorks with Microsoft Word 
	Installing RefWorks Citation Manager (RCM) in Word 
	1. Open a Word document. 
	2. Click on File -> Get Add-ins. 
	Figure
	If this is not an option, try File -> Account -> Get Add-ins. 
	Figure
	3. 
	3. 
	3. 
	Alternatively, use the search bar at the top of Word to search for Add-ins and click Get Add-ins. 

	4. 
	4. 
	Search for RefWorks. Click Add next to RefWorks Citation Manager. Ignore RefWorks – RCM – this is an old add-in that is no longer supported. 

	5. 
	5. 
	If you don’t see Refworks Citation Manager come up, try clicking the Admin Managed tab in the dialogue box where you will hopefully find the add-in. 

	6. 
	6. 
	After you install RefWorks Citation Manager, you can open it by clicking RCM in the ribbon at the top of Word and clicking RefWorks Citation Manager. 

	7. 
	7. 
	RefWorks Citation Manager will appear on the right-hand side of Word. Log in with your RefWorks username and password. 
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	Choosing a citation style 
	1. Click on the menu icon at the top of the RCM pane and choose Citation style to select the appropriate style for your work. 
	Figure
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	2. Click the current citation style and use the search bar to search for the style you want. 
	Figure
	3. 
	3. 
	3. 
	You should untick the box next to Include CSL styles – these are crowdsourced and may not work correctly. 

	4. 
	4. 
	You can use the star icons to add styles to your favourites. 


	Inserting citations (author-date style) 
	1. 
	1. 
	1. 
	Place your cursor in your Word document at the point where you would like to insert a citation. 

	2. 
	2. 
	Find the item you wish to cite in RCM. You can browse your folders or collections or search using keywords. 

	3. 
	3. 
	Once you have found the correct reference, click on the double quotation mark icon to insert the reference into the text. 

	4. 
	4. 
	You can use the tickboxes to select several references to cite simultaneously. 
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	Adding page numbers or suppressing the author/date 
	1. 
	1. 
	1. 
	To add page numbers when you insert a citation, find the reference in RCM and click on the pencil icon instead of the double quotation mark icon. 

	2. 
	2. 
	To add page numbers to a citation you have already inserted, click the My Citations tab within the RCM pane on the right and select the reference you want to adjust by hovering over it and clicking the pencil icon. 

	3. 
	3. 
	To add a page number, tick the top tickbox and make sure Page is selected. Type the page number into the Value box. 

	4. 
	4. 
	4. 
	Some citation styles do not support values such as page numbers in the citation. If the value does not appear, enter the page number in the Suffix box.  You will need to enter a space first (so that there is a gap between the rest of the citation and the page number). Then add the page number using the abbreviations used by your citation style 

	e.g. p. 65 or pp. 65-67. 

	5. 
	5. 
	You can also use this section to add a Prefix, for example, if you want your citation to read “see…” 

	6. 
	6. 
	When using an author-date style you can choose to hide the author’s name or year if you have already mentioned these in the main text e.g., If your sentence reads “Brown established…”, you may want to hide the author’s name from the citation so that it is not repeated and reads “Brown established…(1984)". If so, untick Include Author. Similarly, you can untick Include Date if your sentence has already included the date. 

	7. 
	7. 
	You can preview your citation at the top of the dialogue box. 

	8. 
	8. 
	When you are ready, click Insert Citation or Update Citation. 
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	Inserting citations (footnote styles) 
	1. 
	1. 
	1. 
	Choose an appropriate citation style by clicking the menu icon in the RCM pane followed by Citation style, for example Chicago 18Edition (Notes & Bibliography). 
	th 


	2. 
	2. 
	Tick the box next to Format for footnotes. If you do not do this, your citation will appear as footnotes but in author-date style. 

	3. 
	3. 
	At the point in your document where you wish to insert a citation, in Word choose References and then Insert Footnote. This will add a superscript number to your document and take your cursor to the bottom of the page. 

	4. 
	4. 
	With your cursor in the footnote at the bottom of the page, Find the reference you want to cite in the RCM pane. Choose the “ icon (Cite), or if you need to add page numbers etc. choose the pencil icon (Edit). 
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	Generating a bibliography in Word 
	1. 
	1. 
	1. 
	Choose where you would like your bibliography and create a title or heading for it. Leave the cursor where you want to insert it. 

	2. Click the menu icon. 
	Figure

	3. 
	3. 
	Click the slider icon next to Bibliography: Off to turn it to Bibliography: On. 

	4. 
	4. 
	A bibliography will be inserted into your document. To refresh any changes, click the Refresh and update button at any time. 
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	Using RefWorks with Google Docs Installing RefWorks Citation Manager in Google Docs 
	1. 
	1. 
	1. 
	In RefWorks, click Tools and Extensions & Add-ons. 

	2. 
	2. 
	Under RefWorks writing tools, click the Google Docs tab. 
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	3. Click the blue button Get the Add-on. 
	4. 
	4. 
	4. 
	The Google Workspace Marketplace will open at the RefWorks Citation Manager page. Click Install. 

	5. 
	5. 
	Click Continue to give permission, sign into your Google account, and allow RefWorks Citation Manager to access it. 

	6. 
	6. 
	Open a Google Doc 
	() 
	https://docs.google.com/



	7. 
	7. 
	Under Extensions, you should now see RefWorks Citation Manager. Click Manage 
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	citations. 
	8. A RefWorks pane should appear at the right-hand side of the document. Log in with your username and password. 
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	Choosing a citation style 
	1. 
	1. 
	1. 
	Click on the current citation style at the top of the RCM pane. 

	2. 
	2. 
	Use the search bar to search for the style you want, click it, and click Apply style. 

	3. 
	3. 
	You can use the star icons to add styles to your favourites. 
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	Inserting citations (author-date style) 
	5. 
	5. 
	5. 
	Place your cursor in your Google Doc at the point where you would like to insert a citation. 

	6. 
	6. 
	Find the item you wish to cite in RCM. You can browse your folders or collections or search using keywords. 

	7. 
	7. 
	Tick the box next to the item you want. You can use the tickboxes to select several references to cite simultaneously. 

	8. 
	8. 
	Click Insert citation. 
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	9. After a moment, the citation will be inserted into the text. 
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	Adding page numbers or suppressing the author/date 
	1. 
	1. 
	1. 
	To add page numbers to a citation you have already inserted, click the My Citations tab within the pane on the right. 

	2. 
	2. 
	Hover over the citation you want to change, and click the pencil icon. 

	3. 
	3. 
	To add a page number, tick the top tickbox and make sure Page is selected. Type the page number into the Value box. 

	4. 
	4. 
	4. 
	Some citation styles do not support values such as page numbers in the citation. If the value does not appear, enter the page number in the Suffix box.  You will need to enter a space first (so that there is a gap between the rest of the citation and the page number). Then add the page number using the abbreviations used by your citation style 

	e.g. p. 65 or pp. 65-67. 

	5. 
	5. 
	You can also use this section to add a Prefix, for example, if you want your citation to read “see…” 

	6. 
	6. 
	When using an author-date style you can choose to hide the author’s name or year if you have already mentioned these in the main text e.g., If your sentence reads “Brown established…”, you may want to hide the author’s name from the citation so that it is not repeated and reads “Brown established…(1984)". If so, untick Include Author. Similarly, you can untick Include Date if your sentence has already included the date. 

	7. 
	7. 
	You can preview your citation at the top of the dialogue box. 

	8. 
	8. 
	When you are ready, click Update Citation. 
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	Inserting citations (footnote styles) 
	1. 
	1. 
	1. 
	Choose an appropriate citation style by clicking the citation style in the RCM pane, for example Chicago 18Edition (Notes & Bibliography). 
	th 


	2. 
	2. 
	Tick the box next to Format for footnotes. If you do not do this, your citation will appear as footnotes but in author-date style. 

	3. 
	3. 
	At the point in your document where you wish to insert a citation, click Insert -> Page elements -> Footnote, or CTRL+ALT+F. This will add a superscript number to your document and take your cursor to the bottom of the page. 
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	4. Find the item you wish to cite in RefWorks Citation Manager and tick the box next to it. 
	Figure
	5. 
	5. 
	5. 
	Click Insert citation. 

	6. 
	6. 
	After a moment, the citation will be inserted as a footnote at the bottom of the text. 
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	Generating a bibliography in Google Docs 
	1. 
	1. 
	1. 
	Choose where you would like your bibliography and create a title or heading for it. Leave the cursor where you want to insert it. 

	2. Click the menu icon. 
	Figure

	3. 
	3. 
	Click the slider icon next to Bibliography: Off to turn it to Bibliography: On. 

	4. 
	4. 
	A bibliography will be inserted into your document. To refresh any changes, click the Refresh and Update button at any time. 
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	Changing between citation styles 
	An advantage to using RefWorks is that you can change the citation style of a document, for example, if you are submitting an article to different journals. 
	1. 
	1. 
	1. 
	Click the current citation style in RefWorks Citation Manager. 

	2. 
	2. 
	Search for the citation style you want to use and click Update (Word) or Apply style (Google Docs). 

	3. 
	3. 
	RefWorks will re-format your citations and bibliography to the new style. You may need to check this and correct any errors. 


	Note: RefWorks is not generally able to change between footnote and author-date citation styles, due to limitations in how it interacts with Word/Google Docs. 
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	to Vancouver citation style: 
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	Correcting mistakes in your references 
	If you spot an error with a reference (a typo or missing information), it is tempting to correct it in Word. However, these changes will be lost if you update your references or cite that source again elsewhere. 
	Instead, correct the error in RefWorks, and then click Refresh and update to refresh your Word document. 
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	Creating a plain-text reference list in RefWorks 
	Whilst generating a bibliography automatically in Word using RefWorks Citation Manager will provide a list of all works cited in your document, you may want to provide a list of all works you have read, not just those cited. This can be achieved in RefWorks. 
	If you have been adding your references to a particular folder in RefWorks as you imported them, it is very easy to create a bibliography of everything in the folder. You might do this to create a reference list with separate sections, such as primary and secondary sources. 
	1. Select the items you want to add to your reference list using the tick boxes. Alternatively, if you want to create a reference list of all the items in a folder, go to the My Folders dropdown menu on the left and click on the folder you wish to use. 
	2. Click Create Bibliography at the top of the list and choose Create bibliography. 
	Figure
	3. 
	3. 
	3. 
	A reference list of your chosen items/folder will appear. This will be formatted either in the default citation style or if you have used Create Bibliography before, in the style you most recently used. 

	4. 
	4. 
	You can choose another style from the drop-down menu above the bibliography. 

	5. 
	5. 
	To copy and paste the reference list into a word-processed document, email or other application, click Copy to Clipboard on the right. Then paste it into Word or another application. 
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	Note: This reference list is not connected to your in-text references or to RefWorks. If you correct your references in RefWorks, you will need to manually change your reference list too. 
	RefWorks academic integrity and writing tools 
	RefWorks has recently added two new tools: a Plagiarism and AI content checker tool (powered by Copyleaks), and the Paperpal Preflight Pre-submission Check Tool. 
	Note: You should exercise caution when using either of these tools, as the accuracy and reliability of AI content detectors is questionable. They may detect false positives (incorrectly saying that AI has been used when it hasn’t) based on writing style. For information, see 
	https://www.insidehighered.com/news/tech-innovation/artificial
	https://www.insidehighered.com/news/tech-innovation/artificial
	https://www.insidehighered.com/news/tech-innovation/artificial
	-



	and 
	intelligence/2024/02/09/professors-proceed-caution-using-ai 
	intelligence/2024/02/09/professors-proceed-caution-using-ai 

	https://lawlibguides.sandiego.edu/c.php?g=1443311&p=10721367 
	https://lawlibguides.sandiego.edu/c.php?g=1443311&p=10721367 


	Plagiarism and AI content checker tool 
	is an online plagiarism and AI content detection tool that uses machine learning and natural language processing to compare submitted content with a large database of online sources. 
	Copyleaks 
	Copyleaks 


	This tool allows users to check if their manuscript contains plagiarized & AI generated content; it searches across a multitude of resources for each scan, including 16,000+ open-access journals, 1M+ internal documents and 20+ code data repositories. 
	You can upload a file to RefWorks and receive a report. You are limited to 10,000 words or 40 credits of 250 words per month. 
	This tool is a Pilot and may be removed from RefWorks in the future. 
	For more information, see the . 
	Knowledge Center article on the Plagiarism and AI content 
	Knowledge Center article on the Plagiarism and AI content 
	checker


	Paperpal Preflight Pre-submission Check Tool 
	is accessible in RefWorks Citation Manager (RCM) for and . 
	RefWorks Paperpal Preflight tool 
	RefWorks Paperpal Preflight tool 

	Word 
	Word 

	Google Docs
	Google Docs


	It is a free tool provided by RefWorks in collaboration with Paperpal. Paperpal’s Preflight tool checks writing for language, grammar, readability and academic vocabulary. 
	You can upload your document and receive a report. 
	For more information, see the 
	. 
	Knowledge Center article on Paperpal


	Further help with RefWorks 
	Email the reference management helpline, supported by Bodleian Libraries and IT Services staff: 
	reference-management@bodleian.ox.ac.uk 
	reference-management@bodleian.ox.ac.uk 


	See the Managing your References online guide: 
	https://libguides.bodleian.ox.ac.uk/reference-management 
	https://libguides.bodleian.ox.ac.uk/reference-management 
	https://libguides.bodleian.ox.ac.uk/reference-management 


	Submit a case to RefWorks: 
	https://support.proquest.com/s/submit-a-case 
	https://support.proquest.com/s/submit-a-case 
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	Search the Knowledge Center: 
	https://knowledge.exlibrisgroup.com/refworks 
	https://knowledge.exlibrisgroup.com/refworks 








