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Refworks is an online reference management system.
RefWorks

The Legacy version will cease in July 2017, being replaced
with new Refworks. They are entirely different systems and
you can have an account in each but if you are setting up a
new account we would recommend that you do it in New
Refworks at http://refworks.proguest.com

ProQuest”
= RefWorks


http://refworks.proquest.com/

Getting started with Legacy Refworks

nb. In the most recent (10" edn.) of Cite them Right all ebooks and
ejournal articles are referenced in the same manner as print books
and print journal articles.

¢ Find RefWorks in the Eresources A to Z list.
http://my.cumbria.ac.uk/StudentLife/Learning/Resources/Eresources/RefWorks.aspx

e Chose the Legacy version and Log in with your network username and password.

e Complete the registration details.

Collecting References

The next step is to start collecting your references.
There are 2 ways to import references into RefWorks — Manual and Direct

Direct import from OneSearch

1. Run your search. In the record you want to add click on View it or Details to access
the Actions menu on the right.

7 X
Add to e-She
Six ways of experiencing infq E-mail B
_ phenomenographic study Print P
A Forster, Marc. Permalink &
_ Murse Education Today, January Citati
Aticle information literacy and the evids fLation
must be a key... Introduction Infi EasyBib
@ Full text available EndMote
. _ RefiWorks
View It | Details Delicious m
Open source in a new window Export RIS

2. In the Action menu select Refworks

3. If you have a New Refworks account as well you will be asked which one you want
to use. Select Legacy

PN \ ) 5 ProQuest
&y RefWorks RefWorks

OR

Export to legacy RefWorks Export to the new
RefWorks

4. Refworks will open in another Tab (You may have to log in off campus — remember
to use the Institutional/Shibboleth link, not the obvious login box)

5. Refworks always imports your references into a “Last imported folder” with an option
to Check for duplicates and View the folder.


http://my.cumbria.ac.uk/StudentLife/Learning/Resources/Eresources/RefWorks.aspx

6. If you want to import several items at once you can create a list in OneSearch and
import the list.

7. First use the star to add your item to your “eshelf”.

them right : the essential referencing guide
pard Pears:Graham J. Shields:2016:Tenth revised and &
@ Available at Lancaster Library Lending Collection {371.

Book Get It Details Virtual Browse

8. Access the eshelf, select the books and “Push to Refworks”.

Basket 3% E-mail Rrint Fush to RefWorks] ¥ |
Type Author Title Added

Article Chenery-Morrs, Sam Academic writing 16/09/16

Article Lambert, Pirjo ; Leinonen, Rauni PROJECT-RELATED WRITING IN HI... 16/09/16

Book Richard Pears Cite them right : the essential refere... 16/09/16

Direct import from Ebsco databases such as CINAHL, Education Source and
Academic Source Complete.

1. Carry out a search on your research topic. Select a few articles that might be
useful by clicking on the Folder icons. View your Folder to see the list

ublications Subject Terms Cited References More - Signin & Folder

Searching: Academic Search Complete Choose Databases

information literacy Select a Field (optional) + Search Create Alert
AND - | | adult learners Select a Field {optional) ~
AND Select a Field {optional) ~

BasicSearch Advanced Search  Search History »

ults Search Results: 1-25 of 25 Relevance =  Page Options »
ch 1. Information Literacy and Adult Learners. Jsi
By: Rapchak, Marcia E.; Lewis, Leslie A; Motyka, Julie K_; Balmert, Margaret. Adult Learning. Mowv2015, Vol. 26 Issue 4,
ase: p135-142. 8p. DOL 10.1177/1045159515584155.
wacy AMD Information literacy (IL) skills are essential for adult learners in higher education, especially those unfamiliar with
Academic information systems. Citing a lack of literature assessing such skills in adult...
Journal

Subjects: INFORMATION literacy; ADULT students; HIGHER education; ADULT education research; UNDERGRADUATES

2. Tick the items you want to export to Refworks and select the Export icon

Articles
1-1of1 Page: 1
[V Select [ deselect all | | Delete Items
T 1. Information literacy skill development and life long learning:
exploring nursing students' and academics' understandings. $=1
— (includes abstract); Mayda R; Rankin E; Australian Journal of Advanced Mursing,
Hfi'z'c 2008 Dec; 26 (2): 27-33 (journal article - research, tables/charts) ISSN: 0813-
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3. Select the “Direct Export to Refworks” option and Save.

MNumber of items to be saved: 1

I Remove these items from folder after sgyise
Save Save citations to a file formatted for:

T Direct Export to EndMote, ProCite, CITAVI, or Reference
Manager

Direct Export to EndMote Wehb

Generic bibliographic management software

Citations in XML format

Citations in Bib TeX format

Citations in MARC21 format

Direct Export to RefWworks

CeNe le e le!

6. Go back to your RefWorks window and you will find that your selected references
have been imported. Click on “View last imported folder” to see them. Results are
always imported into the “Last imported folder”.

Creating folders and moving records

You can create new folders and then use the “Organize & share folders” tab to move

your records around.
‘ | Search your RefiWorks database |¢ﬁ - Searn

o New Folder Create Bibliography () New Reference

References = Last Imported

References 1 Organize & |
Refersnces to Use / - ﬁ B Sort by Change View
% Selected I Page © All in List -0 g = Authors, Primary LI Standard View LI
r RefIlD 129 Journal Aricle Reference 1 of 1 e oy

Authors l-Ja-.-'cIa.R.EE;Ranl:in.E.

Title  Information literacy skill development and life long learning: exploring nursing students’ and academics’ understandings
Source  Aust.)AdvMurs., 2008, 26, 2, 27-33

P I . 1 mmb Vi m b e

No system is fool proof and you should check that it has imported the correct details as
you go along. Also if you want the record to display as an electronic source instead of a
print source you will need to select this option in the edit screen and add the details that
you would need to reference it correctly — eg. The URL and date accessed.

See Cite Them Right for more details.

Editing records

Make sure you are in the “standard view” to access the “edit” option (the pencil)

N\
| Search your Ref‘.ﬁqus database |‘€ﬂ -5 Searc

o Mew Folder Create Bibliography @ Mew Reference

References > Last Iimported

References | | arganize & Share Folders
References to Uss 3 - Sort by \ Changs View
= P — e v - | x| & Authors, Primary =1 Standard View \;[ ‘
— RefID 129 Journal Article Reference 1 of 1 A vy
Authors  Mavda RFR RankinE.
Title Information literacy skill development and life long learning: exploring nursing students” and academics’ understandings

Source AustdAdv MNurs., 2008, 26, 2, 27-33
Folders Last Imported;

@



1. Select Cite them right
in “View fields used by”

ReflD: 40

Fields used by | Cite them right

and Reference Type |Journal Article =

2. Make sure RefWorks
has picked up the correct
source type e.g. Journal
article

7| @ About this style

This will then display and populate the fields used by Cite them right.

nb. In the most recent (10" edn.) of Cite them Right all ebooks and ejournal
articles are referenced in the same way as print books and journal articles.

Edit Reference
Pub Year: 2uuY

Selef

Periodical, Full: Journal of clinical nursing
Volume: 18
Issue: 8

Start Page: 1085

Other Pages: 1095
Links: http://search_ebscohost. com/login_aspx?direct=true&db=a9h&AN=36816773

DOl

Database: Academic Search Complete

Retrieved Date: 11th January 2010

Add to folder Select a folder. 5

/ Browse
Source Type: © print @ Elecironic

Output Language: Unknown j

ejournals test [[g

Attachments

¥ Additional Fields

Periodical, Abbrev: J_Clin.Nurs.
Pub Date Free Form: 04/15

&= Prev =% Next

[} Duplicate

[E save Reference

To Specify whether a source is
electronic or Print scroll down
and open the Additional fields
option.

In here further down you will
also be able to add your own
notes.

(@ Save & Add New

A
[

Refworks editing tips (these are all to ensure your Reference List is produced in

Cite them Right format):

e The author field should be Surname, First Name. If these appear in the wrong

order, change them around.

e [f you have a source with multiple authors, these need to be separated with semi-

colons.

e |[f the book has an edition, you just need the number e.g. 2 (Refworks puts in the

rest)

e For the place of publication, check that it is a city (usually London for Great

Britain) and not just GB.

e Check the Start and finish page numbers have not also brought across the

number of pages as well.

e Journal articles do not need a DOI, Link, Database, or Retrieved Date and should

be print.

5. SAVE the reference.



To manually imput a record

&) New Reference
Choose

you can input all the details.

This will take you to a blank version of the record above so

There are currently problems adding text to

manual records in Internet Explorer 9.

L

To resolve this select the compatibility

5272622 40smssioRrar S

5| X I;f Goog

da

button on your browser bar.

Creating a bibliography.

Contribute Fost to Elog

X Oy v

If you have created assignment specific folders Refworks can turn a folder into a

bibliography.

® RefWorks

University of Cumbria
Welcome, Trudy Purkiss.

Search Your Database

_g New Folder E Create Bibliography (2 New Reference

References » [|Gov publlcatlon\

References || Organize & Share Folders \

References to Use N Sort by, Change View
@ seieams | Orege . Omimua |9 7 O XSS Ao, Primary ard View =]
E RefID 270 Journal, Electronic Reference 1 of 5 5| 'y
Authors  Great Britain. Department of Health
Title Saving lives: Our healthier nattion
Source 1999, 10th April 2013
Folders Gov publications;
@
E ReflD 271 Journal Article Reference 2 of 5 AR 4
Authors  Greal Britain. Department of Health
Source Saving Lives: Our healthier nation., 1999
Folders Gov publications;

(&

You will get this pop up menu.

Create a bibliography from a list of references

References to Include From = Gov publications

ou can selectad ent folder the Tolder area 1o the ngnt o

Select an Output Style | Cite them right

Rich Text Format(RTF)

Select a File Type [HTML [~]
Text
a bib HTML bibliography ip@#€ad of crea

w 850

© Selected (0) © Page (5)_S-
[=]

5

[5 create Bibliography

[ + search |
Announcemenis
Resources a
Support Center
6o First select your folder.
Folders a
r My List =l

NotIn Folder

(47) ‘

Then Create bibliography

cochrane (3)
(0

ejournals test (6)

distance

Gov publications

5)

Select “Cite Them Right” as the
output style.

Select the File type you want.
Word will allow you to copy and
paste the list onto the end of your
assignment.

Create your bibliography.

4

Refworks will create your bibliography, which you can then copy and paste onto the end

of your assignment.



Using Refworks to create a reference list
(for articles that you have cited in your essay)

Another way to do this is to use Refworks to put the citations into your assignment as
you go along. It will then create a reference list from your citations. It is only possible to
do this on your own computer as it requires a free Plugin (Write-N-Cite4) which you
need to download from the Tools menu within Refworks.

) Ret W

Tools

Write-N-Cite

RefGrab-It

& New Folder | | [ Create Bibliography | | @ NewR
£ BRackup & Restore
1 References > All References

2. You will get an option to download a 32 bit or 64 bit version. This depends on your
own computer, you can check which at this site

http://www.howtogeek.com/howto/24259/beginner-discover-if-youre-running-the-32-or-64-
bit-version-of-office-2010/

3. Open up a word document - Once downloaded Refworks should appear in the
Microsoft Word ribbon.

“ fome Insent Page Layout Reference Maiing Reviev oW RefWorks
=T | aseoceoc assbceoe AAaB aasvee AAB

N - - 1 Normal 1 No Spac Heading 1 Heading 2 Title

Tmes NewRom =12 = A" A"  Aa- &, =« = - i

Paste B/ U-shex, X [-%W-A-

J Format Painter

4. Open up the Refworks menu in word and

Log In. A

How do | log into Write-N-Cite 4 using my institution
credentials?

YOUR USUAL LOG ON WILL NOT WORK.
If you use your institution’s credentials (Athens, Shibboleth or Proxy)
to loginto RefWorks, you MUST copy and use this code on the Write-

You will need to copy and paste the code -Cile & login screen

frlorr! the erte-n-CIte too' optlon 455b7d435d7Tb415c635c5eE54a14234210122520301503121  *

Wlthln Refworks (Where you found the }:;::;;:::;gi:i;giizﬂﬂa:lEI133acﬁdabﬂicbaﬁﬂﬂﬂﬂﬂﬂabﬁgl:r: I
download) -

5. This will then sync Write-n-Cite with your Refworks account. You can leave the
Write-n-cite plug-in running on your own computer, you don’t need to log out each
time but if you do, just go back to the Refworks page to pick up a new code.

As you add new references to Refworks you should get into the habit of Syncing
your accounts so that the Write-n-cite has access to all your references.

Home insent Page Layout Rglerences

N A Style: APAGth.A.. ~ |38 Sync My Database


http://www.howtogeek.com/howto/24259/beginner-discover-if-youre-running-the-32-or-64-bit-version-of-office-2010/
http://www.howtogeek.com/howto/24259/beginner-discover-if-youre-running-the-32-or-64-bit-version-of-office-2010/

6. Select Cite them right from the Style drop down in the Refworks menu.

“Home Insert Page Layout

| 4 style MLATthEd... |~ ync b
= [@sibliot 4 Popular Styles

ZEE S R S P T S e T

7. In your word document, create some text (or use an existing word document if you’d
prefer to practice). Place the cursor where you want the reference inserted.

. .o —

8. Click the Insert Citation and mome

Insert New option to launch the B stye:| 1
insert/edit citation box. '
[& sibliogr:
Insert

(Citation +| 4 Reapply

r¥=  Insert New 1'

o=

9. Use the folders or search option to locate your reference. Click on the reference.

You can use the edit
options to hide the author if
you have referred to them
A = = within the text or override
{No Information) [No Infarmatt., (%0 Information)

' page numbers for

v
" Iesert/Edi Cration

i Not in Foider
d Dtabetes
5 Documents
o st imported
2 ud Metanoms
& i Netural Disasters

{No Information] 2011 Reviey: Roughtarons mcregses 1

j c:;,‘,‘:::d - Burtner,Christopher & Progesia synidromes and ageeyg: | quotatl ons.
& Progeria Can,Pieere SINIe Nee e l
. '
Ede Refesance
Make Toctnote
Hide Auther Override Pages | Siblicgaphy cnly

In-text
Prefix Suffix

citation
— \ Preview Citaton {MLA 7th Ednon]
Click the plus button
to add another
reference to the in-

text citation

(Burtner and Kemmedy 367-78)

Compose Cltaton

Select 3 referance to edit, then 20ply ane or more modificstions above, use the controls below to sad/delets re o5 and/or
rearder citation

furtnen Chostopher R, 2010, Propesia syndromes and ageryg: what i the connection? +

You will see a preview of the formatted citation in your chosen Output Style (Cite
them right)

10.Click OK to insert your formatted citation into your paper.
8



NB. Always check the references to make sure the entries have been formatted in
the correct style, (no system is perfect!). You may need to add some details, it all
depends on how you set up the records in the first place — see page 5. Look at Cite
them right for information on citing and referencing correctly

11. You can insert your bibliography anywhere in your paper while you are writing. Click
Bibliography Options, Insert Bibliography. Note: the bibliography will be
inserted wherever the cursor is in your paper. You can click Remove Bibliography
and re-insert if it you need to change the location.

Home insent Page Layout References Mailings Review

N 2l Style: APAGth.A.. ~ |38 Sync My Database & Log Out

I Bibliography Options = |3 Remove Field Codes | &) Preferences
Insent

_tat:::r' E] Insert Bibliography Open RefWorks J! Enable AutoSync Folder

For more information and detail see the help pages within Refworks.

Other features in Refworks

e Use the “Organize & share folders” tab to organise your references into different
folders

e The Search menu allows you to search your references by Author, journal or
descriptor.

e There is a RefGrab-It function in the Tools menu that imports website details for you.
(N.B. Only the website details not the reference of documents held on the site — those
you will have to manually input)

e It is possible to set up a direct import from Google Scholar — use the Scholar
Preferences to select this function. (N.B. this will not import any links, just the

bibliographic details.)

e Use the help menu for more detailed information and on-line tutorials.

e It is possible to back up your reference collection. Use the Tools menu to find
Backup/Restore.

e You can keep your account after you leave as a member of the University Alumni

Association for as long as the University subscribes to Refworks for further details see
http://www.cumbria.ac.uk/Public/LISS/Documents/Publications/RefWorksAlumniHandout.pdf



http://www.cumbria.ac.uk/Public/LISS/Documents/Publications/RefWorksAlumniHandout.pdf

