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Introduction

The workbook is designed to guide users through some of the advanced
features of using RefWorks. The Workbook follows the same topics of the
Advanced Features Tutorial and Advanced Features training sessions
offered by RefWorks.

Knowledge of RefWorks’ basic features is a pre-requisite to using this
workbook. You will need at a minimum, a RefWorks account with some
references and folders set up.

We suggest using this workbook as a post-training handout and/or as a
companion piece to the RefWorks tutorials for self-directed study.
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Task 1 Advanced Searching

1 . From the Ref\/vorks tOO|bar, SEl&arCh References v Search ~ View v Folders = Bibliography | Tools = Help ~ |
Advanced Advanced Search in Your RefWorks Database

BUILD YOUR SEARCH STRATEGY

2. Construct a Boolean search usD@SCriptor | rietds and vaiues to search for:
. . Descriptors bt
field AND Pub Year field. Remember: the | imresion Dol

Descriptor field searches for exact matcheg =~ @ : ® ol Referenees i

Search:

the term entered. All other fields provide | & T S
embedded results (like art, part, smart, etc.| ==« E> o
3. Select a specific folder to search. s .
4. Click Search. B
5. Your results will be displayed for you. |Start Year —
TaSk 2 USing LOOkUpS Lookup by Descriptor in Your RefWorks Database
[ABCDEFGHIJKLMNOPRSTIVYWZ]
1. SelectSearch, Lookup by Descriptor werey biological survey - Creutzfeldt-Jakob Syndror
2. Locate any descriptor that has more than one e = 00 CU e
record. B Nangnamartans e £t paine Shming
3. Click on the descriptor to display all the records E_Lu:th_—tﬁv—'il E% it Dale ?E—'ctﬂ
with that term in the descriptor field. Cotosarahy () &dipde chomo
et e oA T
NOTE: You can edit or delete a specific lookup i A vl
term (author, descriptor or periodical) fromthe G Canoaat o 0 pg o G
links in the lookups. These options only edit or Sorsra Paly @ () NPk pelote J‘i
delete the specific value, not the entire reference. sssensonalaons aarosisiohvsopatholoay M =085 Sundrr
HpPrev biological survey - Creutzfeldt-lakob Syndrai

Task 3 Creating a Custom View customize
References Per Pags |25 (500 refs max )
1. Select, Tools, Customizefrom the toolbar. <Z(
2' SeIeCtAMA - American Medical Show Folder Information For Each Reference C@hjz (1T}
Association 1§ Edition in the firstOutput

Output Style

Style Choices for Reference Viewlrop-down. Al References suitento: stancerd view v
. Standard View
3. Click Saveat the bottom of the page. Uses ©)selected O age Oallin [0 ne/Cits view

4. SelectView, All Referencesfrom the toolbar.  [FmiLE e frggs @
5. Select theAMA style in theSwitch to drop- Seliboe iz 3

DRaf ID: 12 Journal (Electronic) Refarence 1 of 59
down ' . . . :: PubMed Links View in PubMed Relsted Documents  More by Ait‘:lar,_l‘ V
6. Your references will be displayed in the style . Sulfing on caldum aves

selected — giving you a preview of how the Authors: Alder,l; ZhengJ.Q,
reference would look formatted for a Source! Neuran, 2007, 54, 4, 502-505, United States
bibliography [ref 10 31 Journal (Electronic) Reference 2 of 59

:_‘, PubMed Links Wiew in PubMed Related Docurnents  More by _A_Ior!so-Na\.lan v
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Task 4 Sorting and Printing References

1.

Sort by | Authars, Primary v
ot e, Deseending

With your references still displayed in the AMA"™LGiew, click on the e g Foeerng
Sort By drop-down and sele@itle, Primary . E:) it
From your newly displayed list, select the firsif@eecords by clicking Ereateg " Aebret
in the checkbox to the left of the appropriatetizizs. i v s o ATIGIE.
Click thePrint button. —
In the new window, select @utput Style © RefWorks " wommian®
from yourFavorites st and clickPrint. B e

se: (D Selected Opage O llin List o inary

Your bibliography is printed in the output style
you chose, sorted by Primary Title (overriding

the sort of the output style).

GotoPage:1 2 3 Nexthp Lasthy
Electronic) Referance 1 of 59 CJbrain vaves view £dit ARTICLE

Mare by | Aldard, v

Click Print again to print the file or save the fil(../557 ™ T
to your computer usingile, Save Asand i frnle s i S e TR YR S
naming the flle. 1fl::l§7/WNFDthHEHlEDZE‘)EEf ] -

'2 Clin Belg. 2007;62( 2):123-125

v . ARIGE,

3. Boulguffe C, Vanpee D. Severe hiceups an
R@ o vaof 5o
Z puWETTARE  Viewin Pubited  Relste: BouserDN.

4. Bowser DN, Khakh BS, Vesicular ATP s the predominant cause of intercellular calcium waves in astrocytes. J Gen Physiol. 2007;120( 6):485-491,

10.1085/jgp.200709780,

Task 5 Editing Multiple References

Note: For this task we will be importing referencestbt. These references can be deleted
when the exercise has been completed.

A OWONPRE

. Conduct a search from within RefWorks by selectegrch, Online Catalog or Database
. SelectPubMed as the online database to search

. In theQuick Searchbox, enteinfluenza and click theSearchbutton.

. From the results window, select the first

Last Imported Folder swich to: [aMa - American Medical Association, 10th Edition v

four records to import and click the

Use: &) Selectad O Page O all in List
| mport button Putin Falder... » [ Remave from Falder || Global Edit_| [n
H H [#IRref 1D: 53 Journal (Electronic) Reference 1 of 2
. From the import results screen, click 0 =700 oo et coma e o soriins =
the VleW LaSt I mported Folder 1. Borowski B, Boesteanu AC, Mueller M, et al. Memory CDE+ T cells require CD28 costimulation. 7 Zmmunol. 200
Flref 1D: 62 Journal (Elactranic) Reference 2 of 2
button. g

. Select the four references again and = cavain/add (K 7 {ete | Replace

CIICk on theGIObaI Ed It button . the 2003-1 References to Edit & gejacted (0) " Page (25)  All in List (s275)
. X Field to Add Data & specific Field [Descriptors £ 7 g
. In theAdd area, SG'GdDGSCprtOfS In " Electronic Source Related Fields
the Specific Fielddrop-down. Desaptos = =
. EnterVaccinein theDescriptors text box _ _ =
. If Field Already Contains Data &' Append to Existing Data
and CIICk th@K bUtton .  Overwrite E.xlst\ng Data
. Leave thdf Field Already Contains Data eSS S
option set tAppend to Existing Data The

descriptor Vaccine will be added to all

records and any existing descriptors will still \@m

Note: TheOverwrite Existing Data option will remove any existing existing informarti

in your record (in this example — the descriptetd) and replace it with what you are
adding. Thd.eave Existing Data Aloneoption will only add your change to records that
do not have any information in the particular fiélé., that field is empty). It skips over
records that already have information in the field.

10.View your results from the descriptor lookupefarch, Lookup By Descriptor Click on

V in the alphabetic listing at the top of the dgston lookup page).
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Task 6 My List

Jellyfish Folder switch to: | Standard view

Use: (&) Selectad P allin List
Add to My List Ider... » Rermove from Fi

1. From any folder, select the first two references.
2. Click onAdd to My List. ~<‘ﬂa
3. Then, conduct Quick Searchon any term in your  Title
RefWorks database and from the search resultsedack s #-thers:

two more records and add themMeg List . Source:

4. Access the records in My List by selectivigw, My :

List. Title!
Authors;

Journal (Electronic) Reference :
|dentification, cloning and sequencir
Erinkman, Diane; Burnel,James
Toxicon ; official journal of the [ntern

Journal (Electronic) Referanca o

The morphogenesis of ephyra in Co
Eqagers M., Jarms, G.

Remember: My List is a temporary folder — when you Iog odftyour RefWorks account any
references in My List go back to their originaldtion in your account.

Task 7 Capturing Web Page with RefGrab-It

1. Navigateto Tools, RefGrab-It to install the

A Jane Austen - Wikipedia, the free encyclopeda - Microsoft Inerne

anites @ e
3 ‘
\—F

t Explorer

@
4 Lirke €] Refarablt

RefGrab-It plug-in in your browser’s bookmarks 0 7
favorites area. If you already have RefGrab-It

aticle || distussion

STl in / create account

editthis page || vistory

wel RefWorks

installed in your browser you can skip to #3.
2. Install RefGrab-It according to the mstructlons

KIPEDL
The Free Emydapedic
navmatmn

Jane Austen

on the page. 1
3. Open another instance of your browser and go Ei?i?‘i!i?!l ( o
http://en.wikipedia.org/wiki/Jane _Austen B fen Yo e

4. Click onthe RefGrab-It link either from the

Links area of your browser, or by selecting it from the gbg;gg'v . B RefWorks
Bookmarks or Favorites list. - =
5. RefGrab-It displays the results in another windd®ick on the | =~ 7 ™o Es s e
Import button to import the data from the Wikipedia pag@u e (weseace mro (T

will be brought into RefWorks.

6. Go back to the browser window with the RefGralefults and click

on theOther Info tab to locate the supplemental information
RefWorks has found.

7. Click on theDOI andBookslinks displayed on the Other
Info page to see the additional references yowbanse to
import.

8. Selectthe first two books listed under tB®okstab. @fﬂf
9. Click thelmport button to add them to your RefWorks BOO
account. s
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The Reception of Jane Austen anc

Bautz, Annika
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natur e International weekly journal of science

Task 8 Importing from an RSS Feed

WEB FEEDS

Nature provides its latest table of contents as an RSS

1. GO to the Nature magaZine rSS feed page at: the world's best science delivered straight to your desk
http://www.nature.com/nature/newsfeeds.htmi e TN o s oo s s
2. nght mouse ClICk On therange RSS Icorfor the Nature There is also an RSS feed of 40P Nature articles
Table of Contents. SeleCopy Shortcut

3. In RefWorks, selecBearch, RSS Feed RefWorks

receive Bl Mature's 40P tahle of contents.

4_ nght mouse CI|Ck and paste the Shortcut you References v Search = View v Folders = Bibliography | Tools ~|Help ~

copied into the RSEeed URL box. RSS Feed rss reed insvusions
5 gllck Add RSS Feed RSS Feed URL hnpffwww.nature.cumfnaturet‘currem?\ssuet‘rssm @

PubMed: hypertension

6. You will be asked if you wish to retrieve the RS~ ncer: se-rumess g
feed, ClickOK. RefWorks
7. A new window will open with your feed results. &aflAllin ~ RSS Feed :

List and click thdmport button to add this information to YOUr [y 7 et b

account. Your reference will appear in the Lagpdrted
DRaf ID: 1 Journ:

FOIder Title: Maternal nodal and zebrafish embryoger
Authors: Bennett, James T.; Stickney, Heather L.; {
Source: Nature, 2007, 450, 7167, E1-E2, Nature
URL: hittoefdx, doi.orgf1 0.1 038Mmature06314
DRaf D 2 Journ:
Title: Gore et al reply
Authors: Gore,Aniket V., Cheong,Alber; Giligan,F
Source: MNature, 2007, 450, 7167, E2-E4, Nature
URL: hittpe i, dol.org/ 1 01 038Mature 06315
Mo -0 o e

RefWorks

References v Search v|View v Folders ~|Bibliography | Too
—

Task 9 Checking for Duplicates

Folder '

1. In RefWorks, selectiew, Duplicates, Exact Match.  Last Imported y gegorences tch to: [Full vien
2. RefWorks will compare the Author, Title and Use: @ Selected O pai My List [ E

Publication Year fields for all records in your alaase PuDuplicates  » Eract o
at:
present them to you. ose Match
DRef ID: 13357 Jon

3' Reprrks WI” mark the most recently a'dded “dumm’a r¢Duplicate Reference Candidates (Exact) switch to; [stand:
for deletion. Note: If you have three or more of the SAME e o wse: & seieces Orage Coatinuin
record, only one record per duplicate match wilherked I e T

GotoPage: 12 3 4 5

for deletion. You will need to manually mark arthers for @ Soumal il Rafrenc o 1560
. 2 pusted Dmks View in PubMed  Rslsted Docurnsnts  More by | CarmellE.
deletlon * . 3 Title: Antioxidant status in the serum of persons with intellectual ¢
4. Mark any additional records you wish to delete. Authors: Carmel,E; Bachar,A,; Barchad,S.; Morad,M.; Merrick,J.
. Source: Res Dev Disabil, 2007
5. Click theDeletebutton to remove the record from your o......... ppp————
accou nt 2 PubMed Links View in PubMed  Rslsted Docurnsnts  More by | CarmellE.
' Title: Antioxidant status in the serum of persons with intellectual ¢
Authors: Carmel,E.; Bachar,A.; Barchad,S.; Morad,M,; Merrick,.],
Source: Res Dev Disabil, 2007
Ref ID: 1829 Journal | Article Referance 3 of 1560
Title: ARRESTED DEVELOPMENT
Authors:
Source: The Gaither Reporter, 1994, 1, 11, 3
[ref 10: 1483 Journal | Article Reference 4 of 1560
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Task 10 Using the Output Style Preview :
Utility RefWorks

Preview |ama - smerican Medical Association, 9th Edition

1. SelectTools, Preview Output Stylefrom the E 1 Use References fram yaur account
toolbar.
2. SelectAMA — American Medical Association Autvonk

Bibliography: 1. Fortescue 1. The enigma of the extinction of the dinosaurs. Berkeley, Calif.: 1!

9™ Edition from thePreview drop-down.
3. By default theUse Referencesrom your

In-Text Citation: 1.3-¢

- . Bit—t~ nng
account option is selected. For a more complete . &) RefWorks —
display of reference type formatting for the output
style,deselecthis option by clicking on the I Preview chicun 156 Edcen (totes gig;ug:;;@ﬂmmm
checkmark.

4. Return to thd’review drop-down and select BEEL o - —

. - . . Biblingraphy: Beutler, Earl Buford, C. Stempien, K. E. Schneider, 5. G. Maybo III, Eileen P
Chlcago 1§1 Ed Itlon (Notes & Blbllog raphy) to see E:?:ligsee:dD;;Twi;VEyAiSEBaDCES.JournafOfmepma’um/e Results 10, no. 1 (2
how this style will format the bibliography, in-tex Netor s st ke e

. . . 2001), 190-199,, bttp:/fwww refworks.com (accessed January 1, 2003).
citation and footnotes for the various referenqesy '
Artwork
Bibliography: Beutler, Earl Buford, C. Stempien, K. E. Schneider, 5. G. Maybo 111, Eileen P
the Title: Frimary . This would be the Title: Secondary, Edited by Bart S
e i s oot s g0 ]
In-Text Citation:  (Beutler and others 2001, 190-199}
Notes: Earl Buford Beutler and others, This would be the Title: Primary [Este seria p
Capen, 3rd ed,, vol, 10 (Encinitas: SIMD Publishers, 2001), 190-199, htto:}

Task 11 Working Offline (Traditional Method)

Note: Items 1-5 require you to be online and logged yadur RefWorks account.

1. SelectReferences, Exportfrom the Export

toolbar. S —
2. Select a folder of references from the drofss: s s ©Bhlogra:Soar sl e o -
down. E} © canon s

3. SelectCitation List as yourExport ot o

Format. o o

4. Click Export to Text File. ' ﬁ

5. A new window will open with a file to save
to your computer. (For this exercise you do not )

. . f 1293 ymous Atrial Fibrillation: State of the
need to save the file, just keep the WindOW Oper 11205 \pmmekalombous, E. M., Stephens, R. C., Feave
6. Launch your word processing software and ©8g52. Hofmann, T. Clinical application of enoxapar

. .. “ 5850. Pasceyd, K. C., DiNardo, J. L., Tsai-Goodmar
type Thls IS my paper _on_lnﬂuenza 85851, m ic, K., Richlin, D. Bradycardia induce
7. Insert a temporary citation placeholder by 11z24. er, 5., Hafner, E., Stonsk, F., Stuemy
typing the opening curly bracket§* (do not add

the quote marks).

8. Go back to your displayed citation list and This is my paper on Influenza {{11293; 88513}
copy aRef ID from your list andnsert or paste 1. T TT T
that number AFTER the opening curly brackets

7 8 91011

9. After you enter the numbeaidd a semi-colon
10. Go back to the citation last andpy another RefIDand paste it in your document, just
after the semi-colon.

11. Close the temporary citation placeholder with tafting curly brackets}}” (do not add
the quote marks)

12. Saveyour document.
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13.In RefWorks, selecBibliography from

the toolbar. Bihliography List of Output Styles | Regquest an Output Style | Modify 3n Output Style

14 . SeleCt a.ny Outp Ut Style from the d rOIOUtDUt Style | apa - american Psychological Association, Sth Edition » @
dOWn . @ Format Paper and Bibliography { 15 gnter Citstions into your Document

15 SeleCtFormat Paper and Docurent to Format C\Documents and S (Browse. ]

Bibliography.
16. Browse to locate your file as the

O Format a Bibliography from a List of References

File Type to Create HTML A4

Document to Format' Include @ all Referances (2aasy O My List (o) O References fram | Folder.., v
17 C|ICk Create BIb|IOgraphy | Create Bibliography | @
18. A second document’ with proper This is my paper on Influenza (atrial fibrillation: State of the art.

proceadings of a symposium, octobar 27-29, 2006, marina del rey,

citations and formatted bibliography, will be |sslifernia, Usa.2007; vuckevic & Richiin, 2004)
displayed. You can save this document to
yOUI’ Computer. References

atrial fibrillation: State of the art. proceedings of a symposiurm,
october 27-29, 2006, marina del rey, california, USA.(2007). Heart
rhythim . the official journal of the Heart Rhvthm Society, 4(3

Suppl), 51-94.

Wuckovic, K., & Richlin, D. (2004, Bradycardia induced by

hyperkalemia. AA0HN Journal, 52(5), 186-187.

Task 12 Working Offline with Write-N-Cite Il for Windows ( optional)

Note: This exercise requires you to have downloaded astdlied Write-N-Cite 111 for
Windows.

1. Log out of RefWorks. AT TIE Tr R e TC i
2. OpenMicrosoft Word and launch '
Write-N-Cite 11l from the Word toolbar or
from the desktop icon.

3. Login to your RefWorks database. PT——
4. SelectAlways on topto keep Write-N- ememens
Cite visible.

5. Download your RefWorks database by
selectingTools, Create/Update Offline
database and ti@reate button.

6. When the download is complete, click th

™ work Offline

t in closed-circuit oxygen diving: symptoms ref Write n Cite Window

2008 Neuroscience mursing :  spectrum of care

2007 Memory CD8+ T Cells Require CD28 Costimulation

2007 Severe hiccups and intravenous kdocaine

\. 2007 Vesicular ATP is the predominant cause of intercellular calcfum waves in astrocytes

works WNCTasls asp7mede=SynchronizeDatabaseip 1 =WNCOtpUEFarmatT

Work Offline option. B Decipan? ersa's e
7. In your document, type the foIIowmg text: Lt . Eal e
8. Select a folder of references from Miew, Folder 5, . iy ot i
menu Optlons thei‘ofﬂi mode Writzvafi HIork_S__t_hi_ ame offline as it does
9. In Word document, place your cursor in the text, | —— >
where you want to insert the citation. e
. . . . . . iew ¥ Bibliography | Tools > Help Search Reforl
10. Back in Write-N-Cite lll, click on the&€ite link next n e .
to the record that you want to cite. puosnasec.
11. Save your document to your computer as a i s
WNCOffline (File, Save As). - I
. . . . . Gite wiew Atielide NS o eeh i closed-circuit oxyeen diving svmptoms repo
12.Back in theWrite-N-Cite Window , click on n b e _
. . Cits iz 2008 Newroscience mursing : a spectrum of care
Bibliography and choose an output style for your Boowiial 3107 ey CD6 ol B G328 ottt

paper. Click th&€reate Bibliography button.
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Bl Edt Wew Inset Fomat Took Table RoboPDF window Help webEx

TR T PERE N MRV AR e e I e e B S -

[ S 1 i 2 I 4 i 5 [

. . \ :
13 . Your document W|” be formatted . Savqlﬁ]le’ This document will help you understand how to use Write-N-Cite III in

the offline mode. Write-N-Cite III works the same offline as it does
S online, (Barker 2008, 788) We'll even format the same paper in twa
aVe . different styles. (Boulouffe and Yanpes 2007, 123-125; Bowser and

. hakh ; - bl
14. Return to your formatted document and continue
typing text and add a few more citations. You can
. . . . Barker, Ellen M. 2008. Neuroscience nursing : A spectrurn of care. 3rd
include more than once citation placeholder inddu@e < st s, vo.: vosby B

References

grouping (known as citing multiple sources) B e o (e e
15. Repeat the bibliography creation selecting a Bowser D. N, andB. 5, Kok, 2007, Vel ATP i the
different output style from the Bibliography area i ST CerAR TR, 18 (B T

Write-N-Cite Ill. Your document will be re-formatte -

in the new style. Save it (File, Save). Formatted Paper

Task 13 Backing Up and Restoring Your Account

Backup/Restore

1. SelectTools, Backup/Restore. ©OBackup  ORestore
2. By default, all Backup options are selected. Ctlol | @i rororences

MInclude RSS Feeds

Perform Backup button. Select Output tyles to Backup: (hed ] (Unchedi AT )
3. You will be prompted to save a .rwb file or .zifefto S
Optometry and Vision Science

your computer.Save this fileto your desktop for easy  sioranzaton seorce

- SF MHRA-Modern Humanities Research Association (Notes & Bibliography)
I'etl’l eval . SF MHR&-Modern Humanities Research Assaciation (Notes & Bibliography)

4. TO reStOI’e, Seledtools, BaCkup/ReStore [¥] il Science Society of America Journal comrected : :
5. Click theRestorebutton. )Z:) e

6. Browseto find the .rwb or .zip file.
7. Checkinclude References, Include RSS  Backup/Restere

Feedsandinclude Output Styles (if seBy ol @
appllcable) . 1:2:3:: 2::::;;5;: <ﬂ Restare Saurce (C:\Documents and Semngs\Stephanle\DEsktu; m
8. Click onPerform Restore e Bt Sles

9. Your account is restored — all references,
Ref IDs, folders containing references and
customization options are restored.

NOTE: Restoring a database overwrites everything im goaount. If you restore a file from
another user (for output style sharing purposes$twangly recommend that you do not check
Include Referencesandinclude RSS Feeds Doing so will cause permanent loss of your
data.
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