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Introduction

The workbook, first created by CSA Training Specialist Michele Walker, is
designed to guide users through some of the basic features of using
RefWorks.

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 Set-up an account. (All fislds are required)

Your Mame:

Michele Walker

Login Marne:

1. Point your browser to www.refworks.com/refworks (or click through  wicheiew

Fassword:

from your institution’s web page link). —

Re-enter Password:

2. Click on Sign up for an Individual Account. —

E-Mail Address

3. Fill intheform. relaEeomm
4. Click Register. o

5. Congratulations you now have a RefWorks account! Close your s o e
browser. Coaat,

6. Open your browser and return to www.refworks.com/refworks and Ithh;;nmt [ Fegisie |

login to your new account. Sotial sciences

Other

Task 2 Direct Import from Google Scholar (http://scholar.google.com)

1. Make sure cookies are enabled to alow Coodle - o
setting of preferencesin Google Scholar 1003 e '\
2. From the Google Scholar search screen click ~ *"* T ———— IZI

[emaniom AQency Costs and OvderShag SHcium " All amicles Segeel ooy

on Scholar Preferences. M Bahasto
3. At the bottom of the screen, in Show links to
import citations into, select RefWorks.
Save your preference.
4. Search results will now display an Export to
RefWorks link, so conduct a search on
Behavior and export the first record.

LA 0N vesh DOMaCt 35 nEiotc behavier

NOTE: Records are imported one at a time from Google Scholar and once imported into
RefWorks, automatically open in the ‘edit’ mode.

NOTE: Consistent data such as title, author, year, etc may not exist in your results, the only
thing they may display is the URL. If the metadata exists, it will import into RefWorks.

Task 3 Direct Import from EBSCOHost

Note: You can substitute a different vendor for this exercise. The complete list of Direct
Export partnersis available from:
http://www.refworks.com/content/products/direct_export.asp). Check the RefWorks online
help for detailed instructions for a specific vendor. . G o B

1. After selecting the EBSCO database(s) you wish to
search, conduct a search on Influenza.

2. Select several records to import by clicking on the
Add link to the right of the records you wish to
add.

3. Click on the Folder has Items link.

4. Click on Export.

y
e, WevZOn il 1w 4 535558 B G0 101061/ AR

tory) By: KORS, JOSHLIA. Nation, 4212007, Vel F.
12,077, 160 (AN 24482030)

Sue DR, 0.1 Vi, (AN 24475648

X 24308059)

Vel. 284 losuc 13, pE 8, 3p; (N =
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......

Export Manager @
4 Back 7

5. Select Direct Export to RefWorks.

6. Click the Save button.

7. Y our records should be imported into your
Last Imported Folder in RefWorks.

items to be saved: 5 ons to a file formatted for:
wport to ReMorks

port to EndNate, ProCite, or Reference Manager

Remove these items from Tolder after saving

bibliographic management s

Task 4 Import data from a Saved Text File

In this example, we are using PubMed as our data vendor
(http://www.nchi.nlm.nih.gov/entrez/query.fcgi ?db=PubM ed)

1. Inaseparate browser window open PubMed and carry out asi mple search on Influenza.

2. From your search results, select itemsto save by

clicking in the checkbox to the left of the
appropriate citations.

3. Inthe Display summary, select Medline to view

your records.

4. Inthe Send to drop-down, select Text. A new
window will open with your references. Use your
Browser’s Save As function to save thefileto
your computer. Make sureto savethefileasa

.xt filein the Save as file type drop-down.

5. In RefWorks, select References/Import
from the toolbar.

6. Select NLM PubMaed as the data source and
PubMaed as the database.

7. Browse to find the text file you saved to
your computer and click on Open.

8. Click Import. Y our records should appear
in the Last Imported Folder.

Task 5 Add new reference manualy

[ —

. Click References, Add New Reference.
2. Select APA in AccuCite (View Fields used
by box).
3. Select Journal as reference type.
4. Enter detailsin al fields marked with v/
(iefieldsrequired for correct citation
in this output style).
5. Use the term assistant drop-down box in
Author, Periodical Title and Descriptor field
to select entries aready found in your
reference collection.

Save Search

Limts | Previewnngex | wistory | cipboard | Detais |

vichow 20 v[Sotty  v[Sendto v

of 79 Next

Page ] i

Related Aricles, Links

Related Aricles, Links

B St
Crit Care N 's Clin North Am. 2007 Mer; 19(1)\D713

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

sonal flu, pandemic flu and avian flu.

D g e Welcome, Refworks User. Log out
RefWorks | . | e ]
References - Search ~|View ~| Folders ~|Bibliography | Tools ~|Help ~ Search Refwarks|
—

Import " 7 of Fil
Back to Refe List

NLM PubMed

U
Import Filter/Data Source
Database

Import References into

PubMed v
«

Specify Folder (optional) v
@

@ Import Data from the following Text File
C:\Documents and Settings\StephanichDesktoplavian £lu.txt
Encoding | ANSI - Latin T | spedify only if you spedifically set the enceding when saving the text file; cthervise lzave it as is

© Import Data from the following Text

Welcome, RefWorks User. Log out
Refworks University )

Learn what's new in Refilorks
Click here for the March 2007 Release Notes

RefWorks |

View ~|Folders * Bibliography Tools * Help =

References ~ Search ~

E Vindicates fields used by your selected autput styls.

APA - American Psychological Ass | saveReference | [ Save &k Add New
InFolder(s) | specy Folders (i any) ¥ \

v
(Bromee. ]

Authors ' * j .
Title v’ HWMM E
«—

Search RefWorks
—

New
Back to Reference List

View fields used by:

Ref Type | Journal
Source TYpe | pint

Attachments

Separate each author
with "', See detsil

Periodical, Full v
Periodical, Abbrey
Pub Yaar v

Pub Date Free Form

6. Save reference, or Save & Add New to continue adding more references.
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Ratareneas = Seaich = View = Falders =Bibliography Taak = Hulp =

Task 6 Search z39.50 Database (PubMed) Search Online Catalog or Database oo,

nling Catalag ar Database ta Seart; B
Brish Librany

Zobar cor . RefWorks [l PubMed

M ""::l;“: Search Results for "avian flu"

1. Click on Search, Online Catalog or Database
2. Select Pubmed from the drop-down

=: mﬂ—_ Sort by
3. Search for “avian flu’ in the quick search area el o e :‘-‘}‘r e :
4. Import al on ‘Page’ _ Goto Page: 1 2 Nest Last
5. Close the search results page and return to RefWorks. iy g g 5]

Title: Introduction, ainan S
Authors: Musick,
Source:  Md M

NOTE: Links back to

[ref1o: 2 Pubmed, to related Vigw

2 PubMed Links documents and direct sl - [Go)
author search

Title: Avian

Authors: HullH

Seurce  Minn Med -

[CJref10: 3 Joumal Rafagifice 3 o visy [Tt

2 PubMed Links Migwin PubMed  Ralated Documents  More by | Wintarfeld.a. (1 [Go)

Tile: Preparing for a pandemac: concerm over a possible avian flu panderue 13 moving

states, communities and the federal government to action

% R f‘ n T k Learn what's new in RefWork
e OP S Click here for the March 2007 Releas

References v| Search - View ~|Folders ~| Bibliography | Taols = Help ~

Search Online Catalog or Databas

Online Catalog or Database to Search: (
T =

British Library

1. Click on Search, Online Catalog or Database. e R 2 kE

Task 7 Search a Library Catalog.

2. Choose alibrary catalog from the alphabetical drop- ™= s
down list.

3. Set the Max. Number of References to 25. — { i ‘

4. Do an Advanced Search for the Descriptor: o= “Jien

Influenza. f;:.l.:mw §

5. Import All in the list. =8 |E|
6. Close the search results and return to RefWorks. D

Task 8 Creating folders and moving information RefWorks “~=wima™- ™.

In'l

References = Ssarch = View = Folders = Dibliography Tooks =/ Heip =,

1. Click on Folders, Organize Folder then click on the
Create New Folder button.

2. Nameit Viruses and click on OK.

3. Create another folder called Behaviors. hesams cotes =
4. In RefWorks Quick Search, search for flu. N . RefWoPks New RefWorks Release -
5. Select All in list. ——

6. Add to thefolder Viruses. B reate fiew Foider
7. In RefWorks Quick Search, search for behavior. /B
8. Select All in list and the Behaviors folder. Click Import. New Folder Name: [Viruses

468 DL is 5 taiser) Back la§

+

O
st G B

B

‘References ~ Search ~|View ~ Folders ~ Bibliography Tools ~ Help =
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Task 9 Create a list of references in preferred Output Style

1. In RefWorks, click Bibliography.
2. Select APA — American Psychological
Association, 5™ Edition as the output style.

N LEarn What's new In KefWorks Walrame, Refilfarks lser. Log it
e 0OrKs Click here for the March 2007 Relsase Notes RefWorks University €)

References /Search ¥ Vlsw = Folders v Blbllography | Tools v Help search Reforks,

3. Select the Format a Bibliography from a List of Bhlg‘th‘ h =" = i
References radio button. ===

4. Select RTF (Rich Text Format) as File Type to s3]

Create. - dire ‘/E g

5. Select Viruses in the References from Folder e oo : N

drop-down. —

6. Click on Create Bibliography. e — ha

A list of properly formatted references will be created e
asan RTFfile for you to save, print, or email as
required.

Task 10 Create a Bibliography with Write n Cite v.2 (optional)

Word window

Note: If you are using Write-N-Cite III for Windows skip
to the next task.

1. Log out of RefWorks.
2. Open Microsoft Word and type the following text:

This document will help you understand how to create a bibliography ] ? s e tos PR Mokt Dicuments it Gt

quickly and efficiently using Write-N-Cite Ill. How to insert single and ' E 5 I igrapl it Seath RetWork g 50
multiple citations and how to create a bibliography. : Infurmatii' 6 'lg,uag-ﬁ'iﬁnldem refarances)
3. Launch the Write-N-Cite plug in on the Word toolbar or O e
from the Word menu option Tools, Write-N-Cite. e A e
4. Login to your RefWorks database. t | g v B 21”'11',;",“: . i

5. Select Always on top to keep Write-N-Cite visible. e “f 00 HoF toc Pk rom The Svockams -

6. Do aquick search for flu. A Al o S i O Bl

7. In Word document, place your cursor in the text, where you Write n Cite Window

want to insert the citation.
8. Back in Write-N-Cite, click on the Cite link next to the record that you want to cite.

9. Return to your document and continue typing text and add afew more citations. Y ou can
include more than once citation placeholder in the same

This documest = hleL you understand ' how 5o create a bib CRTApRY Qe I-.- n1
grouping (known as citing multiple sources) e oven A e sl ad ulipla ™ emon sl
10. Save your document to your computer as Rwecite (File, Save
As).

11. Back in the Write-N-Cite Window, click on Bibliography el

and choose Nature as the output style

12. Thiswill create a second document called Final-RWcite.
Save as RWCiteNature and close the formatted paper. - s
13. Repeat the bibliography creation selecting adifferent OUtPUL | = srsions: b s in e iy Bisomserg on seais ca for el (2005)
style. Another FinalRWecite document will be created with the Sample final document—with properly

new Styl e. Save as RWCite<S: tyleN ameHere>. formatted citations and bibliography
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NOTE: remember to always work and edit in the original word document (though you can
save as many final documents, at various stages and in as many styles as you wish)

Task 11 Create a Bibliography With Write-N-Cite III for Windows (optional)

1. Log out of RefWorks.
2. Open Microsoft Word and type the following text:

B
Pl Edt Vew Inset Foma Tods Tabls RoboPDF  Window el WebEx
This document will help you understand how to create a 2d ““”f“%‘*fff“’ B BT R 0o

bibliography quickly and efficiently using Write-N-Cite.
How to insert single and multiple citations and how to
create a bibliography.

3. Launch the Write-N-Cite III plug in on the Word
toolbar or from the desktop icon.

4. Login to your RefWorks database.

5. Select Always on top to keep Write-N-Cite visible.
6. Do aquick search for flu.

7. In Word document, place your cursor in the text,
where you want to insert the citation.

8. Back in Write-N-Cite, click on the Cite link next to
the record that you want to cite.

9. Save your document to your computer as Rwecite
(File, Save As).

=ofEzu¢

Page ] Secl

This document wil help yo
Wiite-N-Cita IIl. How to ing
Alonso-Navarro H. 2007))

]

B Write1 ' Cite IIl

' Aways on top I Work Offline M3 Word Status : Document1,

Edt Citation

View = Bibliography | Tools * Help

Search RefWorks|

B
—

GotoPage:123 4

ﬂrencesm refer

2007 Sufing on calcium waves

2007 Refractory hiccup: successfil treatment with gabapentin

2006;

Sort by | Authors, Primary p-d
Lasthy|

Nexty)

Gy My CNS toxctincosed-chcut axygen divin

2008 Neuroscience nursing - a spectram of care

Write n Cite Window

<2 2007 Memory CD&+ T Cells Require CD28 Costimulation

oulouffe.C. 2007 Severe hiccups and intravenous lidocaine

Gite view Bowser. DN. 2007 Vesicular ATP is the predominant cause of intercellular calciun waves in astrocytes

i AL N2 cl9r Englsh (UK

10. Back in the Write-N-Cite Window, click on
Bibliography and choose Nature as the output style.

11. Your document will be formatted. Save it (File, Save).
12. Return to your formatted document and continue typing
text and add afew more citations. Y ou can include more
than once citation placeholder in the same grouping (known
as citing multiple sources)

13. Repesat the bibliography creation selecting a different
output style from the Bibliography areain Write-N-Cite 1.
Y our document will be re-formatted in the new style. Saveit
(File, Save).

Search RefWorks

= afec

Sort by | Authars, Primary

Nexthy Lastth

logy’

G : A spectum of care

2007. Refractory hiccup: Success
) 1867

30, (3) May-Jun

3rd ed. St. Louis, Mo.: Mosby

ful
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Bor mwsk\‘A A C Boesteanu, Y. M. Mueller, C. Care m . D.J. Topham, J. D. Altman, 5. R
nd P. D, Katsikis, 2007, Mermory CDB+ & CD28 costimulatior
/ mal of Immanology (Batimore, Md.: 1950) 173, (m) (N 15) 6494-503

Sample ‘final document — with properly
formatted citations and bibliography
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Task 12 Create a Bibliography without Write-N-Cite (using One Line/Cite View)
1. Open your word processor and type the following text:

This document will help you understand how to create a bibliography quickly and efficiently when Write-
N-Cite plug in is not available. (This can happen when working from machines other than your own or
off-campus).

2. Login to RefWorks.

3. Do aquick search for avian flu. ; welcame, Michate Wall
4. Choose the One line/Cite view in the Switch to: E{Efwfks —_—
drop-down. . . T Information Management Folder seunw oo ineicne vis
5. Choose areference and click onit’s Cite link. T AT
6. A box will open with the RefWorks temporary i i e rem |

citation placeholder. B i S -

7. Click on the Select Citation button. P 2006 Hor Sk ks Fom The Svocenes - Speoee Lk
8. In your document, place your cursor whereyou " g SeE
want the citation to appear and use the word 4 CHtaton Viewer |
processor’s paste function to insert the citation : f G

placeholder into your document. =

9. Repeat the previous steps with another citation, |E|

or multiple citations, placing them elsewhere in the
text (make sure to Clear the Citation Viewer first!).
10. Close and save your document as Avian flu (file type must be either .doc, .odt or .rtf)
11. In RefWorks click on Bibliography

12. Choose JAMA as the output style. RefWorks | 1 s
13. Select Format Paper and Bibliography. e T  __F g
14. Browse to locate your file as the Document to T —
Format. T — ﬁ i 12

15. Click on Create Bibliography. g6, [ian || t:"T'; 43

16. Y ou now have a second document, with proper
citations and formatted bibliography. Save as Final
Avian Flu.

Dadusant to Farmat O WRebwioh o CieardBil
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