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Table of Contents

What IS REMWOIKS? ... ettt et e e e e e e e e e aee seaaeaas 2
Creating and Accessing Your RefWorks ACCOUNt  ...oieiiiiiiiiiiiiie e 2
1O ] g G- 101 o LU PP 2..
L O= 1o 0T 2..
Creating YOURACCOUNL........oiiiiiiiiiee s cmmmmmc e e e e e e eeeeeaese e mmmmmmm e e e eeeeeeeeeessssmmnnnnn s e eeaeeeeeeees 2....
The RefWOIKS WINUOW .......uuiiiiiiiiiiiiiiiieiiii s oo e e s s e e s s s bbb es e e e e eeeee oas 3
Entering Citations int0 REIWOIKS  ....oeiiiiiiiiiiiee e e e 4
Manually ENtering CItatiONS. ..........eeeiiiiiie e emmemee ettt emmmmmmm e 4.
Direct Export from Electronic ResourCeRENWOIKS..............covvvviiiiceeemmeiiiiiee e e 4
Saving Citations as Text and Importing into RefWarks............cccocceeeee e iiiiiiiiiiiiiieeeene B
Search ONliNg Dat@base. ........ccoviiiiiiiceeeeneiie e et eeeeeee s e e e e e e e e s smmmnnneeeeesrnnnneeeeas G....
Organizing Your CItAtiONS  ......ouvuiiiiiiiiiiis e e eeees ceeee e e e e e se e e e e e e e e e e e e e aeeeeannnenns 7
CreatiNg FOIUBIS. .. .uuuiiiiiiiiiie ittt e e eeeeeee ettt ettt ettt e mmmmm e e et e e e e e e e memnene e A
Organizing Your Citations With FOIA@IS.........uuiiiiiii e 7..
Finding Duplicate CitatiONS  ......ooooiiiiiiiiiit e e e e e 7
Searching for Citations in Your RefWorks Database  .........ccccoooiiiiiiiiiii i, 8
Exporting Reference s From RefWOIKS..........ccooiiiiiiiiiiii i e 8
Editing Information in Your CItAtiONS  ....ooviiiiiiiii e e e 9
Changing Multiple Citations at ONCE............oooi it ceeeeeeiiiiie et e eeeeeas 9
Sharing Your RefWOorks Database ..........coooiviiiiiiiiiiii i e 10
REAEONIY ACCESS. ...ttt ettt ettt eeeemee ettt et ettt et s mmmmmm e e e e 10
Using RefWorks for Group Research Projects...........cooiiiceeeeeeeeeiiiiiiie e 10.
Adding Citations to Your Word DOCUMENT ..ottt e 11
One LIiNe/Cite VIEW MaNUSCIIPL......iiiiiiiiiieeereeeeeeeeeeeeeeeeeeeeemmmmmmesseeeensnseeeeeessaneaaneees 11
USING WHIE-N-CIE....oeiiiiieeee oo ceeeeee bbbttt e e e e e e e e e e e e e e s s s mmmmneeseeeeeeeeeeeeeeeesmmn 11
Generating Bibliographi€s  ......ooooiiiiicc e e e 13
Creating a Bibliography for your Word DOCUMENL................vvceemmmmiiiieee e eeeeeeeaans 13
Creating an Independent Bibliography (Reference.List).........ccooiicoccccc e e 13
Backing -up Your RefWorks Database ...........ccccooiiiiiiiiiiiiii e e 14
Help With REIWOIKS ... e e 14

Need help?Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
explorary@umich.edu | http://www.lib.umich.edu/guides | knc-info@umich.edu
rev:2/6/08
1of 14



Automatically Creating Citations and Bibliographies with RefWorks

A University of Michigan Library Instructional Technology Workshop

WHAT ISRERNORKS?

RefWorks is a wetased citation management service used for storing and organizing citations, as
well as autoatically formatting bibliographies with Microsoft Word. It is similar to EndNote,

but your citations are stored on the RefWorks server rather than on your local machine and thus
you must be connected to the Internet to use RefWorks. RefWorks is frieersity of

Michigan faculty, students and staff while you are part of the University.

CREATING ANDACCESSING YOUR RERNVORKSACCOUNT

Welcome to Refworks ON CAMPUS

Your Online Personal Database and Bibliography Creator
To set up a RefWorks account on campus, you can
Rafiorks UserlLogln go directly tattp://www.refworks.com/refworks/
Univarsity of Michigon RefWorks will recognize the IP address on your
s computer as U of M and tRefWorkdJser Login
for the University of Michigan University Library

window will appear. Sel&gn up for an individual

Newe to RefWorks?
an oo for an Indendual Accoun

I———‘ ' account
d
Passmor
< SR OFFCAMPUS )
o i If.you are off.campuy, ou o.I I ~nee d to go
keain uina xeur Group Code Library website dttp://www.lib.umich.edu/
e SelecFind Databadesn the options list under
- General Searclon the left side of the screen and
Raftiods Prosey Poley typeWorREDGd a | ink to Ref Wor
1 2004 Refwarks, Al rights reserved, asked to authenticate using your unigname and
password.
CREATINGYOURACCOUNT e “:"'fi:r"”"'"“’“
. . . . . . University of Michigan University
In theNew User Information for University of Michigan Library Library

(All fields are required)

screen, enter your name, login name, password, UrobBMagldress,
type of user, and area of focus then sekgister Once you|
registered, a confirmation will be senttoyoneei | addr e

Password:

also receive periodic updates from RefWorks on enhancements 4|

Re-enter Password:

Your Mame:

upgrades.

E-Mail Address
NOTE: Since your RefWorks informatiokept offsite, we [Salecta UserType ]
recommend that you DO NOT use your UM Kerberos password, |fsiecarocus ares =i
select another password of your choice. sack 0 setworts Loan
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THE RERWORKSWINDOW

Search for
. h Welcome, Laurie Sutch. Log ou keyWOI’dS
Cl’eate, |m port, Ref & 0 OPk.S University of Michigan University Library 0 and |Ookup
and export . References | Search v View v Folders v Bibliography Tools ¥ Help ~ Search RefWorks by term .
citations using s
All References saiteh to; [Standard view v
these menus.
References to Use: (%) Selected (O Page (O all in List Sert by | Authors, Primary Y,
Putin Focer... <«——— Sort, delete,
Go to Page: 1 2 Nextpp Lastpy ed't, and
[Ref 101 455 Journal Article Reference 1 of 38 visual literacy View Edit m Organlze
Title: Electronic Learning: Issues and Teaching Ideas for Educational Computing, Television, and Visual Literacy . .
Authors citations.
Source: Peyc CRITIQUES, 2006, American Peychological Assn
[ORref 10: 458 Book, Whale Reference 2 of 36 Cluisusl litaracy view edit L {CTTA
Boolk Title: Electronic learning: Issues and teaching ideas for educational computing, television, and visual literacy
Authors Adams Dennis M, Hamm Mary
Source: 1887, Charles C Thomas, Publisher
H . [Jref 1o 482 Book, Whole Reference 3 of 38 [CJuisual literacy Miew Edit .
Cltatlon Book Tiile Media and Literacy: Learning in the Information Age--Issues, Ideas and Teaching Strategies, 3rd Edition Use M Get It
preVIeW T Adams Dennis, Hamm Mary to access
Source: 2006, 800-258-8980 (Toll Free)., Charles C. Thoras Publisher Ltd, 2600 First Street, Springfield, IL 62704, Tel fu||-teXt and
[ORef 1D: 471 Journal Article Reference 4 of 33 Dlvisual literacy view Edit e (LA "
Title: Visual literacy Other leral’y
Authors Andretta, Susie 7
Source: Library + Information Update, 2004, 3, 4, 26-27 services
[Jref 1o: 457 Bock, Section Referance 5 of 38 Cluisual literacy view Edit m
Section Title: Hypertext and the question of visual literacy
Authors Beolter Jay David

MGet It is a tool provided by théniversityLibrary that creates shortcuts to thetéxt of
online articles, agell as links to other Library services.
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ENTERINGCITATIONS INTORERNORKS

Once your account has been setup, you are ready to begin populating your RefWorks database

with citations. There are a number of ways to enter citations into RefWorks, melowiatiy
entering citations, importing citations from online databases, and using the Search Online

Database feature.

MANUALLY ENTERINGCITATIONS
1.

In addition, RefWorks now offers a direct import feature of EndNote libraries.

To enter a citation into R&orks, go to the
Referenceamenu and seleddd New Reference

TheNew Referencscreen will appear.

Choose the citation format (book, journal article, g
from theRef Tygmilldown mend this determines
how the item will look in the bibliography.

Pu in as much information as you have. Separate
multiple authors and descriptors by semicolon, an
enter authors with the
select a format from théew fields usegblydown
menu, but you can just leave it at the default.

tc.)

d

Choose a folder if you have one in mind frontrthe

| ast name first.

Folder(gulldown menu near the top.

When youdre finished e Baveuton. nyguthemhaveithaf or mat

option toDuplicate View, or goBack to the Reference List

DIRECTEXPORTFROM ELECTRONICRESOURCES T&RERNORKS

Rathethan manually enter citations, you also have the option to import citations directly from

many online databases (FirstSearch, ProQuest, etc.). There are basically three steps:

Because all the databases look and act differently, exactly how you go about these steps varies.

1. Go to the online database and ecanigour search.

2. Mark the records for saving/exporting (this will look different in different databases).

3. Figure out how to export/save it to RefWorks.

Here ae a few examples of what the export step might look like:

Cambridge Scientific Abstracts
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