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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 Databademsn the options list under
- General Searclon the left side of the screen and
Raftiods Prosey Poley typeWorREDsd 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. In addition, RefWorks now offers a direct import feature of EndNote libraries.

MANUALLY ENTERINGCITATIONS

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

RefWorks " ke <=

References ~| Search ~|View ~ Folders ~ Bibliography Tools v Help ~  Search RefWorks| Go

New Reference indicates fields used by your selected output style.

2. TheNew Referencecreen will appear. I e cor et e -] Sove peerance Ji sove & i
. . . . In Folder(s) [ specify Folders (if any) |
3. Choose the citation format (book, journal article, € N e —
from theRef Tygmulldown men@ this determines o~

Separate each author with
*;", See detall

how the item will look in the bibliography.

4. Pu in as much information as you have. Separate| el
multiple authors and descriptors by semicolon, an
enter authors with the I

Periodical, Full /" [

select a format from théew fields usegblcdown peasc, s
Pub Year v’ I

menu, but you can just leave it at the default. P e

5. Choose a folder if you have one in mind fronirthe o
Folder(gulldown menu near the top.

6. When youodore finished e Baveutton. nyguthemraveithaf 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:

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.

Because all the databases look and act differently, exactly how you go about these steps varies.
Here ae a few examples of what the export step might look like:

Records

Save/Print/Email Records

View Marked Records Save Search/Alert
Save lo B RefWorks

11 0of 24 View Record S:F-X &
TI: Cutting-edge hip to blue chip

AU: Hawkins, Margaret

S0:; ARTnews (US.A ). vol 102 no. 4 Aprl 2003, pp. 74-80 . (7 colour)

Cambridge Scientific Abstracts
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Export Citations

Export: ® Records1-10
+ E
Export directly to Ref\Works.

dNote (get latest filters) -
xport To: & RefWorks .

) Text file . ina for ible with ProCite. EndMNote. Refe

= Click Save As on the browsar's File manu, and save as text fils

Note: OCLC does not distribute or provide support » Download in plain text format.

Click Save As on the browser's File menu, and save as text file

(“Export )
« Back to Articles and Bibliography

FirstSearch ProQuest

After you activate the Export feature, the RefWorks window will come to the front of your
screen, and youdodl latthe eterermes are lsemairgperted andlwhenahei n g
import is complete.

Import from OCLC
Back to Reference List

Importing references, please wait...

aaaaa

Import completed - 5 references imported

[wiew Last Imported Folder| [View Log|

SAVING CITATIONS ASTEXT ANDIMPORTING INTORERNORKS

While many databases have the direct export feature, some (like Mirlyn, for example) do not. With
these resources, you needat@syour results as a text file, and then import them into RefWorks.
Thereds no |ist that tells you if a database
save it as a text file. You can go to the database and see if there is@oditedReRNorks, or

go to RefWorks and see if there igvgort filter available. The import filter is what tells

RefWorks where the data came from, and how to interpret it correctly (so RefWorks knows what

is the author, the title, etc.).

Toseeifte dat abase youdre using hRefereneesrRmufanidor ks i
selectmport. On thelmport screen, use thmport Filter/Data Soprdesiown menu choose the

vendor of the database, and then chogamrr e s e
the specific database in Betabas Imprt Fiker/Data Seurce [Criversty of Mivoan Urwersty Uorary ]

pu"down menu Database [armerica: Histary and Life [ABC-CLIO] =l
Import References into Specify Folder (aptional) x
ances are

(Mote that referenc alza put in the Last Imported folder)

To import a text file iNto REMWOIKS, fiF{ « import nate irom the tataseing rese rite
you have to save the text file from the
database you are USing " Import Data from the following Text

1. Follow the instructions for the =
databasg o udr e usi
citations as a text file on your '
computer. See our FAQ for = or
stepby-step instructions at Limpors
http://www.lib.umich.edu/knc/howto/citation/refworks/text.html

2. Once you have the text file, go to RefWorks and then goRefdgrencesnenu and
select mport.

Back to Reference List

Browse

. - <] Specify only if you spedfically set the encading when saving the text file;
Encoding [ANST - Latin T I~ et E et

Need help?Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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SEARCHONLINEDATABASE

On thelmport screen in RefWorks, selectlthport Filter/Data So(raversity of
Michigan University Library, I1SI, NLM Gateway, etc.)

Depending on your data source, you may need to specify the datab&sgabdke
pulldown menu.

If desired choose an existing folder from litmport Refereimte$-oldepulldown menu
(more about creating folders later in the document.

Be sure thdmport Datiiom the followiegt Fileadio button is selected and click on the
Browdeutton to navigatto your text file and select it. Scroll to the bottom of the screen
and seledtmport Your citations will be imported into RefWorks. (Note you could also
copy your results and past them intdri@ort Data from the followirgpXextd then

CIICk | mpor) References v Search ~ View ~ Folders ~ Bibliography Tools ~ Help ~ Search
After you click thémporbutton, RefWorks will ~ ffmport

import the records, tell you how many were | @ @@ ek
imported, and give you the option to view the [q........

imported folder or return to your reference liSt. jumpor completed - 10 references imported

[ View Last Imported Folder | [ Wiew Log

Back to Refd

This is the least recommendegthnod, as you do not get the full search capacity of the database
you are using. However, earch Online Databdsature allows you to search library catalogs
from within RefWorks, and this is handy if you know that the catalog has a specific item.

1.

Go to theSearchmenu and choog@nline Catalog or

Search Online Catalog or Database grequests 735,
Database 9 e s

Online Catalog or Database to Search:

On theSearch Online Databaseseen, choose the catalog uues s
(for example, University of Michigan to search Mirlyn, gu "™ emememsmeemeais
library catalog).

Indicate how many references to download at one time i
Max. Number of References to Dmvidmad menu.

Enter your search tersve recommend using tAdvanced .
Search feection rather than tiqguick Search bax. In the Cexciis ~patensic

advanced area, be sure to chédfe , OR, orNOT from
the pulldowns between tlegms.

Pub Year

Once you have your terms entered, click o8ehedbutton,
and your results will appear in a new RefWorks window.

Use the checkbox next to the item to select the ones you want, and therropekithe

Quick Search for: (Quick Search results are based upon the fields support

Advanced Search for:

button to bring the citations| search Results for Advanced Search
|nt0 RefWOkS. |f yOU SeleCt fefErences to Use: * Seleched Page All in Ust Sort by | Defaukt ~
a Specific folder from the mport Import to Folder v|) (Nete that references are 340 Dot In the Last Imported foicer)

GotoPage: 1 2 Nextyy Lastyy
Import to Folgedldown e Bodk, whtie Mefevence' o 56 -

Book Tite: An introduction to 3-manifolds
menu1 you can place your Authors: Scott,Peter
I I I Source: 1975, 38, [4], Dept. of Mathematics, University of Maryland, College Park
C|tat_|ons directly to a froemerl ok e et B MGet It
partlcu |ar fOlder Book Title: The Status of pre-college science, mathematics, and social science education, 1955-1975
| Authors: Helgeson Stanley L.; Ohio State University. Center for Science and Mathematics Education; National
Science Foundation . Directorate for Science Education, Office of Program Integration

Need help?Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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ORGANIZING YOURCITATIONS

Create New Folder

CREATINGFOLDERS [
Mew Folder Name: I—

You can create folders to organize your citations by going to

Foldersmenu and sele€reate New Folder Type the name of e ———
your folder in thé&lew Folder Nafieéd and click on th@Kbutton.
You can create an unlimited number of folders within your RefWorks account. You cannot create
subfolders. You can, howevercelthe same reference in more than one folder.

ORGANIZING YOUR CITATIONSWITHFOLDERS

After you create folders, you can put items into them to organize yourself, and you can put the
same citation in more than ocoawayssehovwupmthe f t ha:

All References list, and if you remove a citation from a folder, it will still be in your RefWorks
database.
1. To organize your citations into folders, use the

All References swich to: [Standard view 7|

checkbox next to the citation to select it. Use: @ Selected ¢ Page ¢ Allin List -
. [ Add to My List |[Putin Folder... | ~|[ Global Edit || D

2. Go to thePut in Foldpulldown menu and select thgg =————————
approprlate folder [ Ref 1D 437 Last Imported Whole Reference 1 of
Book Title: Buftz Texas Longhorns yire @ two frontier|

will never be repeated

3. Ajavascript message will appearalgatk s 0 Arjfe y opagdn

Bigoers.Don Hamnmn Biggers.Don Hamp

you want to put the [number of references] selecte@‘ﬂéjére%ﬁ S1091. xix. 241. Texas Tech Universi
‘1'] at

t h e [ S e I @'(d(OIQ d ] f 0] | d er 9 q_Ref]D.q:u Journal Reference 2 of 1
4. Youdbl |l then see a messp@fe ﬁ{‘gﬁgcﬁﬁ”f’“(@"éilaf‘a?w'i*i”cgrc"ac’t“

citations have been successfully put in the folder. | X@brs:  Chapa.Sergio

may need to clidRKto dismiss the dialog box. Source:  Knight Ridder Tribune Business News. 20(

HNDING DUPLICATECITATIONS
There are actually two ways to find the duplicates in your RefWorks database:

M Go to theTools menu

References ~|Search - View ~|Folders - Bibliography | Tools ~|Help ~

1 Go to theView menu ——Colder >
|n b o t h cases y ou D"plicate ReflAll References ndidates (Exact) Switch to: | One line/Cite V\ew‘ﬂ
’ . MylList
H References to Use: (=€ TUAlLin Liet
Opportunlty to choos€lose Matchor Add to My List (pur | ouplicates b cE;m :::T: ilobal Edit | | Delete | [ Print |
Exact MatCh_ ose "~ Checks for exact Author, Title and Publication Year matches
Youol | want t o V | ® cite view Bamich G. 2000 Algebra structures on Hom (C, L)
. ! cite view Barnich.G. 2000 Algebra H C.L
make sure yOU keep the one Wlth thE = e Fajglﬁrc a;:u;r(.:lg;nlniga?;‘maulcmCmmm After First|
most i nformati on |¥seYuks 2005 Survey Replication
in a document). [ cite view Wang P.S. 2005 g]?r.l:; aérfplul(;l'ajzsnlnmal Treatment Contact After Firsg
Del et e t he ones # cite view Huebschmann.J. 2002 Formal solution of the master equation via HPT and defol
1 cire view Hinehschmann T 20072 Formal snlntion of the master eanation via HPT and defi

checkingtie checkbox next to the
citation then clicking on thiXeletbutton (you can select more than one before you cliDieliie

button).
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SEARCHING FORCITATIONS INYOUR RERNORKSDATABASE

The Search RefWdiddsl on the top right side of the screen
searcheacross your RefWorks database. It looks in all fields,

University of Michigan University Library ﬁ

including thelastractand custom fields. All search terms are Search RefWorks
connected by the Boolean conneAfdD . It also searches for
embedded ter ms, . e. ., I f yol Back to Reference List L I T 1

reference wi th oOohearto, opart_q et

Advanced Search in Your RefWorks Database

TheAdvanced Searcliflocated under treearchmenu) [eute vour searen steatecy S
Fields and Values to Search for: ggarch:

allows you to limit your search to specific fields (auth{ o= = - all Ferorarens

- l—
title, abstract, etc.), select Boolean operators (and, of E or

. and .z © anly References in:
as well as select the folders you wish to search e ot

™ Great Lakes ™ Last Imported

.  —
You can also use theokup by Author, Descriptor, or |m=s I sample Datsbase
Periodical, also found under ttgearchmenu. [Perodical ]

and =
Pub vear =

Search Clear

EXPORTINGREFERENCEBROM RERNORKS

If you need to export citations from RefWorks to EndNote, for example, gdriefehences
menu and choogexport (you can also go to theols menu and choo$export).

1. On theExport screen, teferences ~| Search ~|View ~| Folders ~ Bibliography| Tools ~| Help ~ Search Rafworks '
choose the appropriate ot
item in theReferencesto Back ta Reference List
- SELENEES €2 LiEe: O all References (101) O My List (o) & References from Falder | Choose a Folder v
|nC|Udeec‘tlon. :(E\S:;E:T?Ex ort Formats @ Biblingraphic Software (EndMate,Reference r\«‘\anagenPruCite‘:DIEr R
2. In theExport Format O S —
. ) Citation List
SeCtlon_’ Choose_ hOW you O Rrefworks Tagged Format
WOUId Ilke the flle O Refworks XML Format
formatted . O Tab Dalimited
O ¥ML (depracated)
3. Click theExport to Text File
button.
4. A new window will open with the file form,

save page function (where this is located depends on the browser), save the file to your
Desktop or wherever you would like to save it.

Need help?Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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EDITING INFORMATION IN YOUR CITATIONS

You can edit any citation by clickingEldébutton for that citation. Depending on how you are
viewing the citation, thiditbutton will be in different places:

i Standard View:to the right of the reference, there\éimvandEditbuttons.

M One line/Cite View: click on the/iewbutton to the left of the citation, then when the
record opens, theditbutton will be at the top left.

1 Full View: to the right of the reference, there\dimvandEditbuttons.

Once you are in the Edit Reference screake any changes you want, and then cliSatee
Refererméton at the top.

CHANGING MULTIPLECITATIONS ATONCE

There are times when you need to change the same thing across many records. For example, if
you find a typo i n oaddthasamekeywdrds(called Descriptosstmmu wa n
RefWorks) to several records, or perhaps you want to change all occurrences of a particular term.

References ~|Search ~|View ~ Folders ~ Bibliography Tools ~ HJ
CHANGE BY LOOKUP

Lookup by Descriptor in Your RefWorks I
1. Go to theSearchmenu and Choosﬂ)OkUp by [ABCDEEFGHIKLMNOPRSTUY W]

Author, Descriptor, orPeriodical. | .

. . «Prev Decision Making - Heurist

2. Click theEditbutton next to the term. Decision Making ) Edit Delete | Equipes de t
. . . Digital systems (1) Edit Delete experiential |

3. On the Descriptor Global Edit page, type in the NewW |owe crasassn ) o ooe | sxperiensa

term and click th®@K button. This will change all edushess. () e | menta
occurrences of the old term to the new term (only i} gaucatin @) Edit pelete | B and s

edurcatinnal comnuting 13

ul

di

Delete

field SeleCted)' Descriptor Global Edit

Back to Lookup List
Change e-commerce

To  e-business|

e _ _ ___ _____ ____________________________|
C HANGE BY G LOBAL EDlT BUTTON References ~|Search v View ~|Folders ~ Bibliography Tools ~|Help - Search RefWorks

You may want to add UDOW” descriptors to All References suwitch to: [ standard view [

i i References to Use: () Selected CFage/:A&H'rrH\ Sort by | Authors, Primary [+ )
your Cltatlons ) ) ) [Add to My List | | put in Folder..  [${] Global Edit | ) Delete |
1. Mark the relevant citations, and click on Totopage: 1 2 Nexty, Lastyy
the G|Oba| Edbutton . References ~ Search - View v Folders ~ Bibliography Tools ~|Help ~ Search RefWorks
2. On theGlobal Editscreen, be sure the Global Edit _
Selectetio button is checked _ - E—
References to Edit @ Selected () Page (JAllin List
3. Choose the correEield to Ed#ind put the Field o Edit @ Specitc Fed (st )
. . () Electronic Source Related Fields
Change In th@hange Fleldbw Change Field to | Used in Chapter 3 of dissertation|
4. Choose the appropriate radio button in th ;
If Fleld Al ready Contal ns mm Dn . If Field Already Contains Data @) Append to Existing Data
() Overwrite Existing Data
5. ClICk tth button_ (_ Leave Existing Data Alone
Need help?Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
exploratory@umich.edu | http://www.lib.umich.edu/guides | knc-info@umich.edu
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SHARING YOUR RERNORKSDATABASE

| Update User Information

READ-ONLY ACCESS PP ———

nnnnnnn

sharing a Reawhly password, others will be able to search your database ex .., E
data and create bibliographies, but they will not be able to edit references, ir k===
references or change folders. b

To make your database readl, go to thd ools menuandchoosdJpdate User

read—unl
password hel low

Info. Enter a readnly password (different from your original password) and C ;..o easswers:

Updatewith your login name and ready password, users will be allowed to
access your database in+ady mode.

USING RERWORKS FORGROUPRESEARCHPROJECTS

RefWorkgs a great tool for group research projects. By creating an account to share, you and
your group members will be able to add citations from anywhere you have Internet access. Here
are some tips to help you to use RefWorks efficiently as a group.

CREATE ASEPARATEA CCOUNT FOR THEG ROUP

Group accounts are created exactly the same as individual AatmodeSign up for an

Individual Accofrotn the main RefWorks screen. Chodsegin Name andPasswordthat

wi | | make sense t ®osharethase vwth tbewgmupl). d-orex@mplefpeck get
somet hing that has the class or project name

USEFOLDERS TOORGANIZECITATIONS
To facilitate organization amongst group members, create folders to stateiposr ¥ ou
could create folders for different topics and/or a folder for each person working on thé project
whatever works best for your group. Remember that citations can display in multiple folders.

CREATEC ONSISTENWOCABULARY USING DESCRIPTORS
Using descriptors creates a consistent vocabulary across your RefWorks database making it easier
to search and retrieve relevant citations wi:
citations from a number of online library resources, diffenastiteay be used to describe a
similar thing. For example, the words 0
but your group may al ways want to use the wo

SELECT ANACCOUNT MANAGER
Select someone from your group to periddichéck for duplicates, make sure citations are in
the proper folders, et c. I f your account ne
can let the group know what needs to be done.

Need help?Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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ADDING CITATIONS TOYOURWORD DOCUMENT

There are two main y&to add RefWorks citations to your Word docutn®mie Line/Cite
View and using the Wriké-Cite plugn. The big difference is that with the One Line/Cite View,
you have to copy and paste each reference; with thé\\MZites you click th€itebuttonand it

places it in your document.

ONE LNE/C ITEVIEWMANUSCRIPT
To cite a

reference

References v|Search | View | Folders = Bibliography | To

switch to theOne Line/Cite Vidawy choosing it

in theSwitch tpulldown menu.

References to Use; (%) Selected () p TE01S

All Refaerences cwitch to: | Full view

Standard Yiew

| Add to My List

Full Wigw

| Put in Folder...

1. Click on theCitebuttonnext to the appropriate refece.

2. A Citation Viewewindow will appear containing the citation formatted as atfright
are citing more than one item, clickGitebutton and it will get added to the existing

citation.
3. O nce y ou 6 r e S elt , c | | C k Reﬂﬂ'urks-(lilitinn Yiewey, - Microsoft Internet Explorer pro... Elil@
. http:f fwm, refwarks, com/Refwarks/dtref, g A
Select Citathmitton. S Taromes : —
4. Copy the citation, then go to
your Word document and past¢ | Citation Viewer
|t |n the rlght place, or drag ang This is my great decutnent with cita
. - . my great document with citations Tl
drop the C|tat|0n |nto your great document with citations This 1 S Ffibns (i i o :
document with citations This is my D: = E:'Eai ‘IDr':D ﬂ;r YDE:JU?:; ) © G Y b
document document with citations This is my ‘py B peste itnto ¥ Id” tH |
. - is 1 Select Citati Cl Bibli h
5. Be sure teleartheCitation oot i o T 4y R
Vlewe NVI ndOW before Creatlng docurment with citations This is my @ Irternet H100% -
- . . document with citations This 15 my 3 T COIIETIT WItIL LI oI LI & 10y groar
you r next citation. docutnent with citations This is my greW document with citations This is my great
- docurrient “mth c1tat1‘<_:ns ﬁll Baig, Edward C. 19?8,}} e .
Once youdve added—at t Te Ct tatt ofrs O

yourdocument, see tlig&reating a Bibliography for your Word $2atioment pagE3to generate

the bibliography for this document.

EDITING YOUR IN-TEXTCITATION

There are times when ywant to change what thetext or footnote citation looks like; for
example, you want to omit the author or year, or add page numbers. If you are not using the

WriteN-Ci t e met hod

described

in the next secti

For example, to omit the author from adteixt citation you would add after the year, but still

in the brackets:
{{42 Smith 2003/a}}

For a list of all RefWorks switches, please visit the RefWorks Help website:
https://www.refworks.com/Refworks/help/refworks.htrModifying_an_In

Text Citation or Footnote.htm

Need help?Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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UsSING WRITEN-CITE

The WriteN-Cite plugn runs an abbreviated version dVR&ks in your word processor. You

have to download and install the UM version of \ANH@&te because we do not use a RefWorks
group code, and if you download the one from
you havendt i ouswelssitelare downldadgtallation ingtauctian® are also

available thefg@attp://www.lib.umich.edu/help/refworks/write.htrl

Once WriteN-Cite is installed, an icon will displayoiar Word toolbar.

1. Click on thaNrite-N-Citeicon in the toolbar.

2. TheWriteN-Citewindow will open. If you are not logged into your RefWorks account,
you will be prompted to do so at this time.

3. Navigate to the desired citation and
click on theCitebutton.

4. The citation will appear wherever
your cursor was in your Word
document.

a. If you need to add another
reference to this spot, leave the
cursor where it was and repeat
step 3. The second citation wijll
get added within the double
brackets (as shown attig

5. Move your cursor to the next place to insert the citation, and repeat as needed.

Once youdve added al |l t h &reaingta&ibliogoaphy fortyar Woalu r
Documesection below to gerate the bibliography for this document.

EDITING YOUR IN-TEXTCITATION

There are times when you want to change whattta oitation looks like; for example, you
want to omit the author or year, or add page numbers.

1. Insert the citation(s) as desatibe
above.

2. Click on theEdit Citatiobutton in
the upper right corner (shown in
picture above). If you are coming
back to a citation later, make sure
you put your cursor somewhere |n
the citation first.

3. Make the changes in G#ation
Editor window as showat right.

4. Click theSave to Wdrdtton at the
bottom of the screen.

Need help?Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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