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WHAT IS REFWORKS?  
RefWorks is a web-based citation management service used for storing and organizing citations, as 
well as automatically 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 free to University of 
Michigan faculty, students and staff while you are part of the University. 

CREATING AND ACCESSING YOUR REFWORKS ACCOUNT  

ON CAMPUS 
To set up a RefWorks account on campus, you can 
go directly to http://www.refworks.com/refworks/.  
RefWorks will recognize the IP address on your 
computer as U of M and the RefWorks User Login 
for the University of Michigan University Library 
window will appear.  Select Sign up for an individual 
account.    

OFF CAMPUS 
If you are off campus, youõll need to go through the 
Library website at http://www.lib.umich.edu/.  
Select Find Databases from the options list under 
General Search on the left side of the screen and 
type òRefWorksó for a link to RefWorks.  Youõll be 
asked to authenticate using your uniqname and 
password.   

 

CREATING YOUR ACCOUNT 
In the New User Information for University of Michigan Library 
screen, enter your name, login name, password, U of M e-mail address, 
type of user, and area of focus then select Register. Once youõve 
registered, a confirmation will be sent to your e-mail address.  Youõll 
also receive periodic updates from RefWorks on enhancements and 
upgrades.  

 

NOTE:  Since your RefWorks information is kept offsite, we 
recommend that you DO NOT use your UM Kerberos password, but 
select another password of your choice. 

http://www.refworks.com/refworks/
http://www.lib.umich.edu/
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THE REFWORKS WINDOW  

 

MGet It  is a tool provided by the University Library that creates shortcuts to the full-text of 
online articles, as well as links to other Library services. 

 

Search for 
keywords 
and lookup 
by term. 

Create, import, 
and export 
citations using 
these menus. 
 Sort, delete, 

edit, and 
organize 
citations.  

Citation 
preview. 

Use MGet it 
to access 
full-text and 
other Library 
services 
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ENTERING CITATIONS INTO REFWORKS  
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, including manually 
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 ENTERING CITATIONS  
1. To enter a citation into RefWorks, go to the 

References menu and select Add New Reference. 

2. The New Reference screen will appear.  

3. Choose the citation format (book, journal article, etc.) 
from the Ref Type pulldown menu ð this determines 
how the item will look in the bibliography. 

4. Put in as much information as you have. Separate 
multiple authors and descriptors by semicolon, and 
enter authors with the last name first.  If youõd like, 
select a format from the View fields used by: pulldown 
menu, but you can just leave it at the default. 

5. Choose a folder if you have one in mind from the In 
Folder(s) pulldown menu near the top. 

6. When youõre finished entering the information, click the Save button.  You then have the 
option to Duplicate, View, or go Back to the Reference List.   

DIRECT EXPORT FROM ELECTRONIC RESOURCES TO REFWORKS 
Rather than 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 conduct your 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 are a few examples of what the export step might look like:   

 

Cambridge Scientific Abstracts 


