v UNIVERSITY OF
WOLVERHAMPTON

SKILLS FOR LEARNING

GUIDE TO REFWORKS

This workbook will guide you through the following tasks for creating a RefWorks account
and entering and editing references:

1. Creating a RefWorks account

2. Adding a reference manually

3. Organising your references into folders

4. Importing references from the library catalogue
5. Importing references from academic databases
6. Importing references from Google Scholar

7. Creating a reference list

8. Inserting references into a Word document

9. Importing References from the Internet
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1. CREATING A REFWORKS ACCOUNT

1. Access RefWorks at: http://www.refworks.com/refworks

2. Click on Sign up for a New Account.

3. Fill in the form and click ' & Create Account

Step 1 Step 2: Finished =
Account Information || User Information Enjoy Refdorks!

Create an account at University of Wolverhampton (not my institution)

EmaiIAddress:H |

Re-enter Email |
Address:

Login Name:| |

Password:| |

Re-enterPassword:| |

Congratulations you now have a RefWorks account!

Please note:

The email address must be your
University of Wolverhampton
account.

To register for an account or access
RefWorks off-campus you will need
to enter the group code:

RWUWolverhampton

You can access your RefWorks account from any computer with an Internet connection using the

login details you have created.
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2. ADDING A REFERENCE MANUALLY

1. Click on the | 2 NewReference  pytton at the top of the screen

2. Select Your Reference Style. Check with your School if you are unsure which style you should use.

View fields used by:: Mone Selected v

Ref ID:| Mone Selected
Favorilas
OAdd to folder:)  APA bth - American Fsychological Association, bth Edition
APA Bth - American Pesychological Association, Gth Edition
Ref Type: Chicago 15th Edition (Author-Date System)
Council of Science Editors - CSE 7th, Citation-Sequence
Source Type:|  Council of Science Editors - CSE 7th, Name-vear Sequence
Output Language:| Marvard
Harvard - British Standard
& Mttachments:|  MLA 7th Edition
“ancouwver
Liniversity of Wolcerham,

pion Spacific

(=1
Access Outp

The University of
Wolverhampton Harvard style
is listed under ‘University of
Wolverhampton Specific’ in
RefWorks.

Authors:

3. Select Your Reference Type (e.g. Journal Article)

Ref Type:| Journal Aricle :v
Abstract :A

rce Type: Artwork

anguage:| Bills/Fesolutions
Book, Edited
Book, Section
Book, Wwhole
Case/Court Decisions
Computer Frogram
Conference Proceedings
2 5th - Disseration/Thesis
: are user Disseration/Thesis, Unpublished
Generic
Authors: Grant
Hearing
Title: Jaurnal Aricle
Journal, Electronic
Laws/Statutes

chments:

4. Enter the details of your reference in all fields in the “Fields used by Wolverhampton Harvard”

section (e.g. Author, Title, Year etc.)

5 Click on a Save Reference or o Save &Add Mew

to continue adding more references.
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3. USING FOLDERS

Folders can be used to organise your references, for example you can organise references into
Introduction, Chapter 1 etc. or use folders for different modules or projects you are working on.

1. First, click on the = —© NeWFOIOEr 1y, ion,

® RefWorks

oy Mew Folder Create Bibliography @ Mew Reference

2. Give your folder a name, then click |- Create

Mew Folder Hame (Create Subfolder):

3. Tick the references you want to add to this folder, then choose which folder you want to add
them to.

Feferences = AlNReferences

References (| Organize & Share Folders | 12 3 Mext Last
References to Use T Q ﬁ d;h Sart by Change Wiawm
® serected Orage Caninvist | 2 Autthars, Primary %] Standard View (%]
Mty List
RefID 5 T nce 1 of 53 5l (}a
Endiate Test{3m
Tithe 'tis aareat] au'
Source Sporting Mey  esti4)
Folders Endkote Test, Test;
Ref I 41 Boak, Whole Reference 2 of 63 S =y

Authors  Adams Gerald R.ﬂ

Book Title Adolescent development ; the essential readings
Source 2000, Blackwell Publizhers, Oxford
Folders Endrote Test Last imported;
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4. IMPORTING REFERENCES FROM THE LIBRARY CATALOGUE (LIBRARYSEARCH)

1. To access LibrarySearch go to the LIS website at http://www.wlv.ac.uk/lib
2. Perform a search

3. When your search results appear, use the pig button to send items you are interested in to
My favourites.

PAGE 1 2,134,752 Results Personalize

JOURNAL ’
‘ Tree-ring research.
Tree-Ring Society.; University of Arizona. Laboratory of Tree-Ring Research.
2001]-
& PEER REVIEWED

4. Open My favourites and select the items to be sent to RefWorks.

NEW SEARCH BROWSE FEEDBACK CONTACTUS

ADVANCED SEARCH

5. Click the ‘Push to actions’ button and select RefWorks.

N-WSEARCH BROWSE FEEDBACK CONTACTUS

My Favourites

"Push to" actions
SAVED RECORDS SEARCH HISTO

Please note, all items you want to send to RefWorks must be highlighted by checking the tick box to
the left before the ‘push to actions’ button becomes availab

L s Sortby Dateadded v

Labels

RefWorks will now open and tell you that the references were imported. To view the references you
have imported, select the Last Imported folder in RefWorks.

Folders

i@ Lastimported (1)

This will always display the most recently imported set of references enabling you to check and edit
them if required.
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5. IMPORTING REFERENCES FROM A DATABASE

Many online databases and library catalogues will import references directly into RefWorks.
Remember to have your RefWorks account logged-in.

The following instructions explain how to export references from the ScienceDirect database:

1. To find ScienceDirect go to the LIS website at http://www.wlv.ac.uk/lib

2. Select Subject Resources and then Databases A-Z

3. Click on S in the alphabetical list at the top of the page, then scroll to find ScienceDirect.

4. Using the quick search box, carry out a search for a topic of your choice:

Home | Erc
Aicles & Allfields foothall construction| Author
Images ) Journal/Book title Wolume Issue Page [ Search ScienceDirect ]

5. When your search results appear, select the articles you are interested in by checking the tick box
to the left. Then click Export Citations.

'r B4 E-mail articles | E‘) Export citstions | Z Covvnload multiple POFs II_'vOpen all previews

1 E The special features of sport: A critical revisit Review 2ricle
Sport Management Review, Fojwme 13, 1asue 1, Februany 2010, Pages 1-13
Aaron C.T. Smith, Boh Stewart

[_'vShoW preview | Z FOF (190 K) | Relsted atticles | Related reference work aricles

2 E A review of facial protective equipment use in sport and the impact on injury incidence Criginal Research Aricle
British Jowrnal of Oral and Maxiiiofacial Surgeny, in Press, Corrected Proof, Available onling 2 Februany 2017
Tirothy Farrington, Gladys Onambele-Pearson, Rebecca L Taylor, Philip Earl, Keith YWinwood

[_'vShoW preview | Z FOF (161 K1 | Related atticles | Related reference work aricles

3 E Contextual influences and athlete attitudes to drugs in sport Criginal Rezearch Aicle
Sport Management Review, Vojume {3, fssue 3, August 2070, Pages 181-197
Aaron C.T. Smith, Boh Stewart, Sunny Oliver-Bennetts, Sharyn McDaonald, Lynley Ingersan, Alastair Anderson, Geoff
Graetz

r'vShaw preview | Z POF (299 K) | Related aricles | Related reference work aricles
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6. Make sure that the information in the Content Format and Export Format fields matches below

and then click Export.

Export citations

To export the 3 selected citation + links, select yvour preferred formats and click Export.

Content format: () Citations Only
(%) Citations and Ahstracts

Export format: () RIS format (for Reference Manager, ProcCite, Endilote)

(&) RefMarks Direct Export 7 Ahout Refworks

(3 ASCI farmat
() BibTeX format

| Cance

7. RefWorks will now open and tell you the references were imported.

Import References

Irport Log =

Exporting references from other databases and online catalogues:

Help

LIEmail vour Likrarian

Tutarial

L2 |qunch help file

_|:|F{equeat L4

Instructions on how to import references from other online sources are
available in the RefWorks help file. Some databases use an indirect
export. This requires you to download your references from the
databases and then import them into RefWorks. Search the RefWorks
help file for individual instructions for a particular database.
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6. IMPORTING REFERENCES FROM GOOGLE SCHOLAR

You can also import references from Google Scholar, although you can only import one reference at
a time. You just need to change your preferences to enable Scholar to import.

1. First, open Google Scholar at: http://scholar.google.com

2. Then open your Scholar preferences:

Sign in
by Citations
g Scholar Preferences
G OO [€
) -
scholar

3. Scroll to the bottom of the page and ensure under the heading ‘Bibliography Manager’ RefWorks
is selected. Then save your Preferences.

Bibliography Manager O Dont show any citation impart links.

@ Show links to impart citations into | Refiorks i3]
BibTex
EndMaote
Feftdan
Save your preferences when finished and return to search. Eeftorks
YWenxianWan

4. Next time you search Google Scholar an import into RefWorks button will be visible under each
result.

Lessons from health during the transition from communism

b McKee. .. - BMJ, 2004 - brmj.com

If dermocracy really is good for health, then the countries of central and eastern Europe are
obvious places to look for an effect. These countries were part of the Soviet bloc for several
decades of the 20th century before adopting, to various degrees, democratic governments ...
Cited by 20 - Belated articles - . - All 11 versions - Import into Feforks

5. Click the ‘import into RefWorks’ button and RefWorks will open; and your references will be
added to RefWorks.

Whenever you import references, it is worth checking to make sure all the necessary information is
present. You may need to edit your references and add data. To edit a reference in your reference
list, click on the ‘edit’ icon. s The process of editing is then the same as adding a reference
manually.
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7. CREATING A REFERENCE LIST

1. Log-in to your RefWorks account and select | “'#ale Bihlingraphy

2. Select which reference style you need.

Create a bibliography from a list of references

References to Include From HAcademic Writing: € geiected () © Pdge 12y T allinList(12)
*¥ou can select 2 different folder from the folder area to the right of this window:,

Select an OutpLt Style | Wolverhampton Harvard =] | Preview

Select a File Type | HTML =l

Need Help creating 2 bibliography? Dir you want 10 forat & paper snd bibliography instead of creating & bisliograpty from
a list of references?

B Manage OutputStyles | [ Create Bibliography
4

3. Choose which references you wish to include in your bibliography and your file type.

Create a bil ap om a list of refere

References to Include From FAcademic Writing: © elected (0) " Page (12) @ allin List(12)
ou can selsct a different folder from the foldsr area to the right of this windaw.

Select an Output Style  Waolverhampton Harvard ~y Privigw

Select a Flle Type | HTML =l

Nz Help creating  bibliography? Did you want 1o format & paper snd bibliography instead of creating & bisliography from

a list of references?
& Manage Qutput Swreate Bibliography
A

Click create bibliography

4. RefWorks will then convert your references into a Word document. (You may have to turn off any
pop-up blockers on your web browser first, it’s normally under Internet tools or options).
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8. INSERTING REFERENCES INTO WORD WITH WRITE-N-CITE

RefWorks can be used to import citations and format your reference list as you write it in Word
using Write-n-Cite 4. This feature is available on all University PCs using Apps Anywher ¥ f

To use this feature at home, it must be downloaded from the RefWorks tools area:

Tonls Click on Write-N-Cite and follow the

Write- B-Cite install information to add Write-N-Cite
=3 Mew Refar to your home computer.

Refrab-It

' SEIacI{up & Restore
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Write-n-Cite 4

1. Begin to write your document in Microsoft Word. To add a citation and begin your reference list,
open the ProQuest toolbar.

EH H9-0= —r B - ® - Document2 - Microsoft Word =
Home Insert Page Layout References Mailings Review View Add-ns ProQuest
e & Logln
Citation and Bibliography Extras Settings

Lorem ipsum dolor sitamet, consectetur adipiscing elit. Ut sollicitudin quam vel nibh maximus, sitamet consectetur nisl
lacinia. Aenean gravida metus ut elit laoreet commodo. Nunc maximus felis eget tincidunt ultricdies. Morbi eget posuere
lacus. Vestibulum tincidurt libero ultricies felis sodales, sitamet malesuada ipsum ullamcorper. Ut sagittis hendrerit
rutrum. Quisgue dapibus commodo dolor eu sodales. Etiam pharefra, arcu id porttitor dapibus, massa nisi egestas sem,
quis fermentum lorem lectus in justo. Suspendisse aliquet euismod suscipit.

2. The icon will change to RefWorks. To add a reference, put you cursor where you want to add a
reference and then click ‘insert citation’, and choose which reference you want

Wd9-0|- Documentl - Microsoft Waord
Home Insert Pgefe Layout References Mailings Review View Add-Ins EndMote Web RefWarks

ﬂ Style: LT L_@S;-'ncr-.n-'Datahase a Log Cut
@;Bihliagraph\' ic S Remove Field Codes @' Preferences
Insert
Citation = &y Open RefWorks Enable AutoSync Faolder
| Herbsleb,l.D., Extras Settings
Williams, SEm. 2012 ||-2-|-1-|-R| RN R R RN AN KR R VRS S - S - T R
. - = ; ; ;

Rita Balzar, 2003
D' Crazio, T, 2010
Cook, E., 2010

i =' Insert Mew

Commercial fishing is the capture of fish for commercial purposes. Those who practice it
must often pursue fish farinto the ocean under adverse conditions. Commercial fishermen
harvest almost all aquatic species, from tuna, cod and salmon to shrimp, krill, lobster, clams,
squid and crab, in various fisheries for these species.l Commercial fishing methods have
become very efficient using large nets and sea-going processing factories. Individual fishing
quotas and intemational treaties seek to control the species and quantities caught.

The reference will now be added to your text:

Commercial fishing is the capture of fish for commercial purposes. Those who practice it
must often pursue fish farinto the ocean under adverse conditions. Commercial fishermen
harvest almost all aquatic species, from tuna, cod and salmon to shrimp, krill, lobster, clams,
squid and crab, in various fisheries for these species (Williams, ef @/ 2012) Commercial
fishing methods have become verv efficient using large nets and sea-going processing
factories. Individual fishing quotas and intemational treaties seek to control the species and
guantities caught.
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3. To insert a reference list click ‘bibliography options’ and then insert bibliography:

Wid9-0-

“ Home Insert Page Layout References

ﬁstyle: Walverham.., = @SyncMyD

EBibliography Options =| | [

Documentl - Microsoft Word

ilings Review
& Log Cut

Gve Field Codes ? Preferences

View Add-Ins EndMote Web RefWarks

Insert
Citation = ﬁ Insert Bibliography ¥ Open RefWorks Enable AutoSync Folder
Citg D Extras Settings
@ B |"2"'1"'E"'1'."2".'3"'.4"'5.'"5'."?".'8"'.9'"w.'"11'."12".'13'"1.4"'15:"
s
- Commercial fishing is the capture of fish for commercial purposes. Those who practice it
- must often pursue fish farinto the ocean under adverse conditions. Commercial fishermen
a harvest almost all aquatic species, from tuna, cod and salmon to shrimp, krill, lobster, clams,
- squid and crab, in various fisheries for these species (Williams, af @/, 2012} Commercial
o fishing methods have become verv efficient using large nets and sea-going processing
N factories. Individual fishing quotas and international treaties seek to control the species and
- quantities caught.

4. Your reference list will automatically be completed.

WEH9-0O+ Documentl - Microsoft Word
“ Home Insert Page Layout References Mailings Review View Add-Ins EndMote Web RefWarks
ﬁ Style: . Waolverham.. ~ @Syncl‘dy Database & Log Cut

E Bibliography Options = Sa Remove Field Codes @ Preferences

Insert
Citgtsifjn - &3 Open RefWorks Enable AutoSync Folder
Citation and Bibliography Extras Settings

E‘ I S - N R - R N T R I I - R R C T -
- Commercial fishing is the capture of fish for commercial purposes. Those who practice it

- must often pursue fish farinto the ocean under adverse conditions. Commercial fishermen

- harvest almost all aquatic species, from tuna, cod and salmon to shrimp, krill, lobster, clams,

- squid and crab, in various fisheries for these species.(Williams, et af.2012) Commercial

h fishing methods have become verv efficient using large nets and sea-going processing

N factories. Individual fishing quotas and intemational treaties seek to control the species and

v quantities caught.

+

N Williams. S.. Rogers. C.. Peel. P.. Harvey. 5.. B.. Henderson, M.. Madan. I.. Smedley. J. and
7 Grant, B (2012) Measuring how well the NHS looks afterits own staff: methodology of the
N first national ch!mcal audits of occupational health services in the NHS. Jownal of evaluation
- in clinical practice , 18(2), pp. 283-289 .
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9. IMPORTING REFERENCES TO REFWORKS FROM THE INTERNET

RefWorks can import references directly from webgj

available on all University PCs using Apps Anywhere )

You can download and install this feature for use on home PCs.

Toals

Write-R- Cite

D Mew Refer
Refrab-It

l:ﬁEIal:l-:up & Restore

Click on RefGrab-It and follow the
install information to add RefGrab-It to
your home computer.

RefGrab-It

If you find a website that you think may be useful and would like to import reference data for it into
your RefWorks account, click on the RefGrab-It icon located in the bottom right hand corner of your

browser screen.

NEWS roLiTics

i = B
Home World UK England N.Ireland Scotland Wales Business IRl Health Education  SciEmvironment Technology ' Entertainment & Arts -

9 May 2013 Last updated at 13:08

MPs repay £390,000 in 'profits' on second

homes

MPs have repaid nearly £390,000 in profits
judged to have been made on taxpayer-
funded homes, says Ipsa, Parliament's
expenses watchdeg.

The highest payment was £81 446 by Welsh
Secretary David Jones, one of 71 MPs who
continued to claim towards mortgage interest
payments until 2012.

A

They had to renay a share of any capital gain Seventy politicians have agreed to pay back profits

and most have now done so

But Tory Stewart Jackson says Ipsa is bullying him by taking legal action
to get him to pay £34,000 it says he owes

All MPs used to be able to claim expenses towards the cost of mortgage
interest payments on their "second homes”

But changes intraduced in 2010, following the expenses scandal, stopped
the practice for all new MPs. Most now rent properties or stay in
temparany accommodation like hotels IF they need a base in Landan.

MPs who had already hought properties under the old system were
allowed to continue to claim mortgage interest payments until August
2012 - as long as they agreed to repay a share of any profit made over
that period, even if they chose not to sell

‘Heavy handed'

Properties were valued by a surveyor in 2010 and again in 2012 - and
the amnunt MPs har tn renay denended an howe moch these ba claimerd

EHEO=ES

Top Stories

™ Abu Qatada ‘would
return to Jordan®

Tributes for Olympic sailor Simpson
Moody's downgrades Co-op Bank rating
Police say Savile 'not protected*

Thames airport 'should be rejected’

Features

Party like it's 1813
How has a typical party changed
over 200 years?

Related Stories

{ Should sacial networks censor
violent video clips?

E‘" ! In your Facebook
A

‘Dual income’ MPs
under scrutiny [

Row over MPs M Adog's life
expenses disclosure i ‘ s the ‘seven human years to one

dog year' adage true?
.
7 days quiz
.l What bizarre occurrence
=) interrupted a Paul McCartney gig?

Most Popular
Shared Read VideolAudio

Nude plea from man who shed 36 stone

=
®RefGrab-It
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You will then see a RefGrab-It screen asking you to select the website you wish to import.

a—
EE O Signin News Sport Weather iPlayer ™ Radio More... -

NEWS poLiTics 1.& /

RefGrab-Tt m|) [tion  SciEmironment | Technology | Entertainment & Arts
O=Es
@ Selected © Al Import To RefWarks Top Stories
= . ™ Abu Oatada ‘would
& The Web Page Selected: 0/1 I~ Select All In Section nd return to Jordan®

r BBC News - MPs repay £390,000 in "profits’ on second homes
show details @®

| Tiibutes for Olympic sailor Simpson
Moody's downgrades Co-op Bank rating

Police say Savile not protected”

'mf' Thames airport ‘should be rejected"
y 4
Features
ool N Party like it's 1813
cK profits How has a typical party changed
over 200 years?
ories

In your Facebook
! Should social networks censor
vinlent video clips?

to get him to pay £54 000 it says he owes. ‘Dual income’ MPs

d i
AllMPs used ta be able to claim expenses towards the cost of mortgage under scrutiny

interest payments on their "second homes" Row over MPs
expenses disclosure

A dog's life

Is the ‘seven human years to one
But changes introduced in 2010, following the expenses scandal, stopped dog year adage true?
the practice for all new MPs. Most now rent properties or stay in
temporary accommadation like hotels if they need a base in London 7 days quiz

Wvhat bizarre occurrence
MPs who had already bought properties under the old system were interrupted & Paul MeCartney gig?
alloirett to continue o claim mortgage interest payments until August
2012 - as long as they agreed to repay a share of any profit made over

that period, even if they chose not to sell.

Most Popular

'Heavy handed' Shared Read VideoiAudio

Properties were valued by a surveyor in 2010 and again in 2012 - and
the amnnnt MPs harl o renay denended nn b e thes har claimend Hude plea from man who shed 36 stone

=l
®RefGrab-It

Select the page you want to import and click on ‘Import to RefWorks'.

If you are not already logged in to RefWorks, you will be asked to do so. You will then see a screen
telling you that the import has been successful.

Ref: LS002 | Skills for Learning | 2018



You can now click on the ‘View Last Imported Folder’ to see the reference(s) you have imported.

e L This site is: SAFE - &; HNokify us

Language | Update Frofile | Customize | ContaetUs | Refiobile | Log out -

@® RefWorks

Search your Refworks databass |2 search

o NewFoider | | [ Additionalinformation (= aopo pee s

References > All

References

. Import Log o

@ seiected * Edit Imported References

m RefID 32. * Duplicate Checking Options 1=

er (121)
ed (1)

Title A
Source
Folders A
m RefID 10! iiting £12)

H @ L
2 13
B
N @
)
Title, Primary L W3
Source 2|
Folders b o (2 B

Book Title
Source
Folders

m RefID 54

O RefID 71

Title, Primary  Li
Source 2 [Bearch
Folders £

O RefID 72

Title, Primary T [ View Duplicates || () View Lastimported Folder
! |lisraphy

Source o

Folders Experiential Learmning; X Delete References

O RefID 11 Newspaper Article Reference 6 of 281 kXA &) Frint References
Article Title 12 who did the lunar strall; FINAL Edition &% Qutput Style Manager
Source LISA TODAY 1999, 07 A, McLean, Va =
Folders  Anollo 12 i) customize |
x B RefGrab-It

From this folder you can then move the reference(s) to the folder of your choice.

Please note: RefGrab-It cannot be used to import reference information from PDF files.

©0Ce

To request this document in an alternative format please contact skills@wlv.ac.uk
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