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RReeffWWoorrkkss::  FFoorr  CCiittaattiioonn  MMaannaaggeemmeenntt  aanndd  BBiibblliiooggrraapphhyy  CCrreeaattiioonn  

 
RefWorks is an online citation management tool that will store citations to books, articles, and websites as well as the 
full text /notes on these if you choose to upload files or edit the record. Using your folder of citations, you can create 
bibliographies in APA format and also write a paper/thesis and add references as you go directly from your folders.  To 
help with APA, see the guides on the Education Library pages: http://library.queensu.ca/webedu/grad/index.html 
 
GGeett  SSttaarrtteedd  
Use RefWorks to put bibliographic citations into folders. You can edit the information, add notes, and attach the file 
itself to each record.  Login at http://library.queensu.ca >> My Account >> RefWorks 

 
TToouurr  ooff  FFuunnccttiioonnss    

  
  
  
CCuussttoommiizzee::  Open to set preferences to APA 6th edition.  
  

 
 
 

 
  

Log onto library computer 
with your NetID. 
Open Home Page: 
http://library.queensu.ca  
  

 

 

  
For Export/Import 
Guides  

 

 

Group code: RWQueensU 
(case sensitive) 

  

http://library.queensu.ca/webedu/grad/index.html
http://library.queensu.ca/
http://library.queensu.ca/
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PPrroocceessss  ooff  UUssiinngg  RReeffWWoorrkkss  
 
When you first start an account it is empty – it needs references! 
 
Search Google Scholar 
 
From the Google Scholar search screen click on Scholar Preferences. 
At the bottom of the screen, in Show links to import citations into, select RefWorks.  Save your preference. 
Search results will now display an Import into RefWorks link. 
Note: Make sure cookies are enabled to allow setting of preferences in Google Scholar 
 

 
 
Search Summon 
 

  
 

 
 
 

Perform a search and filter. Click 
on the folder within a single 
citation to move it to the Saved 
folder at the foot of the page. 
Select APA. Export to Refworks. 
 
Refworks always moves 
citations into the “Last imported 
Folder”. Click on this to open 
the citations. 

 
Create a folder for your 
citations and move them. 
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Search Education Research Complete or ERIC 
  
Perform a search. Click on a single title of interest. Each database has a different method of marking and moving 
citations into RefWorks. The export/import guide is on the RefWorks login page. In ERC, you can move records by adding 
them to a folder (one or a whole page) and sending them all to RefWorks or you can click on the title of an article and 
click on an icon to move an individual record one at a time. 
 
• Move a group of citations by clicking on Add to folder in your citation list: 
 

 
 
• Once you are ready, click on Export, select all, and Export. 
• RefWorks will automatically open. The Last Imported folder always appears. 
• Create a folder for your records. 
• Click on Bibliography and make your reference list. 
 
Search QCAT 
 
There are two ways of doing this – from QCAT itself or from within RefWorks 
Conduct a search. Select titles then select Export at foot of page: 
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Search QCAT from within RefWorks. 

 

 
 

 
Add References Manually 
 

• In RefWorks, choose References >> Add New Reference. 
• Enter information in the boxes provided and click Save when finished. 
• Use the Notes field to copy and paste information or add links. 

 
Add Websites 
 

• Download  RefGrab-It under Tools to grab the  
citation information from web pages. 

• Find a website. 
• Click on RefGrab-It in the Favorites folder.  
• Make sure pop-ups are allowed. 
• A copy of the citation information  

will open in a new window.  
• Click on Import to move this into RefWorks.  

into the Last Imported Folder. 
 
 
SStteeppss  ffoorr  OOtthheerr  DDaattaabbaasseess  
 
Education Full Text 

 Mark records.  
 Click Exporting/Citing  
 Click Export to RefWorks, Endnote software.  
 Under Download Record(s) select RefWorks' Direct Export Tool.  

 
PsycInfo      

 Conduct a search and mark citations.   
 Click RefWorks at the top of the screen. Click Export to RefWorks. 

 
CBCA Education  

 Conduct a search and mark citations. 
 Click Marked List tab. 
 Click Export and choose Export directly to RefWorks. 

Search a catalog. Select references. Import. 
Problem in search interface. 
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 Choose View Last Imported Folder and move items to folders as above. 
 
DDoowwnnllooaadd  SSuuppppoorrttiinngg  SSooffttwwaarree  uunnddeerr  TToooollss  ((oonn  yyoouurr  oowwnn  ccoommppuutteerr))  

 
Use Write-N-Cite  to  run an abbreviated version of RefWorks in your word processor. This version of RefWorks displays 
Author, Title, and Year only, with a full view option available if needed. 
 
 
Use Write-N-Cite  

With Write-N-Cite, you can cite references in a manuscript with the click of a button. The 
abbreviated version can be set to Always on top so that it stays in place as you are typing your manuscript and 
generating your bibliography.  

The utility installs a Write-N-Cite button on your desktop as well as an Add-in to your Word toolbar (Windows users 
only) and a menu option in Word, under Tools for launching Write-N-Cite. 

Write-N-Cite for Windows III also allows you to work on a paper and format a bibliography offline -- no internet 
connection needed.  

 Use to insert parenthetical references in an MS Word document as you write. 
 Automatically generates a bibliography of all sources cited within document. 
 In RefWorks >> Under Tools >> Write-N-Cite >> download program. 
 Launch Write-N-Cite in Word by clicking the toolbar button or under Tools. 
 Open a folder and click Cite to insert a reference as you write.  
 Save your file as usual: paper.doc. 
 When the paper is finished, click on Bibliography in the Write-N-Cite window and select your output style. 
 You can format the paper from within RefWorks by clicking on Bibliography. Choose Format Paper and 

Bibliography. 
 
Write-N-Cite Tutorial from Stanford: 
http://www.stanford.edu/group/cubberley/refworks/RefWorks-WriteNCite.html 
 

  
SShhaarree  RReeffeerreenncceess  
Sharing offers: 

• a stable URL accessible by anyone, even non-RefWorks users 
• options to export, print, or create bibliographies from your shared references 
• RSS feeds 
• adding comments to a reference 
 

http://www.stanford.edu/group/cubberley/refworks/RefWorks-WriteNCite.html
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