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This handout provides a basic introduction to RefWorks.  For help using 
RefWorks, please contact Caroline Sietmann in the Library at 
csietmann@dom.edu or x6884, or see the Help section within RefWorks. 
 
What is RefWorks? 
RefWorks is a research management tool that allows you to collect, store and 
manage information.  It is available through the Library Web site to all Dominican 
faculty, staff and students.  With RefWorks you can: 
 
 • export references from databases, the book catalog and the Web  

to your personal RefWorks account 
 • access your account at anytime from anywhere via the Web 
 • manage your references in folders 
 • link from your references in RefWorks to the full text of articles (when  

available)  
 • automatically generate in-text citations and bibliographies in all major  

styles from the references in your account 
 • share references, even with those not using RefWorks 
 
Getting Started 
Users must first create an individual account: 
 

• Click on the RefWorks link on the Library Web site or on the Library tab  
of MyDU, or go to http://www.refworks.com/, and click on Login 

• Click on Sign up for an Individual Account 
• Fill in all fields in the New User Information box 
• Enter your Dominican email address in the E-mail Address field 
• Click on Register 

 
Off-campus Group Access Code: RWDomU 
When logging into RefWorks off-campus, you will be asked to enter this code. 
 
 
Creating Folders 
Click on Folders, then on Create New Folder to make folders for specific 
subjects, projects or classes.  There is no limit to the number of references or 
folders you may have in your account.  A reference may also be kept in more 
than one folder.  After naming the folder, click OK. 
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Adding References: Direct Export 
Journal article databases available through the Library have a direct export 
function.  You may export articles one at a time, or put several articles in a folder 
within a database and then export them all at once.  The images below are of a 
direct export from the Academic Search Premier database.   
 
When viewing an individual article record or a folder of records, click on the 
Export to Bibliographic Manager icon. 
 

 
 
Choose Direct Export to RefWorks and click Save 
 

 
 
RefWorks will open in a new window.  You do not need to be logged into 
RefWorks before exporting.  The references you exported will go into your Last 
mported Folder. I

 

 
 
In your Last Imported Folder, click on View to see the full record or ArticleLinker 
o go to the full text of the article (if available). t
 
Move the reference(s) into the appropriate subject, project or class folder from 
the Put in Folder… list.  References will remain in your Last Imported Folder 
until you import another reference.  If references get displaced from your Last 
Imported Folder, they will not be deleted.  They will stay in your RefWorks 
account, but will not be in a designated folder.  To see all your references, click 
n View, then on All References. o
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, then on Add New Reference. 

 

 want the reference to be in.  Choose the type of reference (i.e. article 
r book). 

 

raphy in your chosen output style.  Click on 
ave Reference when finished. 

e box to the left of each reference you wish to add to your RefWorks account. 

 

 

 
 
Adding References: Manual 
Click on References
 

  
 
Select an output style from the list under View fields used by.  Choose the 
folder you
o
 

 
Enter the reference information.  The green checkmarks indicate elements 
necessary for an accurate bibliog
S
 
 
Adding References: Book Catalog 
After doing a search in the DU Online Catalog or in the I-Share Catalog, check 
th
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At the bottom of your results list are options to save the records.  Choose 
Selected, all pages.  Choose the Full Record format.  Click Save. 
 

 
 
 
Text of your selected records is created.  
 

 
 
 
Highlight the entire text file by clicking on Edit, then Select All in your browser.  
Copy the highlighted text by clicking on Edit, then Copy in your browser. 
 
Return to RefWorks.  Click on References, then on Import.   
 
 

 
 
 
Choose Dominican University as the Import Filter/Data Source.  Choose 
Dominican University/I-Share Catalogs as the Database.  Choose the folder 
ou want the reference to be in.   y
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Choose Import Data from the following Text.  Place your cursor in the text box.  
Click on Edit, then Paste in your browser.  The text file of your catalog 
references appears.  Click on Import.  
 
 
Move the references from your Last Imported Folder to your subject, project or 
class folder. 
 
 
 
 
 
Creating a Bibliography 
Click on Bibliography in the RefWorks tool bar.  Choose your Output Style and 
File Type to Create.  You may create a bibliography of all your references or of 
references in a specific folder.  Then, click on Create Bibliography. 
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Your bibliography is automatically created in the style and file type you chose.  
Be sure to proofread and save your bibliography. 
 

 
 
 
 
 
Using Write-N-Cite  
Write-N-Cite is an MS Word plug-in that allows you to create in-text citations in 
your papers.  Click on Tools, then on Write-N-Cite to install the program.  Write-
N-Cite is compatible with both PCs and Macintoshes. 
 

 
 

nce installed, Write-N-Cite will appear in the Add-Ins tab in MS Word 2007. O
 

 
 
Click on RefWorks Write-N-Cite in the Menu Commands box to launch Write-N-
Cite.  It will open a new window and ask you to log in.  After logging in with your 

efWorks name and password, you will see a list of your references. R
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Check the box next to Always on top to keep the Write-N-Cite windows always 
visible.  Click on View, then Folder, and choose the folder that contains the 
references you need to insert in your paper.  
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Place your cursor in the text where you need to insert a citation.  Then, click on 
Cite to the left of the reference you are citing.  A placeholder (seen below 
highlighted in yellow) appears.  This placeholder connects your paper to your 
RefWorks account. 
 

 
 
 
Save your paper with these placeholders. 
 
After you have entered all the placeholders and saved your paper a final time, 
click on Bibliography in the Write-N-Cite window.  Choose your Output Style 
and click on Create Bibliography. 
 
 



 9

 

 
 
 
A Final version of your paper is created.  The placeholders and your bibliography 

Proofread and save your paper. 

 
 
Thank you for using RefWorks.  For help using RefWorks, please contact 
Caroline Sietmann in the Library at csietmann@dom.edu

are formatted in the style you chose.  
 
   

 

 or x6884, or see the 
Help section within RefWorks. 
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