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INTRODUCTION TO REFWORKS 
 

 

What is RefWorks? 

RefWorks is a tool which will store the references which you plan to use in your essay. It can 
be used in conjunction with Microsoft Word to insert those references into your essay and 
produce a bibliography in many standard referencing formats. 

 

How do I Access RefWorks? 

RefWorks is available on the web. You access it using any recent version of Internet 
Explorer, Netscape or Firefox. You can use it on a Windows computer or a Macintosh 
computer. 

The only software that you need to download is a small plugin that will allow RefWorks to 
work more easily with Microsoft Word.  

 

Setting Up an Account 

Go to the Library’s RefWorks page at:   http://www.library.uq.edu.au/refworks/ 

Click on the link that says Go to your RefWorks account. 

You must access RefWorks via this link, so that you can be authenticated as a UQ user. 

Click on the link that says Sign up for an Individual Account. 

Fill in the information. Choose your own username and password. Click on the Register 
button. 

Your account is now set up. You will receive an email message confirming your username 
and password. Keep that email message. 
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Manually Entering References into Your Account 

Click on References on the menu bar at the top of the screen, and select Add New 
Reference. 

In the box labelled View fields used by, you can select an output style which is appropriate 
for you. You will now see green ticks beside some of the boxes below. This is to suggest the 
fields which you need to complete, but those fields are not compulsory. 

In the box labelled Ref Type, choose the appropriate reference type. 

Then fill in the other information that RefWorks will need to format your reference. You will 
not need to fill in most of the fields on the screen. 

Be careful with the Authors box. At the end of that box, click on see detail for examples of 
how to enter the data correctly. 

When you have entered the details of a journal article, the screen should look something like 
this: 

 

 

 

Click on Save Reference to save the details to your account. Or click on Save & Add New if 
you want to add another reference. 
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Viewing References 

To view all the references in your account, click on View on the menu bar, and then select 
All References. 

The switch to box allows you to change the way you view the references. 

You can choose some common output styles to add to the menu in this box, so that you can 
preview your references. Click on Tools on the menu bar, and then select Customize. 
Under Reference List Options choose up to three styles to add to the reference view menu. 

 

Editing References 

If you need to edit the information in any of your references, make sure that you have 
selected any view except the One Line/Cite View. 

Find the reference, and click on the Edit link to open the reference for editing. 

Make the changes and click on the Save Reference button. 

 

Checking the Import Instructions for Databases 

Typing the reference data in RefWorks yourself is a slow process. Often you can export all 
the data from a database into your RefWorks account. 

Connect to the database that you wish to export from. That database will be provided by a 
data vendor. Look for the name of this company, usually found at the top of the database 
screen. Common data vendors are CSA Illumina, EBSCOhost, Ovid, Web of Science. 

Now go back to RefWorks and click on References on the menu bar, and select Import. 

When the Import screen opens, click on Import Instructions near the top of the screen. 

This opens a help screen where you can view a list of data vendors. Find the data vendor for 
your database, and read the instructions. 

 

Direct Export of References from a Database 

Some databases provide Direct Export. This is the quickest way of getting references into 
RefWorks. 

For example, look at the Psycinfo database, which is marketed by the data vendor CSA 
Illumina. If you do a search and mark some records, you can then click on the Save, Print, 
Email link at the top of the results list. 
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This takes you to another screen. At the bottom click on   

Your references will be automatically transferred to RefWorks.  

Go to your RefWorks account and you should see a screen which tells you that the 
references have been imported. Click on the button View Last Imported Folder to see your 
references. 

Remember that the export procedures vary, depending on the data vendor. You must read 
the Import Instructions in RefWorks. 

 

Downloading References from a Database and Importing with a Filter 

Some databases do not support direct export. In these cases, the Import Instructions in 
RefWorks may suggest that you save the references from the database as a plain text file 
and then import them into RefWorks using a filter. 

For example, look at the Web of Science database, which is marketed by ISI (Institute for 
Scientific Information). If you do a search, you can check references and add them to the 
Marked List.  



5 

 

Introduction to RefWorks for Write-N-Cite III.  Updated 8 April 2008. 

 

Click on the Marked List button to see the marked records. Select the fields which you wish 
to download. Leave the default setting of Field Tagged and click on the Save to File button 
to save the records. Make sure that you save the references as a text document. 

In RefWorks, click on References on the menu bar, and then select Import. When the 
Import page opens, use the drop-down menu at Import Filter/Data Source to select 
University of Queensland. In the Database box, use the drop-down menu to select Web of 
Science.  

At the box labelled Import Data from the following Text File, browse to find the file of 
references that you saved.  

 

Now click on the Import button. The references will be imported to your Last Imported 
folder. 

 

Importing References from the UQ Library Catalogue 

To import references from the UQ Library catalogue, click on Search on the menu bar in 
RefWorks. Then select Online Catalog or Database. 

When the Search Online Catalog or Database screen opens, go to the drop-down menu in 
the first box and select University of Queensland (UQ), which should be near the top of the 
list. 

In the Quick Search box, type the word or words that you wish to search for. Click on the 
Search button.  

The results of your search will open in a new window. Check the references which you wish 
to import and click on the Import button. The references will be added to your RefWorks 
account. Close the window containing your search results. 
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Organising Your References 

RefWorks allows you to organise your references into folders. If you want to do this, click on 
Folders on the menu bar, and select Create New Folder.  

Choose a name for the folder and click on the OK button. 

To move references into a folder, click on View on the menu bar, then select Folder and 
then select References Not in a Folder.  

Check the boxes beside the references you want to put in your new folder, then use the Put 
in folder box to select the folder. 

To see the references in that folder, click on View on the menu bar, then select Folder and 
then click on the name of the folder. 

 

Searching Your References 

The quickest way to search your references is to use the Search RefWorks box.  

Type in a word (or a part of a word) to search all references in your account. 

 

Inserting References into a Microsoft Word Document using the Write N Cite 
Plugin 

The Write N Cite plugin is available on Library computers. You can download it for use on 
your own computer at home. Download it from the RefWorks website at: 
http://www.refworks.com/Refworks/WNCDownload.asp  

To use it at home, you must load the WNC Proxy Configuration Utility. See the information 
on the Library website at: http://www.library.uq.edu.au/refworks/get_started.html#4 

If you are using Word 2007, click on the Add-Ins tab on the ribbon to access the Write N 
Cite icon.    

  

Click on the icon to launch Write N Cite.  

If you are using Word 2000 to Word 2003, click on the Tools menu at the top of the 
screen to access the Write N Cite icon. Or you can put the Write N Cite icon on your toolbar 
by clicking on View on the menu bar at the top of the screen, and then selecting Toolbars to 
see the full list of toolbars. Click on RefWorks, and the icon will be added to the toolbar.  
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After clicking on the Write N Cite icon, you will be asked to login in to your RefWorks 
account. You are now opening a new session of RefWorks. You will not have access to all 
the features of RefWorks, but you will have direct interaction with Microsoft Word. 

Open the Word document which you are writing. When you want to insert a reference, leave 
a space and go to the Write N Cite window. Find the reference and click on the Cite link. 

Go back to your Word document, and you will see that the reference has been inserted in a 
temporary format that looks like this {{19 Scanlon,Patrick M. 2003; }} 

Insert some more references into your document. Save your document. 

 

Formatting the Bibliography 

In the Write N Cite window, click on Bibliography on the menu bar at the top of the window. 

Use the Output Style box to select the output style.  

 

 

 

Styles which you have used before will be listed as your Favorites at the top of the list. 
Below this you will see a list of University of Queensland Specific styles which are 
commonly used at UQ. To access all the other RefWorks output styles in the Output Style 
Manager, you must login in to the full version of RefWorks and click on Tools on the menu 
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bar. Then select Output Styles Manager and transfer the styles you need to your Favorites 
list. 

After you have selected the output style, click on the Create Bibliography button. RefWorks 
will format the references in the document and create the bibliography. 

You can add further references to your document. Use the Bibliography function to format 
these references. 

 

Editing Citations 

If you want to delete a citation, go back to the original Word document and click on the 
citation. Then go to the Write N Cite window and click on Edit Citation. This will open the 
Citation Editor window showing details of the citation. Click on Remove and confirm that you 
want to remove this reference. Then click on the Save to Word button. The citation will be 
deleted from your Word document. You may find that the brackets surrounding the citation 
remain in your document; if so, delete the brackets. 

Use this procedure if you want to move a citation. First delete the citation, then reinsert it in 
the new position. 

If you want to add text before a citation, so that the citation might look like (see also 
Smith, 1999), click on the citation in the document and use the Edit Citation function. 
When the Citation Editor window opens, use the Text Before box to insert the text, then 
click on the Save to Word button. The citation in the text will be formatted when you next 
use the Bibliography function. 

 

 

 

If you want to add a page number after a citation, so that the citation might look like 
(Smith, 1999, p. 44), use the same procedure and enter the details in the Text After 
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box. Note that the Specific Page box can only be used with certain styles (e.g. MLA, 
Chicago). 

If you use the author’s name in the text, you have to remove it from the citation in the text, 
e.g. Smith (1999) has questioned this conclusion. Use the Edit Citation 
function and check the box labelled Suppress Authors. 

After you have used the Edit Citation function to edit your citations, you must use the 
Bibliography function to update the formatting in the document. 

 

Removing the Field Codes 

If you click on any of the formatted citations, you will notice that the text is highlighted in 
grey. This is because there are field codes in the document, which link it to RefWorks. 

If you intend to print out your document for submission, the field codes are not a problem. 

If you intend to submit your document electronically (e.g. as an attachment to an email 
message), it would probably be better to remove the field codes first. 

To do this, use the Microsoft Word Save As function to make a copy of your document. 
Keep the original copy (containing the field codes) in case you need to amend your 
references. 

With the copy open, go to Write N Cite and click on Tools on the menu bar. Select 
Remove Field Codes. Confirm that you want to remove the field codes, and RefWorks will 
remove the codes from your document. 

  

Checking the Formatted Document 

After you have used the Bibliography function to generate your final document, you must 
check it carefully to make sure that the references have formatted correctly. 

You will often need to correct the capitalisation of names of places, people, etc. 

Do not make these corrections until you have finished writing your paper. 

 

APPENDIX 

 

Inserting References into a Microsoft Word Document without using the Plugin 

If you do not wish to install and configure the Write N Cite plugin, you can still format 
references in a Word document. 

When displaying your references in RefWorks, go to the drop-down menu at the top of the 
screen and switch to the One line/Cite View. 
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Open your Word document. When you want to insert a reference, go to RefWorks, find the 
reference and click on Cite beside the reference. This will open the Citation Viewer window. 
You will see the reference in its unformatted form, e.g. {{34 Brownrigg,Jeff 2000;}}.  

Click on the Select Citation button to highlight the unformatted citation. Now copy the 
unformatted citation and paste it into your Word document at the appropriate location. 

If you need to edit the citations to add page numbers or suppress the author's name, you will 
have to insert switches into the unformatted references. See the help screen on Modifying 
an In-Text Citation or Footnote. 

When you have finished writing your document, save it. 

In RefWorks, click on Bibliography on the menu bar. 

Use the Output Styles box to select the output style. Styles which you have used before will 
be listed as your Favorites at the top of the list. Below this you will see a list of University 
of Queensland Specific styles which are commonly used at UQ. 

Check the option Format Paper and Bibliography. At Document to Format, browse to find 
the document that you have saved.  

Click on the Create Bibliography button. RefWorks will produce a final Word document, 
with formatted references and a bibliography.  

Keep the original document with the unformatted citations. If you need to make any 
changes to your references, make them in the original document and format the bibliography 
again, to create a new final document. 

Remember to check the final document to correct any errors in the references, especially 
the capitalisation. 

 


