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Ann Jacobson, Dudley Knox Library, Naval Postgraduate School
RefWorks 2.0 Hands On Exercise
For this exercise you will create an account (if you haven’t already done so), set up a folder, customize your account to preview up to 3 citation styles of your choosing, import citations via the direct method from ProQuest and via the text file method from BOSUN, then use Write N Cite to insert 3 references into a Word document and then format that document. 
For additional exercises that you can do on your own, see the RefWorks 2.0 Fundamentals Workbook posted on the RefWorks Support Documentation section of our RefWorks Help page at:

http://www.nps.edu/Library/Help/Research%20Tools/Guides/GettingStartedwithRefWorks.html#documentation
Create an account (if you haven’t already) and log in
1. From the Library’s home page, click on Search Databases, then on the link to RefWorks
2. Click on the link at the top of the screen to RefWorks 2.0

3. Click on Sign up for an Individual Account
4. Fill in the form

5. Click Register
6. Log into RefWorks

Create a folder (to put your references into)
1. Click on the New Folder button
2. Name it Workshop Exercise [or a name of your choice]
3. Click on the Create button
Customize your account
1. On the Quick Access menu on the right hand side of the screen, click on Customize

2. Under Reference List Options (you may have to click on it to open it), use the pulldown menus for Output Style Choices for Reference View to select up to three citation styles that you would like to be able to preview.  For APA we suggest you select APA 6th No Title Casing Applied and for Chicago we suggest you select Chicago 16th Edition (Notes & Bibliography)

3. Under Import Options (you may have to click on it to open it) select Electronic as the Default Source Type for Imported References and click on the No button for Show Option for Global Edit of Electronic Source Related Fields After Import.

4. Click on the Save Customized Settings button on the bottom right side of the screen
5. Close the pop up box.
Put some references into RefWorks


A. Direct Export from ProQuest

Now you are going to export records from ProQuest using the direct export method

1. Open a new browser window (or tab)
2. From the Library’s home page click Search Databases
3. Click ProQuest
4. Conduct a search on a topic of your choice.  If you want to do a canned search you can follow these instructions:

a. On the right hand side of the screen click on the Business subject area

b. Change the pull down to the right of the first box to be Document title

c. In the first search box type in leader* and style*

d. Under Limit to click on Peer reviewed journals

e. Click on the orange Search button

5. Mark 5 records you want to export by clicking on the checkbox next to their titles
6. Click on the Export icon above the list
7. Select RefWorks from the pulldown menu, then click on Continue

8. Log back into RefWorks by using the RefWorks 2.0 link on the login screen that pops up

(note that there are other ways to get ProQuest citations into RefWorks, but these are not covered in the workshop.  You can explore them on your own later).

Now you are going to view all of the records you just imported into RefWorks, and move them into a folder

In RefWorks again

View (and possibly edit) the references you just imported

1. In the window that pops up, click View Last Imported Folder. Note that you are in References > Last Imported.  You can preview how RefWorks will format your references by using the Change View pulldown.  There you will find the citation style that you previously selected in Customization. If you want to see the full information for a reference click on the magnifying class associated with it.  If you want to edit a reference click on the pencil icon.  
Put the references you imported into a folder

1. From the References > Last Imported screen click on the All in List button.  

2. Click on the folder icon just to the right of the All in List button and select the folder you want to put the references into.

3. You can verify that the references are now in the folder you selected by clicking on the Folders tab and then on the name of the folder.

Congratulations, you have now exported some references from ProQuest and put them in a folder in Refworks.

B.  Importing a Text File from BOSUN

Now you are going to import records from BOSUN using the text file method.

1. Open a new browser window

2. From the Library’s home page click Search BOSUN Catalog
3. Enter leadership [or a topic of your choice]
4. Click Search
5. Mark each record you want to export by clicking on the Mark button to the right of the title.  

6. Click on Marked Items
7. Select Full from the view of records drop-down menu

8. Click on View
9. Highlight and copy the formatted records that appear in the popup window.  Alternatively, you can save the text in the popup window as a .txt file.
In RefWorks
1. From the References menu click on Import
2. If you saved your BOSUN results as a text file, in the From Text File section select Dudley Knox Library, Naval Postgraduate School as the Import Filter/Data Source and BOSUN as the Database, then browse to it in the Select Text File box. 
OR 
if you copied and now want to paste your BOSUN results then click on the From Text area, select Dudley Knox Library, Naval Postgraduate School as the Import Filter/Data Source and BOSUN as the Database, and paste your text into the large box provided for that purpose

3. Click on Import
4. Click on View Last Imported Folder
Put the references you imported into a folder

1. From the References > Last Imported screen click on the All in List button.  

2. Click on the folder icon just to the right of the All in List button and select the folder you want to put the references into.

3. You can verify that the references are now in the folder you selected by clicking on the Folders tab and then on the name of the folder.

Congratulations, you have now imported some references from BOSUN and put them in a folder in RefWorks

Create a stand-alone bibliography and write and format your paper with  associated in-text citations and bibliography

Stand-alone bibliography

In RefWorks

To create a bibliography of the references in your folder:
Click on the Create Bibliography button towards the top of the screen

1. Select the Output Style that you want to use.  If the style you want to use is not listed, click on the Output Style Manager to add it to your favorites.

2. After you have selected your Output Style in the Create Bibliography area, click on Format a Bibliography from a List of References, select the File Type, and specify the folder you want to use.

3. Click on Create Bibliography
Note:  If you don’t like how RefWorks formatted a reference in the bibliography, the best practice is to go back into RefWorks and edit the RefWorks record for the item.  You can preview it in the citation style while still in RefWorks, and edit it until you are happy with the formatting.  Then redo your bibliography.  This corrects the problem at the source so the next time you use the reference RefWorks will format it perfectly!

Write a short paper, insert citations, and format the paper in the citation style of your choice using the Write N Cite plug in
This exercise assumes that you downloaded and installed Write-N-Cite prior to the session per the instructions you received.  If you did not do that you will need to do it now by doing the following:

1. In the top menu bar click on Tools then on Write-N-Cite.  
2. Cick on either Write-N-Cite for Windows or Write-N-Cite for Mac and download and install the appropriate version for your system.  
Create a short word document

We have created an example Word document that you can use or you can create your own.  If you choose to do the latter, note that Write-N-Cite seems to work best with .doc files (not docx).  To use ours, go to our RefWorks help page and click on the Document to Demonstrate Write-N-Cite III.   Instructions as follows:

1. From within RefWorks, click on Additional Information.  This brings you to our RefWorks help page. 

2. Click on Document to Demonstrate Write N Cite III, download and save to your computer.

Insert 3 references into your document and edit one of them to reflect a specific page number
1. Place your cursor exactly where you want to insert your first reference (either parenthetical for APA or as a footnote for Chicago.  If you want to use a footnote, use the functionality of Word to do so.

2. Click on Write N Cite.  If you are using a PC and installed it as a Plug in you will see it under Add-Ins.  If you don’t see it there, or if you are using a Mac then click on Write N Cite on your desktop.

3. Log into the Write-N-Cite screen that pops up using your RefWorks login and password

4. Navigate to the folder with your references in it by clicking on View/Folder
5. Click on the Cite link to the left of the reference you would like to insert into your Word document.  

6. Take a look at your Word document.  You should now see some text in brackets {   }.  Do not touch the text in brackets, that’s the RefWorks coding that you will soon be formatting into the citation style of your choice.
Next you are going to add another reference and edit it with a specific page number

7. In your Word document, place your cursor exactly where you want the second reference to go. 

8. Click on Write-N-Cite

9. Navigate to the reference you want to insert and click on it
10. While still in Write N Cite click on the link on the upper right to Edit Citation

11. If you are using a footnote style like Chicago type in the page number in the box called Specific Page (example:  6)  If you are using a parenthetical style like APA type the page number in the box called Text After (example: , p. 6)
12. Follow the same procedure as in 7 and 8 above to insert a third reference.

13. SAVE YOUR FILE with a new name, such as Document to Demonstrate Write N Cite WITH CODING.
Format the paper with the references you inserted in the citation style of your choice
In Write-N-Cite

Verify that Write-N-Cite is currently associated with the doc you are working on by looking in the bar on top that says MS Word Status.  It should refer to the name of the doc  you are currently working on.  If not, close Write-N-Cite, close and re-open your Word document, and then click on and log into Write-N-Cite.  

To format your paper and its associated bibliography:

1. In Write-N-Cite click on Bibliography

2. Select the Output Style that you want to use. If it is not listed, you can add it by going back into your RefWorks account, clicking on Bibliography in the top menu bar, then on Output Style Manager. You will have to close out of and then log back into Write-N-Cite for the style you just added to be recognized

3. Click on Create Bibliography

4. Take a look at your Word document.  It should now be formatted in the style that you chose.

5. Save the file with a new name, such as Document to Demonstrate Write N Cite FORMATTED

If you followed the directions above you should now have three documents you can refer to later:

·  the original Word document with just text in it, no references.

· a document  that has the references inserted as RefWorks coding

· a document that is the formatted paper

To add additional references to your document later:

PC users:  Simply use Write N Cite to insert your references into your formatted paper, and then reformat using Write-N-Cite 

MAC users:  Be sure to add all of your references in one document with all of your RefWorks coding.  You can use Write-N-Cite to format your document along the way to see how it looks, but you should not continue working in the formatted document, you should view those as test documents only and do all of your work in the document with the RefWorks coding.

A final note

If you are not happy with how RefWorks formats a reference, go back into RefWorks, clean up the record in RefWorks and use the preview functionality to see how RefWorks formats it. When you are happy with it, use Write-N-Cite to reformat your document.  That way you will have cleaned up the problem at its source.
Need more help with RefWorks and Write-N-Cite?

RefWorks Tutorials

From within RefWorks, click on Help/Tutorial and navigate to the tutorial you want to use
RefWorks Help Files

From within RefWorks, click on Help/Launch Help Files

Refer to the Cover Sheet handed out in class for more help options.
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