
Getting Started with RefWorks 
What is RefWorks?  

RefWorks enables you to keep a web-based list of all the books, journal articles, web 
pages and other resources you consult for a project… 

 
 
 
…and then the software can take care of formatting your citations and bibliography in 
any style - APA, MLA, Chicago, or many others. 
 
 

 
 
To make this happen, you need to create your personal RefWorks account and give it 
basic information about the sources you use. You do this by importing citations from the 
library catalog or a journal article database. 
  
  
How do I access it? 
 

Connect through the Library’s database page 
http://www.library.unlv.edu/search/eralpha.php 

Click on R in the alphabetical list to locate RefWorks. 
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Getting Started with RefWorks 
How do I use RefWorks? 
 

1. Create an account 
a. Click on the blue link Sign up for an Individual Account 
b. Or, go to this link https://refworks.com/Refworks/newuser.asp  
c. Complete the form 

2. Create a folder in RefWorks for your research 
a. Roll your cursor over the Folders menu at the top of the page 
b. Select Create New Folder 
c. Type in the name of research project 
d. Click OK 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
3. Export journal article citations from databases 

a. Many databases allow “direct export” – that is, they will connect to RefWorks, 
ask you to log in, and add selected citations to your account.  

b. Databases that do not allow “direct export” will let you save your citations in 
a text file in RefWorks format. Then you log in to your RefWorks account and 
import the data from the text file. 

c. See the chart at the end of the document to discover which method works 
for the database you are using  

i. Note* it is NOT a complete list, it is a sampling of the databases that are 
used by library patrons 

d. Begin by accessing the databases through the Library’s database page 
http://www.library.unlv.edu/search/eralpha.php 

i. Note* use the group code when accessing outside the library 
Enter your barcode and name at this site to get the code 
http://www.library.unlv.edu/help/refworks/index.html#coverage  

e. Follow the importation methods from the Instructions - Guide to Exporting 
Citations http://www.library.unlv.edu/help/refworks/index.html  

i. *See the iimmppoorrtt  aarrttiiccllee  rreeffeerreenncceess walk-through (demonstration) at 
http://www.library.unlv.edu/help/refworks/index.html  

4. Import book citations from the library catalog  
a. Roll your cursor over the Search menu at the top of the page 
b. Click on Online Catalog or Database 
c. Use the drop-down menu to select the appropriate catalog 
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Getting Started with RefWorks 
i. Note* make sure your pop-up blockers are turned off, or add 

RefWorks.com to your trusted sites 
ii. See Also – Instructions - Troubleshooting guide 

http://www.library.unlv.edu/help/refworks/index.html  
e. Select titles by checking the box to the left of the title 
f. Use the drop-down menu at the top of the page to select the project folder 
g. Click the Import button 
h. An asterisk will appear for each citation that is successfully imported 
i. Look in the last imported folder to view the imported citations 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
5. Manually entering citations 

a. Roll your cursor over the References menu at the top of the page 
b. Click on Add New Reference 
c. Select the style format (APA, MLA, Chicago, etc.) from the “View fields used” 

by drop-down menu 
d. Enter the appropriate information 

i. Note* the fields used by the style format will have a green check mark 
( ) before the field 

e. Click the Save Reference button at the bottom of the screen 
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Getting Started with RefWorks 
6. Create a bibliography 

a. Click on the Bibliography menu at the top of the page in RefWorks 
b. Select the Output Style (APA, Chicago, MLA, etc.) from the drop-down 

menu 
c. Select the Format a Bibliography from a List of References option 
d. Select the File Type to Create (HTML, Word for Windows, etc.) from the 

drop-down menu 
e. Select References from and the name of the project folder  
f. Click the Create Bibliography button at the bottom of the page 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

7. PUTTING IT ALL TOGETHER WITH WRITE-N-CITE 
a. Write-N-Cite is a plug-in from RefWorks that allows you to create your 

parenthetical citations and bibliography while you write your paper. 
b. To install Write-N-Cite to your computer, Roll your cursor over the Tools 

menu at the top of the page 
c. Click on Write-N-Cite 
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Getting Started with RefWorks 
 

 
 
 
 
 
 
 

8. Using Write-N-Cite 
a. Open your word-processing application (Microsoft Word, etc.) 
b. Click on the Write-N-Cite button in the tool bar at the top of the page 
c. Log in to RefWorks 
d. Place your cursor where you want to place your first citation 
e. Click the blue Cite link to the left of the citation 

i. Note* you may edit the citation by clicking on the blue Edit Citation 
link at the top of the Write-N-Cite box, after the citation has been 
inserted 

f. After you have added all of your citations, click the Bibliography button at 
the top of the Write-N-Cite box 

g. Select the Output Style (APA, Chicago, MLA, etc.) from the drop-down 
menu  

h. Click the Create Bibliography button at the bottom of the page 
i. The citations in your document will be formatted according to the output 

style and the reference list will be added to the bottom of the document 
i. Note* a duplicate of the original document is created with “Final”- 

added to the new document’s title. 
j. *See the ccrreeaattee  aa  bbiibblliiooggrraapphhyy walk-through (demonstration) at 

http://www.library.unlv.edu/help/refworks/index.html  
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Getting Started with RefWorks 
 

9. Alternate method to import book citations from the Library catalog – METHOD #2 
a. Go to the Library Catalog (http://webpac.library.unlv.edu/search~S1/)  
b. Type in your search terms and click the go button 
c. Select titles by checking the box to the left of the title 
d. Click the Save Marked Records button at the top of the page 
e. Click the View Saved button at the top of the screen 
f. Select the Local Disk option from the list 
g. Click the Submit button 
h. Select Save and select the appropriate drive on your computer 
i. Log in to RefWorks 
j. Roll your cursor over the References menu at the top of the page 
k. Click on Import 
l. Select the University of Nevada, Las Vegas from the Import Filter/Data 

Source drop-down menu 
m. Select UNLV Library Catalog from the Database drop-down menu 
n. Select the project folder from the Import References into drop-down 

menu 
o. Click on the Browse button to locate your file under the Import Data from 

the following Text File section 
p. Click the Import button 
q. An asterisk (*) will appear for each citation that is successfully imported 
r. Look in the last imported folder to view the imported citations 
s. *See the import book references walk-through (demonstration) at 

http://www.library.unlv.edu/help/refworks/index.html  
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Direct Export Method Save & Import 

( = library catalog records METHOD # 2) 
Annual Bibliography of English Language and 
Literature 

Academic Universe 

Anthropology Plus America History & Life 
Applied Science & Technology Index Annual Reviews 
Art Index Anthro Source 
Art Index Retrospective 1929-1984 Art and Archaeology Technical Abstracts (AATA) 
Article First Art Index 
ArticleFirst Blackwell Science Journals  
Bibliography of the History of Art Conference Board Research 
Bibliography of the History of Art Emerald Library 
Biography Reference Bank Factiva 
Book Review Digest Plus History Universe 
Book Review Digest Plus JSTOR 
CSA Databases: 
AgeLine 
Avery Index to Architectural Periodicals 
BioOne 
Conference Papers Index 
Criminal Justice Abstracts 
Environmental Sciences and Pollution Mgmt 
ERIC 
GeoRef 
Linguistics and Language Behavior Abstracts LISA: 
Library and Information Science Abstracts  
NTIS 
Philosopher`s Index 
Social Services Abstracts 
Sociological Abstracts 
TOXLINE 
all Sage full-text collections 

PubMed/ MEDLINE (medline) 

Education Full Text Science Direct 
First Search SpringerLink 
Legal Periodicals & Books Web of Knowledge 
Leisure Tourism  
MEDLINE  
Oxford Journals Online   
PAIS International  
Papers First  
Play Index  
Project Muse  
ProQuest: 
ABI/Inform 
American Periodicals Series 
Chicago Tribune 
Dissertations and Theses 
Ethnic Newswatch  
Los Angeles Times 1881-1984 
New York Times, 1851-2002 
ProQuest Newspapers 

 

Twentieth Century Drama  
Women's Studies International  
WorldCat  
Anthropology Plus  
Association for the Advancement of Computing in 
Education Digital Library  
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Chicano Database  
Compendex  
ClasePeriodica  
ERIC  
PapersFirst*  
Compendex  
Econlit  
Education Full Text  
Art Full Text  
Ebsco Databases: 
 Academic Search Premier 
 Alt HealthWatch 
 Bibliography of Native North Americans 
 Business Source Premier 
 Child Development & Adolescent Studies 
 CINAHL 
 Clinical Pharmacology 
 Communication & Mass Media Complete 
 EBSCO Animals 
 Econlit 
 EJS E-Journals 
 ERIC 
 Funk & Wagnalls New World Encyclopedia 
 Garden, Landscape & Horticulture Index 
 General Science Collection 
 Health Source - Consumer Edition 
 Health Source: Nursing/Academic Edition 
 Hospitality & Tourism Complete 
 Library, Information Science & Technology 

Abstracts 
 MAS Ultra - School Edition 
 MasterFILE Premier 
 Mental Measurements Yearbook  
 Middle Search Plus 
 Military & Government Collection 
 Newspaper Source 
 Pre-CINAHL 
 Primary Search 
 Professional Development Collection 
 PsycARTICLES 
 PsycINFO 
 Regional Business News 
 SocINDEX with Full Text 
 SPORTDiscus Select 
 SPORTDiscus with Full Text 
 TOPICsearch 

 

Art Full Text  
Scopus  
Biography Reference Bank  
Readers Guide Retrospective  
 
 
 
 



RefWorks Training - Guide to Saving Citations 
 

This guide is a brief overview of the different importation methods used for a selection of databases. 

 
Direct Import from an Online Database: 

 
EBSCO Databases - Hospitality & Tourism Complete, Business 
Source Premier, EconLit 
 

 

 
Direct Import Continued: 

 
EBSCO Databases - Hospitality & Tourism Complete, Business 
Source Premier, EconLit 
 

 

Select the 
bibliographic 
manager tab 
to finish 
importing the 
citations. Mark the selected citations 

by adding them to your 
folder and “save to disk” 
to begin the RefWorks 
importation process. 
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RefWorks Training - Guide to Saving Citations 
 

This guide is a brief overview of the different importation methods used for a selection of databases. 

 
Direct Import Continued: 

 
Proquest Databases - ABI/Inform, Dissertations and Theses 
 

 
 

 
Direct Import Continued: 

 
Leisure Tourism  
 

The export link will let you 
choose “export directly to 
RefWorks” on the next 
screen.

Save the items in 
your marked folder 
to begin importation. 
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RefWorks Training - Guide to Saving Citations 
 

This guide is a brief overview of the different importation methods used for a selection of databases. 

 
Direct Import Continued: 

 
Scopus 
 

 
 

 
 

 
Direct Import Continued: 

 
Scopus 
 

Mark the 
citations first, 
and click export 
to begin 
importation. 

Finish the 
process by 
clicking the 
export button. 
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RefWorks Training - Guide to Saving Citations 
 

This guide is a brief overview of the different importation methods used for a selection of databases. 

 
Direct Import Continued: 

 
OCLC FirstSearch - ArticleFirst, PapersFirst & WorldCat 
 

 
 

 
Direct Import Continued: 

 
OCLC FirstSearch - ArticleFirst, PapersFirst & WorldCat 
 

Mark the citations 
and select export 
to begin 
importation. 

Click the export 
button to finish the 
process. 
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RefWorks Training - Guide to Saving Citations 
 

This guide is a brief overview of the different importation methods used for a selection of databases. 

 
Direct Import Continued: 

 
BiblioLine Basic – RILM Abstracts of Music Literature & Women’s 
Studies International 
 

 
 

 
Direct Import Continued: 

 
BiblioLine Basic – RILM Abstracts of Music Literature & Women’s 
Studies International 
 

 

Mark the citations, 
select the output 
from the drop-
down menu and 
select export to 
begin importation. 

Select RefWorks from 
the list to begin the 
importation process. 
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RefWorks Training - Guide to Saving Citations 
 

This guide is a brief overview of the different importation methods used for a selection of databases. 

 
Direct Import Continued: 

 
Chadwyck-Healey Literature Collections – African Writers Series 
& Bibliography of American Literature 
 

 

 
 

 
Direct Import Continued: 

 
Chadwyck-Healey Literature Collections – African Writers Series 
& Bibliography of American Literature 
 

 

 

Mark the citations 
and click on the 
Marked List link 
at the top of the 
page. 

Click on the 
Download citations 
link and select 
RefWorks from the 
next screen. 
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RefWorks Training - Guide to Saving Citations 
 

This guide is a brief overview of the different importation methods used for a selection of databases. 

Direct Import Continued: 
 

RLG’s Eureka – Anthropology Plus & Chicano Database 
 

 
 

 

Direct Import Continued: 
 

RLG’s Eureka – Anthropology Plus & Chicano Database 
 

 

Mark the citations 
and click on the 
Export link at the 
top of the page. 

Select RefWorks from 
the list to begin the 
importation process. 
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RefWorks Training - Guide to Saving Citations 
 

This guide is a brief overview of the different importation methods used for a selection of databases. 

 
Direct Import Continued: 

 
Silverplatter – Applied Sci&Technol Index, Art Index, Art Index 
Retrospective, Biological Abstracts, Library Lit& Info Science, PAIS 
International & Social Work Abstracts 
 

 

 
Direct Import Continued: 

 
Silverplatter – Applied Sci&Technol Index, Art Index, Art Index 
Retrospective, Biological Abstracts, Library Lit& Info Science, PAIS 
International & Social Work Abstracts 
 

 

Select Export to 
RefWorks to import 
the citations. 

Mark the citations 
and click on the 
Save icon at the 
top of the page. 

Lateka Grays ~ lateka.grays@unlv.edu              Priscilla Finley ~ priscilla.finley@unlv.edu                Page 8 of 11 



RefWorks Training - Guide to Saving Citations 
 

This guide is a brief overview of the different importation methods used for a selection of databases. 

 
Importing Text Files: 

These databases require you to save your citations to a file on your 
computer. 
 
Web of Knowledge 
 

 

 
Importing Text Files: 

 
Web of Knowledge 
 

Mark the citations, click 
the submit marks button 
and select the view 
marked lists link to begin 
the process. 

View the marked 
records to continue. 
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RefWorks Training - Guide to Saving Citations 
 

This guide is a brief overview of the different importation methods used for a selection of databases. 

 
Importing Text Files Continued: 

These databases require you to save your citations to a file on your 
computer. 
 
Web of Knowledge 
 

 
 

 
Importing Text Files Continued: 

 
JSTOR 
 

Select the 
citations and click 
the export button 
to save the file. 

Save the marked 
records as field tagged, 
to import records 
compatible with 
RefWorks. 
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RefWorks Training - Guide to Saving Citations 
 

This guide is a brief overview of the different importation methods used for a selection of databases. 

 
Importing Text Files Continued: 

These databases require you to save your citations to a file on your 
computer. 
 
Science Direct 

 

 
Importing Text Files Continued: 

 
Science Direct 
 

 

Use the RIS 
format to save 
the citations 
and click 
export to 
finish. 

Mark the citations 
and select export 
citations to begin 
importation. 
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