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Aims and Objectives

• Understand what RefWorks is and why it is useful

• Create a RefWorks account (if you don’t already have one!)

• Learn how to get references into RefWorks from various online sources

• Understand how to organise material in RefWorks

• Find out how to quickly create a simple bibliography

• Have time to practice and ask questions



RefWorks explained

• Web-based reference management software – can access anywhere with 
internet connection

• Two main functions:

• Online store for the bibliographic information of reading materials you wish to reference in an essay, 
assignment or dissertation

• Helps you produce reference lists/bibliographies according to one of over 3,500 styles

• Does not automatically store the full-text of items in your RefWorks 
account

• No limit to number of references you can have in your RefWorks account



Why would you use RefWorks?

• Saves time and effort

• Keeps all your references safely in one place

• Can make the process of referencing easier

• Easy to create formatted bibliographies and in-text citations

You still need to understand and know:

• Why and where to reference

• Preferred style you have been asked to use

• Check course handbook and with tutor or supervisor



1. Go to www.refworks.com/refworks
2. Click on Sign Up for a New Account

How to Create a RefWorks account



Register an account while on-campus

• Complete the form
• Click on Next
• Confirmation email will be

sent from RefWorks
• Save this email as it contains

the Group Code for
off-campus access



Register an account from off-campus

• To create an account from off-campus 
you will be asked to enter a Group Code

• To obtain the Group Code go to 
www.abdn.ac.uk/library/support/pass
words/index.php 

• Log in with your university username 
and password 

• Scroll to find the entry for RefWorks –
take a note of the code. It is case 
sensitive  

• Complete the form
• Click on Next button
• Confirmation email will be  sent from RefWorks. Save this email as it contains

important login information you will need again



How to get records into RefWorks

• You must import references of books, journal articles etc. into your 
RefWorks account for it to work

• Do that when you search databases. Instructions on how to import 
records from all our databases available at: 
www.abdn.ac.uk/library/documents/guides/importing.pdf

• There are several ways to bring records into your RefWorks account –
depends on the database provider

http://www.abdn.ac.uk/library/documents/guides/importing.pdf


Importing records: 1-step process

• In this workshop we will focus on the quickest way

• Clicking a button in a database can save records directly to your 
RefWorks account

• This works in Scopus, MEDLINE, Web of Science, ProQuest & EBSCO 
databases and many others



‘Discuss  the  impact  of  rapid  long  distance  travel  on  the 
sports  performance  of  athletes’

Concept 1 “circadian rhythm*” OR “sleep disturbance*”

AND

Concept 2 jet lag OR jetlag

AND

Concept 3 athlet* OR sports*

Example search



For the best possible results, apply the search rules for Scopus



Select the records you wish to store in RefWorks by using the 
tick-boxes alongside each entry. Click on Export



Select RefWorks and choose the information to export to 
include the abstract if it is available



Select Export to legacy RefWorks



Login with your RefWorks account details



Check for errors – view Import Log



Most cases – no error messages 
Click on View Last Imported Folder button



Last Imported Folder

All records go into the Last Imported folder when they are first pulled into 
RefWorks. Each new batch of records coming in from databases, replaces the 
current ones in this Last Imported folder



Can create folders in advance or when you need them



Record management – filing in folders

From the Last Imported folder you can file records into folders. Just click on All in List or make a 
selection of records using the radio buttons. Open the Add to button and select a folder from the 
drop-down menu, to file records into



Record management - records saved successfully to folders 

A record can be tagged to any number of folders. 
Just repeat the above steps choosing a different 
folder to file the records into



Exercise 1 

• Any questions?

• Do a Scopus search to bring records into your RefWorks 
account. You will need to bring 10-12 references into your 
RefWorks account

• Create a new folder to file these references into 

For guidance, see page 2 of worksheet



Other ways to import records

• It can be a 2-step process – OnePetro is an example of this

• Can use RefWorks to search Primo and other library catalogues

• Can create records manually – e.g. for references from websites

• For import instructions for popular databases refer to the Methods for 
Importing Records sheet in your pack

• For import instructions for all University Aberdeen databases see 
www.abdn.ac.uk/library/documents/guides/importing.pdf

http://www.abdn.ac.uk/library/documents/guides/importing.pdf


Some other RefWorks features

It is also possible to:

• Create subfolders

• Add notes to a reference

• Add attachments to a reference – useful if you have a 
full-text copy of the record. Each attachment must be 
less than 20MB



Creating subfolders

• Possible to create folders within folders

• Useful for subdividing a large number of references into smaller 
categories within a single folder

• Must open the Organize and Share Folders tab to create subfolders



Creating Subfolders

• Open Organize & Share Folders 
•Find main folder
• Click on the Folder icon next to the name of a folder

to open the drop-down menu
• Select Create Subfolder



Creating Subfolders

• Name the subfolder
• Click on Create



Creating Subfolders

Subfolders are listed under the parent folder (indented)



Making notes

To add notes to a record, click 
on the Edit button 



Making notes

… then click on Additional Fields



Making notes

…and scroll down to User 1. 
Then type your notes into the 
box and Save Reference 



Attaching documents to records

To attach the full-text of an 
article to a record, click on the 
Edit button 



Attaching documents to records 

…then click on Choose File 
next to Attachments  and 
select the relevant document 
from your H: drive 



Click on Save Reference 

Records with documents 
attached to them display 
a paperclip icon



Managing your records – remove duplicate records  

Do this on a regular basis
Never delete records that you know you have already cited in your work –
only the more recent duplicate (check the RefWorks ID number)



RefWorks selects the newest record to remove (higher reference ID 
number) because you are more likely to have used the first record



Creating a bibliography

1

3

4

2

1) Select a folder and 
click on the 
Create Bibliography 
button near the top 
of the screen

2) Select your 
preferred 
referencing style

3) Select a File type 

4) Click on Create 
Bibliography 



Always check your bibliography – errors may occur



What’s next?

• Any questions?

• Create a bibliography from records in a folder 

For guidance, see step 9, page 4 of worksheet 



There is a way of transcribing this data to get it into RefWorks but it is 
time-consuming, a bit complicated and rather tedious – RefWorks help 
screens provide more info

We recommend finding the records in databases and exporting them to 
RefWorks, or manually type or paste the information into RefWorks

I already have a Word/Excel document containing a list of 

references that I want to use. How do I get these into 

RefWorks?



Notes

• You may have to create references manually in your RefWorks account. 

See document: Methods for importing records for guidance 

• For adding favourite styles to your RefWorks account see our 
presentation: “Using RefWorks to manage references and create 
bibliographies – Part 2”, available at: 
http://finditfastlibraryworkshops.pbworks.com/w/file/fetch/124310919
/FiF_refworks_part2_1718.pdf

http://finditfastlibraryworkshops.pbworks.com/w/file/fetch/124310919/FiF_refworks_part2_1718.pdf


RefWorks…the Future

RefWorks launched an updated version (new RefWorks)
• Completely new interface 

• New features aim to improve collaboration and sharing of resources between researchers

• Other new features aim to simplify the research process from beginning to end

• Looks nice, but does not contain (yet!) all the features we think it needs to have

We are working with and supporting the current version (legacy RefWorks) for 2018/19



Help and advice

• Importing references from databases document:
www.abdn.ac.uk/library/documents/guides/importing.pdf

• RefWorks YouTube videos www.youtube.com/user/ProQuestRefWorks

• RefWorks website for Help screen

• Database online help screens for hints on searching

• Information Consultants:
www.abdn.ac.uk/library/support/contacts-106.php#panel162

• IT Service Desk: Floor 1 – The Sir Duncan Rice Library

MyIT Portal: https://myit.abdn.ac.uk

http://www.abdn.ac.uk/library/documents/guides/importing.pdf
http://www.youtube.com/user/ProQuestRefWorks
http://www.abdn.ac.uk/library/support/contacts-106.php#panel162
https://myit.abdn.ac.uk/


Further Help & Support 

• Our video guides to Primo can be found at www.abdn.ac.uk/library/support/information-
skills-179.php#panel547

• Our Find it Fast! wiki is a collection of resources designed to help you find good quality 
information quickly. It contains support materials such as slides from workshop presentations 
and worksheets
http://finditfastlibraryworkshops.pbworks.com/w/page/86602816/Home

• Our list of Library guides can be found at
www.abdn.ac.uk/library/support/library-guides-101.php

• Check MyAberdeen as some of the reading materials for your course may already be available there

• For any IT-related queries contact our colleagues at the IT Service Desk servicedesk@abdn.ac.uk

http://www.abdn.ac.uk/library/support/information-skills-179.php#panel547
http://finditfastlibraryworkshops.pbworks.com/w/page/86602816/Home
http://www.abdn.ac.uk/library/support/library-guides-101.php
mailto:servicedesk@abdn.ac.uk


Responsible access and use

• Downloaded material
• For your personal use, not for sharing

• If you share – non-compliance with terms/conditions of our license, reduces our 
usage stats (and may lead to cancellation of subscriptions due to low use)

• Copyright law applies to print and online materials
• Print, copy or scan one chapter of a book

• Some publishers of electronic books will allow more than this

• Access to material of a pornographic, criminal or offensive nature including 
material promoting terrorism is not permitted and the University's web filters 
will operate to block this. If you need to work with any terrorist-related material 
that is essential to support your intellectual research or study you must clear this 
use in advance with your supervisor

• Library Regulations available at
www.abdn.ac.uk/library/using-libraries/library-regulations-65.php

http://www.abdn.ac.uk/library/using-libraries/library-regulations-65.php


Thank you for listening.

Any questions?


