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Introduction

RefWorksis a tool that can help you manage your references. This can be very useful when workingon
papers, articles, assignments and theses.

RefWorks can manage a lot of differentreference types; such asreferencesforarticles, books, web
pages, cases etc.

In RefWorks you create a database to which you exportor registeryour references manually. Most of the
library databases give you the opportunity to exportreferences forelectronicarticles directly. Book
references can be exported from Aarhus University library’s database (http://library.au.dk/en/) orfrom
Bibliotek.dk (https://bibliotek.dk/eng) —the database where you search all Danish libraries’ holdings.

RefWorksis a great help foryou to manage your literature. It can be hard to remember what a specific
articleisabout or whythis specificarticle is relevant for your work. That is why you can supply all
references with yourown notesin RefWorks.

From your RefWorks database you can create lists with your references which you can printor save as a
file (there are different filetypesto choose from).

RefWorks can alsointegrate with Word: meaning you can get the programto insert citations or
footnotes directly into yourtext/work whilewritingit. All your references willlook the same because you
choose a style from which all yourreferences are created. To do all this you only have to download a
small program called Write-N-Cite. You have access to Write-N-Cite from RefWorks. Finally, Write-N-Cite
automatically create areference list with all the references you have been usinginyourtext/work atthe
end of yourtext/work.

Read more about RefWorks on AU Library’s website: http://library.au.dk/en/using-the-
library/referencevaerktoejer/refworks/



http://library.au.dk/en/
https://bibliotek.dk/eng
http://library.au.dk/en/using-the-library/referencevaerktoejer/refworks/
http://library.au.dk/en/using-the-library/referencevaerktoejer/refworks/

What is a reference?

A referenceisasource reference toe.g.anarticle, a book, a website. You always have todocument
where you have found a specifictheory, from whereyou have taken a quotation, what literature you
base your discussions on etc. Which style to manage your references by can be differentfrom one field
of study to another. If you are in doubt about which style to use ask your supervisor.

Below you can see different styleexamples:

APA 6th edition
Journal article:

Baron, J., & Delcamp, H. (2012). The private and social value of patentsin discrete and cumulative
innovation. Scientometrics, 90(2), 581-606. doi: 10.1007/s11192-011-0532-5
In-Text Citation: (Baron & Delcamp, 2012)

Book:

Taleb, N. N. (2008). The black swan : The impact of the highly improbable (2nd ed.). London: Penguin
Books.
In-Text Citation: (Taleb, 2008)

Harvard
Journal article:

Baron, J. & Delcamp, H. 2012, "The private and social value of patentsin discrete and cumulative
innovation", Scientometrics, vol. 90, no. 2, pp. 581-606.
In-Text Citation: (Baron, Delcamp 2012)

Book:

Taleb, N.N. 2008, The black swan : the impact of the highly improbable, 2nd edn, Penguin Books, London.
In-Text Citation: (Taleb, 2008)

Vancouver

Journal Article:

(1) Baron J, Delcamp H. The private and social value of patentsin discrete and cumulativeinnovation.
Scientometrics 2012 FEB;90(2):581-606.

In-Text Citation (1)

Book:

(2) Taleb NN. The black swan : the impact of the highlyimprobable. 2nd ed. London: Penguin Books;
2008.
In-Text Citation: (2)



Login

When you want to start using RefWorks you have to create an account. Go to RefWorks’ website:
http://www.proquest.com/products-services/refworks.html. To the right you choose Log-in:

@ International News v

Support Center | Dissertations & Theses | Publishers &Partners | News | Careers | Contact

ProQuest.

For Libraries For Researchers Find Products & Services For Customers Events About Blogs

ProQuest > Find Products & Services > RefWorks

RefWorks

Overview

Students embrace RefWorks for its ability to organize the documents they need to
complete assignments, creating instant citations and bibliographies, wrapping up
the loose ends that steal hours from sleep or other homework. Faculty value
RefWorks for its creation of a simple online workspace that supports research
collaboration, transcending geography. And for librarians, Refworks' institutional
subscription puts them at the hub of their community with a high-value service
that supports all university researchers.

Intended For

What's New Get Started

ProQuest for Word Release RefWorks "Go to Page” CONTACT US

ProQuest announces the release of a Feature
new version of Write-N-Cite called At the request of users, Refworks has REQUEST A TRIAL
ProQuest for Word. ProQuest for Word added a “go to page” feature to i i

allows users to access references in simplify the process of sorting through = T =y
both ProQuest FlowTM and RefWorks. references. LOG-IN
Learn More > Learn More > :

You have to be on Campus (the university), when you create your account. In this way you get accessto
create an account. Whenyou have created the account with your own login and password you can use
your database from whereveryou are.


http://www.proquest.com/products-services/refworks.html

1. Click Signup for a New Account

Loqgin to Flow

MNew to RefiWorks?

ign Up for a New Account >
entials

Login using Re

Login Mame

Password

[ | Keep my session apen ( |
for 14 days | Login |

Forgot Your Login Information?

Login using Other Credentials

RefWWorks Canada (Scholars Portal}

Open Athens Credentials

My Institution's Credentials (Shibbolethy ¥

RefiWorks Terms and Conditions

2. Whenyouregisteryou will havetodo itin 2 steps. In step 1 you choose a login and password
which you can easily remember. Itisimportantthatyou do NOT use any & signsinyour login or

password:
Create Account
Ostep 1: Step 2: Finished =
Account Information || User Information Enjoy Refworks!

Create an account at AU Library (not my institution)

Email Address: | |

{@The email address you have entered appears to be invalid.
Flease re-enter itand try again.

Re—enterEmaiI. |
Address:

Login Name.| |

Password: | |

Re-enter Password: | |

= Next




3. Instep2you typeinyour name, Areaof Focus and Type of User:

Create Account X
@step 1: @step 2: Finished =
Account Information User Information Enjoy RefWorksl
Your Name:l |
@ou must enter a longer name
Area of Focus: | Select your focus area v
Type 0ster:| Select your user type v |
= Previous &) Create Account
A

Shortly afterregistering you will receive an email containing your userlogin. Itisalwaysagoodideato
save this kind of email; you might need some of the information later on.

Havingregistered you are able to use RefWorks from any computer - from home, when travelling etc.



Adding references manually

Most databases give you the opportunity to exportreferences directly into RefWorks. In this way you do

not have to type inreferences manually. However, itis agood ideato know how to add references
manually because you might have toadd a reference manually at some point.

1. From Referencesyouchooses Add New—or use the shortcut

@® RefWorks

Referencgs

der Create Bibliography (3 Mew Reference

] Import --

1§ Export
e = All Referances

2. Ablankformoccurs with differentfields you canfill out. If you choose a specificstyle from View
fields used by you only have to fill out fields that are relevant forthat specificstyle.

~
@ Help
View fields used by:| APA Bth - American Psychological Association. 6th Edition v @ Aboutthis style
Ref ID:
“OAdd to folder: Select a folder... v
Ref Type:| Journal Article v
Source Type: @ Print O Electronic
Output Language: Danish v
§Attachments:| |[ Browse.. | | Add attachment
Fields used by APA 6th - American Psychological Association. 6th Edition
The following fields are used by your selected output style. You can access additional fields below.
Authors:
Title: B I UX x

W

[E=] save Reference @ Save & Add New
J 4




3. Remembertochoose areferencetypeinthefield Ref Type. Chooseifitisajournal article, a
book, a webpage etc.

4. You can alsoattach a file to yourreference (Attachments). The file will be saved onan online
servertogetherwith your RefWorks database.

5. You can find help onhow to add references from Help

When adding references manually please note some of the following guidelines:

View Fields Used By:

If you choose a specificoutput style (View fields used by), e.g. APA, the fields that are relevant to fill out
will be shown. Thatisthe fieldsthatare relevant forthat specificstyle. Inthe enditis the outputstyle
that decides how your bibliography and your citationsinthe text will look and which datathat will show.
Fill outthe relevantfields with the datathatare available toyou.

Authors:

Remembertoregisterauthornames with the last name first —e.g. Jones, David (inverted form). A list of
already used author names will automatically appear whenyou start spellingan author’sname and you
can simply click on one of the namesfromthislistor spell new names yourself. If you have more than
one author the names have to be separated with asemicolon.

Periodical, Full:
In thisfield you putinthe name of the journal (sometimes also called periodical). This could be Journal of
Financee.g.

Volume:
A journalisusually published forseveral years and each year hasits own volume number. Volume 19is
the 19th yearthis journal is published. In the volume field you only entera number (the raw data).

Issue:
For each volume (eachyear) ajournal is published in several numbers, sometimes one number pr.
month. The issue numberyou putin the field called issue. Againitis only anumberyou have to fill in.

Start Page / Other pages:
A journal article has a start page and an end page (in RefWorksthe end page is called Other pages). Again
itisonlythe numbersyou putintothesefields.

Link:

Itispossible tolink toelectronicresources (articles from different journal database) or different files. Der
er mulighed for linkning til elektroniske ressourcer ellertil filer. Vaer opmaerksom pa, hvad du linker til i
tilfaeldeaf, atandre skal have adgang til ressourcerne/filerne. Please note whatitis you are linking to
and where the document can be found if you want othersto be able to access the document.



Exporting references directly from different databases

Most databases give you the opportunity to exportreferences into RefWorks directly (check out Import
from Online Data Vendors: http://proquest.libguides.com/c.php?g=87178&p=559633). This isa great
help since you do not have to registerthe references you have found manually. You can export

referencestoyourdatabase while doing yourinformation search.

If you are usinga database thatis not mentionedinthe listreferred to you can always try to contact your
service location at AU Library to get help on how to exportreferencesinthe specificdatabase.

It is usually shown that you have the ability to export references foundin a database to some sortof a
reference managementtool. This can be shownviaa function called Export citations, Export, Citation
Manager etc.

Most databases (Search, Business Source Complete, Science Direct, Wiley etc.) provide direct export of
references and export of more references at one time.

Folders and Customize

Folders

In RefWorks you can work with folders foryourreferences —thatis to move copies of yourreferences
into folders which you create yourself. Thisis how to create folders:

1. Clickon NewFolder
2. Ifyouare working with several folders you can switch between the m from the tab Organize &
Share Folders or from the shortcut to the right.

‘ Search your RefWorks database |G@ 4 Search

Additional Information ¢ |
o MNew Folder reate Bibliography &) Mew Reference - Resources a
& ¥ Support Center

b Webir

References = All References

References Mrganim & Share Folders ‘[\ Folders &
You have 18 reference(s) not in folders. D D™wadgs not in folders. r My List

Share Entire Database (26)

w 850D

MTew Shared Ares [llg Statistis 79 Default Settings

Mot In Folder (16)

4]

@ Lastimported (1)
Mot In Folder (16)

Bachelorthesis (3)

The references thatyou either add manually or export directly into your RefWorks database are always
put inyour “main” RefWorks database. If you choose to work with foldersitis only copies of references

that you move intofolders. If you decide to delete afolder you will always be able to find yourrefe rence
9

@ Lastimported (1)

Bachelor thesis (3)

|
& b b

» Documents (0)



http://proquest.libguides.com/c.php?g=87178&p=559633

againbecause ithas not been deleted fromyou “main” RefWorks database. If you want to switch from a
folderview tobe able tosee all yourreferences goto References - All References

Customize

You are able to customize your RefWorks database. You can e.g. customize how many references you
wantto be able tosee per page. Go to Customize in the very top of the webpage —here you can change
the number of references youwantto be able to see.

Languegs Refilfode Clasic | Updaie Prafil= @ Cortact U= | Befflabile | Log out

Aarhus Universitets Biblioteker / Aarhus

0 REf WOFkS University Librarle_s

Welcome, =]

References | Search your RefVorks datlabase |ﬁ 4 Search

From Reference List Options you can change to the number of referencesyouwanttobe ableto seeata

time.

From User Field Options you can change the names of the user defined fields. Thesefields you might
want to use for your own notes and therefore it could be relevant to rename some of these fields - e.g
from User 1 Field Name to My own notes.

10



Write-N-Cite

RefWorks can manage your citations and bibliography directly in Word while writing your manuscript. All

you have to dois to install asmall program called Write-N-Cite.

You will find the program under Tools

@® RefWorks

Write-N-Cite
MNew Falder Create Bibliography MNew Refer
7 @ RefGrab-It

%Backu & Restore
References > All References g

You can read about which version of Write-N-Citeto install —it depends on your computer, your

operating system and your Microsoft Office software.

What could be easier than clicking a button to cite
references while you write your paper?

Write-N-Cite allows you to cite references from your RefiNorks
account with just a few clicks. With Write-N-Cite you can choose
from thousands of bibliography styles and watch as it instantly
formats your in-text citations, footnotes and bibliography.

Do you have questions about the |atest version of Write-N-Cite,
Write-N-Cite 47 See our frequently asked questions.

New Write-N-Cite/PQFW for Windows and Mac

Mar DG, 2015

A new version of Write-N-Cite/ ProQuest for Word for both
Windows (v. 4.4.1298) and Mac (v. 4.4.1245) is now
available. These versions resolve the following issues:

Windows users: Java 8 update affecting log in to Write-N-
Cite/ProQuest For Word and creating multiple log files

Mac 08 X 10.9 (Mavericks) and 10.10 (Yosemite) Users:
FPlease download Java & from Apple's support site directly
by visiting, http:isupport.apple.com/kb/dl 1572 before
installing Write-N-Cite/ProQuest for Word.

How do | log into Write-N-Cite 4 using my institution
credentials?

If you use your institution's credentials (Athens, Shibboleth or Proxy)
to log in to RefWorks, you MUST copy and use this code on the Write-
MN-Cite 4 login screen:

455C76455878425763505068431414125380338731872b1722248312373
945198c2583c382d1c1181312badeasbed5832360a14402T861c11181e54
3d278F741631213851

]

Downloads

jord 50.1 Mb

Windows 8
Supports Word 2007, Word 2010 and Word 2013
Write-N-Cite 4 for 64 Dn'."wrd 45.8 Mb

“ersion: 4.4.1298 (201 (2]
Far'Windows XP, WmdowsWsta Windows 7 and
Windows 8
Supports Word 2007, Wosa

Write-N-Cite 4 for 32 bit Word
“Version: 4.4.1258 (201 ) @
For Windows XP, Windows Yista, Windows ¥ and

Write-N-Cite 4 for Word (Mac) 21.3 Mb

Version: 4.4.1245 (2015-03-03) (@

For OS X 10.6 (Snow Leopard), 10.7 (Lion) and
10.8 (Mountain Lion)

Supports Word 2008 and Word 2011

é
e '.'\'ntﬂ N-Cite IIIfo Nord 0.95 Mb
L

-t Foerdows KP, W|nd0wsV|sta and Windows 7
= Supports Word 2003, Word 2007, and Word 2010
7 Write-N-Cite w2.5 for Word (Mac} 2.50 Mb
‘fersion: 2.5 (2010 7]
ForOS X103 [Panther} 10.4 (Tiger), 10.5

(Leopard) and 10.6 (Snow Leopard)




Write-N-Cite 4

If you are using Word 2007, 2010 or 2013 on a PC you needto use Write-N-Cite 4. The RefWorks tab can

be foundinthe toolbarin Word afterinstalling Write-N-Cite 4. Most of the RefWorks functionsin the tab
are grey and inactive until youlogintoyour RefWorks account.

ME AL Insert Page Layout References Mailings Review

ﬂ Style: ~  [EB sync My Database @
HE!. Bibliography Options % Remove Field Codes T fEnces
Insert

“itation .ﬂ Reapply Output Style Open ProQuest
Citation and Bibliography

View Add-Ins EndMote X7 Acrobat ProQuest

Enable AutoSync Folder
Extras

Settings

To loginyou need a unique code which you canfindin RefWorks under Tools. Copy the code and paste it
intothe field ”Login Code”. Thenyou do not have to use your username and password.

G ST - e

Flow

User Mame: || |

Password: | |

I ar

¥ou can login to Write-N-Cite using vour login code.

Login Code: |

Mote: You can find your code on the Write-N-Cite download page.

Login ‘ Cancel ‘

Havingloggedinyouare able to putin citations directly from your RefWorks database to your Word
document.

12



You needtochoose an output style when you wantto putcitationsinto your document. Click Style. You
can always change outputstyle laterif you wantto use anotherstyle. Place the cursor where you want
the citationto occur in your document. Click Insert Citation and choose the reference you want to cite.
The reference will automatically show in your document.

W - <k Write n'cite - Microsoft Word "=
Insert Page Layout References Mallings Review View Add-Ins Acrobat RefWorks
> = ‘ Style: Popular Styles ~ L—& Sync My Database & Log Out
E Bibliography Options ~ &t Remove Field Codes o Preferences
$ (v:::or:l - L J Open RefWorks 7] Enable AutoSync Folder
Citation and Bibliography Extras Settings

You can editthe a citation if you wantto add a specific page numbere.g. Double click the citation in your
Word documentand a new window appears. Go to Edit Reference:

Write-N-Cite™ - Insert/Edit Citation

Select Reference:

Folder List | Reference List

[ Bachelorthesis -
de Barcellos, Marcia Dutra,2011,Investigating the gap between ciﬂzer;
Esbjerg.Lars.2010.Making working in retailing interesting: A study of hl
Grosen, Anders,2010,My very best article

[ Documents

[ LastImported

Andersen, Anne.2012,Guide til referencehandtering

| Ninnrlev  ]obee@B T T Thire and commimicatinn \’\
A |

L~ N
1 Edit Reference:

[7] Hide Year Suppress
[7] Hide Auther

[7] Make Footnote
[] Bibliography only

NNErefix | | suffic [ pp.20-21 |
\F\ -~

(APA

Preview Citation:

{Esbjerg, Buck, & Grunert, 2010, pp. 20-21)

Compose Citation:

Select a reference to edit, then apply one or more modifications above; use the controls
below to add/delete references andlor reorder citation.

Esbjerg.Lars, 2010, Making working in retailing interesting: A study of h...

[T] Override Default Ordering

ok || cance |

Ready.

—

If you wantto put intextbefore orafterthe citationyoutypeitin in either Prefix or Suffix. In the
example above we have putin some text and page numbers afterthe citation (Esbjerg, Buck, & Grunert,
2010, pp. 20-21).

13



Click Bibliography Options when you want WNCto create a bibliographyinyourdocument:

Wd92-08&I5 Write n'cite - Microsoft Word »
“ Home Insert Page Layout References Mailings Review View Add.Ins Acrobat RefWorks
‘ Style: Popular Styles ~ g:& Sync My Database :h Log Out
E Bibliography Options ~ & Remove Field Codes &8 Preterences
(‘{::,:::, - J Open RefWorks 7] Enable AutoSync Folder

Citation and Bib phy Extras Settings

You can inserta bibliography whenever it suits you. Click Bibliography Options and choose Insert
Bibliography. Thenthe bibliographyis generatedinyourdocumentincluding references foryour
citations.

The RefWorks tab

Otherfunctions worth mentioning are the possibility to synchronize WNCwith your RefWorks database.
It can be necessary to update using Sync My Database. Thenyou are able to see newly added references
fromyour RefWorks database in WNC.

—

IEI H9-0|= Ref@;é;.manual.dar

Home Insert Page Layout Referen

ﬂ Style: APAG6th-A.. ~ [_7@ Sync My Database & Log Out

Mailings Review View Add-Ins EndNote X5 Acrobat RefWorks

@, Bibliography Options ~ ¢ Remove Field Codes @ Preferences

Insert
Citation ~ %9y OpenR S [¥] Enable AutoSync Folder
Citation and Bibliography Extras Settings

Using Preferences you are able to see which RefWorks database you are logged into and you are able to
convert documents created usingan olderversion of WNCto the latest version of WNC.

14



MAC: Write-N-Cite 4

Write-N-Cite 4for Mac is to be used with Word 2008 and 2011. Please remember to close your Office
programs when installing WNC.

Install WNCand open Word. In Word you open WNC by choosing View—Toolbars and then Write-N-
Cite:

Insert Format Font Tools Table Window Hel
Draft I [Z] Document1
. Web Layout 3
i et BE » &0 &)
¢ / Print Layout L_| SmartArt | Review |
| Notebook Layout : Styles
| Publishing Layout AaBbCeDAE(| AaBbCcDdE: AaBbCcDi
Full Screen i )
% Normal Mo Spacing Heading 1
— =
+ Ribbon B e e e e S TP
o T
 Standard —
Sidebar > Formatting
Message Bar
. Database
Media Browser ~®BM Write-N-Cite
Toolbox Customize Toolbars and Menus...
© Styles I
ﬁ Citations

{& Scrapbook
il Reference Tools
9, Compatibility Report

+ Ruler

A small toolbaropens—thisis your WNC toolbar. Log into your RefWorks account by clicking the small
“picture”:

T 8

You do not have to use your username and password tolog in. Instead you can use the unique code
which you can find in your RefWorks database. Follow the instructions that pop up in a small window.

15




Place the cursor inyour document where youwant WNCto insert a citation. Choose “Insertcitation”in
the small WNCtoolbar:

E T| 1 Harvard T| E }l; :".. Eﬂ‘i % )

A new window opensandyou are able to find the author or the publication you wantto cite :

Write-N-Cite -~ Insert/Edit Citation

Search references

FolderView Reference View | <€
Select Reference:

arranged in folders (if you work
[Last | ted .
—mlii / with folders). You can also see all
> [ Politics i
> [l Susannes mappe references by choosing Reference
Arsanjani,Mahnoush H.2010"Interpreting Treaties for the Benefit of T...

Here youcan find your references

: view.
Becker,Lee B.2003"Copyright and consequences : Central European an...
Christensen,Jens,f.19472003"Forretning og tekneologi : landbrugsmas...
Edit Reference: @ The reference you choose can be
g . ke f seen in the box ”Compose
| Hide year uppress pages | Make footnote i e ”» . e
= . = s Citation”. In the "Preview Citation”
|| Hide author Override pages: |_| Bibliography only
box you can see how your
i S / reference will look using a specific
Preview Citation (Harvard): y 4 output Style - in this case Harvard.
(Collins 2010) The style can be changed - this is
described next.
Compose Citation:
Select a reference; controls below add, delete & reorder references.
Collins,Alan,19672010"Contemporary security studies” |l|
L=
L)
R4
Override default ordering
| Cancel | | Save

Click Save and the citation has been putintoyour document:

Thesis.

Knowledge management (Collins 2010)

16



If you want to edit the citation you place the cursor in the citation and select Editcitation in the small

WNC toolbar:

: Collins,Alan, 18672( = Harvard = & w o B B
You can editthe citation by adding e.g. text or a page number. WNCmakessureitallis editedinyour
document:

Write-MN-Cite -- Insert/Edit Citation

Q Search references

eSS Reference View |

Select Reference:

] Last Imported
» [ Politics
¥ [ |Susannes mappe
Arsanjani,Mahnoush H.2010"Interpreting Treaties for the Benefit of T...
Becker,Lee B.2003"Copyright and consequences : Central European an...
Christensen,Jens,f.19472003"Forretning og teknologi : landbrugsmas...
Collins,Alan,19672010"Contemporary security studies”

Edit Reference:

[] Hide year Suppress pages [ Make footnote Add a prefix or a suffix- in the preview
[ | Hide author Override pages: || Bibliography only section you can see how it will look in
Prafix:  See more: Suffix: |, page ll| your word document.

Preview Citation (Harvard):

(See more: Collins 2010, page 11) /
If you wish to insert several citations at
once youjust click the small + before you
Compose Citation: . .

choose the next citation.

Select a reference; controls below add, delete & reorder references.

\

Collins,Alan,19672010"Contemporary security studies”

aonn

Override default ordering

| Cancel I[ Save ]

Click Save and the citations are edited in your Word document.

When you want your bibliography inserted click the icon for Insert Bibliography. Write-N-Cite generate
ave chosen. You can always change

your bibliography automatically according to the output style yo
to anotheroutputstyle and also add a new style by clicking Other Styles in the menu.

b Collins Alan, 19672 = i Harvard

17



Thisis how citations and the bibliography could look inyourdocument:

: ———r— —_ S ——T = TR
|A2|A2H£|'|‘|'H£S'J-§|§ EJ l_] |"m—’““’||u‘ ETeksrfeIt Figur Billede ETemagrE

e e R T - I T | IO B |- AR T | |

& ||

i-lgi-l-i:l-j-l-*-:-s-

©1+% | collins,Alan,19672(% =7 [ apasth-ami=| B B & & @ QJ

Thesis.

Knowledge management (See more: Collins, 2010, page 11)

What we know (Collins, 2010; Haggard & Noland, 2010; Jénsson, 2009)

If you want to editthe way your bibliography looks you can do it by clicking Format Bibliography:

* | MacFarlane,S.Neil20/®| =7 | APA 5th - Ami=| ﬂ‘ﬁa B &
: 4

P
[ ]
N

18



Firstyou needtochoose Click here to unlock the style. Thenyou are able to change the way your
references are sorted. E.g. you could choose to get your bibliography sorted by numbers instead of
alphabetically - oryou could choose by reference type.

Write-N-Cite -- Format Bibliography

Preview:
References
1. Collins, A_,1967. (2010). Contemporary security studies (2. ed. ed.}. New York: Oxford University

Press.

2. Kornum, N_, & Bjerre, M. (2007). Grocery e-commerce in the UK and denmark: Strategic market

creation

Sort by: Ordering:
() Author Name (default) () None (default)
( ;-Appearance \i}' 1,2,3, ...
() Publication Title Con i,
() Publication Date (JAB,C, ...
( :-Periodical Name _ la, b, c, ...
\i) Reference Type
(JRef ID
Spacing: Margins (cm):
Indentation: Top: 0 |§| Bottom: |0 |;|
| Hanging (default) . Left: |0 (] Right: [0 B
Line Spacing:
| Double (default) H

Bibliography-only citations:

£ Your settings may differ from the style

| Return to Defaults | | Cancel | [ Save J

Otherfunctions worth mentioninginthe RefWorks toolbar are the possibility to synchronize WNC with
your RefWorks database. It can be necessary to update every now and then so that newly added
references are available through WNC. This can be done by clicking Syncdata.

. MacFarlane S.Neil2of®] =7 [ apasth-amis| IR B & & (B &

Preferences—here you can see which RefWorks database you are logged in to. You can also convert
documentsthathave beenusinganolderversion of WNC — convertthemto the latest version.
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Problems installing Write-N-Cite?

If you experience problemsinstalling WNCyou can find help here:
http://proquest.libguides.com/c.php?g=87178&p=559895

Bibliography

RefWorks can create a bibliography which you can save or print. Forexample when studying foryour
examsyou can printa bibliography with all yourown notes.

In RefWorks you can find a lot of predefined output styles. RefWorks uses these to generate
bibliographies (and footnotes, in-text citations etc.) which match the demands of different publishers.

The output styles are used to define how your citations and bibliography will look.

You can reuse and editan already existing output style if you have specificwishes/needs to the style.
Aftereditingyou save the outputstyle asa new style. In that way you do not overwrite a predefined
style. RefWorks have made an excellent guide on how to editand output style:
http://www.refworks-cos.com/refworks/tutorials/

The library can also help you creating or editing output styles. Which output styleto choose, isup to you
to decide. You can also talk to your supervisor, maybe he orshe has some guidelines for which output
style to choose.

Creating a single bibliography

1. Mark the referencesyouwanttobeincludedinyourreferencelist and add themto My List

[

References Orgdnize & Share Folders
References to Use
_ : : o X | &
@ selected ) Page () Al in List ‘ o 1 ‘ ‘ Authe
My List
Fl RefID 11 o
Politics (2 I}
Anthare  Allen FAith Baee—ee

2. Click Create Bibliography and a new window opens

® RefWorls

o New Folder Create Bibliography &) New Reference
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4. Nextyouchoose whichformatyouwantyour bibliography to be generatedin. You can choose

5.

Now you have to choose how you want your references to be structured. Unfold the list of output
styles. Inthe top you will find the styles you have used earlier (favorites). You can also access the
outputstyle managerwhere all outputstyles are listed. From here you can also add more stylesto

your favorites

Create Bibliography

List of Qutput Stvles Reguest New Qutput Style

NS AP A Bth - American Psychologlid

Output Stvle Manager Preview Quiput Style

Format Paper and Bibliography *

Format a Bibliography from a List of References =

File Type: HTML A

Document Formats Supported:Word, Open Office, RTF, Text, and HTML

References to Include: 4|| References b

between the following:

Create Bibliography

List of Output Styles Request Mew Output Style
Output Style: APA 6th - American Psychologi v
Qutput Style Manager Preview Output Style

Format Paper and Bibliography ~

Format a Bibliography from a List of References &

File Type: HTWL v
Document Formats Supported:] Text

JHTIML
References to Include: Rich Text Format (RTF)

Word for Mac {98 or later
Word for Windows (2000 or later
OpenOffice_org Writer {_odt)

From References to Include you choose My List (containing the references you have marked). Then

you click Create Bibliography (to the right) —and your bibliography is generated.
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Sharing references

You can easily share your references/databases/folders with others and there are different ways to
share.

You can add a read-only password to your RefWorks database. Others canthen get read-only access to
your database. Toset up thisread-only password go to Update Profile in the top:

@® RefWorks

You can also share your database, specificfolders or My Listvia the Organize & Share Folders tab. Click

the small foldericontothe right.

® RefWorks

N\ Search your RefWor

Additional Informatio

o New Folder Create Bibliography &) New Reference

References > All References

References | T ~Organizes-ShareFoMers

You have 10 reference(s) not in folders. Duplicatss not in folders _13 View Shared Ares hﬂil Statistics | ™ ;efAl; Settings
Share Entire Database (21) =
4 Lastimpored (1) =l \$
Politics (2) F
Susannes mappe (10) =3
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A new window opens where you can choose whatit isyou want to share. RefWorks generates a URL that
gives others accessto the part you have chosento share. From Share Options or Limitations you can add
or remove different options. You choose what others can do with the references you share with them:

Shared Folder Options

@ Help
Shared Folder | Susannes mappe El

The data you are about to share may be copyright protected or subjact to data provider restrictions. Users should check with the appropriate
database provider(s) to ensure compliance with any restrictions such provider(s) may impose upon downloading or sharing of the informatian.

Share Information

URL hitp:/Awww refworks.comirefshare 27site=030541131338600000/RWWEB107 1459980/Susannas ®20mappe

Title (9]

Title a= it will appesr in RefShare

1]

InTormanon Ll

Share Options ™

Limitations *

Quiput Style Options ¥

Flelds 1o share * h

E Save f;’p Reset Copy to default Cancel

¥

If you go back to the Organize & Share Folders view you can see that the foldericon has changed. Click
on theiconand choose how you wantto share — e.g. Email this share:

References I QOrganize & Shars Folders
You have 10 reference(s) not in folders. QJuplicstes not in folders 5 View Shered Ares Eﬂs Siatistics ,5" Default Setings
Share Fntire Database  (21) =
G@ Lastimported (1) = Ll
Faoliics  (2) E B

Susannes mappe (10) L4l &8 Share fink
L=l Remoye Share

5. Sha Falder Options

L= £ mail this share t
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Anotherway to share referencesistofind the database/folder you want to share references from
e Mark thereferencesyouwantto exportandadd themto My List

e From References you choose Export

@® RefWorks

Referencef |

Dadd New
Create Bibliography & New Reference

\ll References

e Nowyou have to choose which format the references are to be exportedin. The firstformaton
the list Bibliographic Software (EndNote,Reference Manager,ProCite) is recommended if the
references are to be exportedinto anotherreferencetool. If you wantto export referencesto
another RefWorks database you have to choose RefWorks Tagged Format. Click Export.

Export References

& Help

References to Include My List by

Export Format | Bibliographic Software (EndNote,Reference Manager,ProCi E]

4 Export
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The file to export has to be saved as a txt-file. This file can be sent to the ones you want to share
your references with. What they needtodoisto importthisfile from References—Import. Then

they choose RIS format or RefWorks Tagged format:

List of Filters & Databases Reguesta Filter

From Text File «

Import Filter/Data Source |R|S Format V|
Database |(RCSARMAILES v

Select Text File: | [(Browse.. |
Encoding | ANSI - Latin | v

Specify only if you specifically set the encoding when saving the text file; otherwise leave it as is

From Text =

From EndNote Database =

(Mote that references are also putin the LastImported folder)

Import Into Folder |1one b

1 Import
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Shared login...

To be able toshare a manuscript with others all you needisto have access to the same RefWorks
database. Itis possible to create a database which you can share as a group. All you need is to share the
same username and password. Write-N-Cite can only format the documentif all citations are from the
same database.

Editingcitations and changing the look of your bibliography has to be done in your RefWorks database
and/or Write-N-Cite. You cannot edit citations orthe look of your bibliography within your manuscript.

Need more help?

In RefWorks you can get plenty of help using tutorials and guides. Look under Help.

RefWorks Community also provides alot of tutorials. You can find help on how to edit an outputstyle for
example: http://refworkscommunity.ning.com/page/resources

You are also welcome to contact you one of the service locationsat AU Library:
http://library.au.dk/en/aarhusuniversitylibraries/
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