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RefWorks Handout for History 600:  Korean War Seminar
RefWorks is a web-based bibliography manager licensed for use by UW-Madison students, faculty, and staff.  When off-campus, with your 11-digit ID number, you can access your account anywhere, anytime.
With RefWorks you can:
1. Import citation information from online journal databases and MadCat.

2. Organize citation information into folders for courses and projects.

3. Create formatted bibliographies and cite sources in your paper in all of the major citation styles.

RefWorks will not find and evaluate sources or eliminate the need to proofread bibliographies!
Accessing RefWorks 
To login to RefWorks or create a new account, go to:
http://library.wisc.edu/instruction/refworks/
You can also click on “Journals, Magazines, and Newspapers” on the Libraries home page and then click on the Refworks link on the left navigation bar.  
Creating an Account 

1. Click on RefWorks Login.

2. Click on Sign Up for an Individual Account.

3. Enter the required information on the left-hand side of page including Login Name and Password.

4. Click on Register.  

RefWorks Overview

Adding References

	The tabs at the top of the screen help you navigate RefWorks.  Under the References tab, Add New Reference lets you manually enter a reference, and Import lets you add references from online databases.
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Creating Folders
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	Under the Folders tab, Create New Folder lets you create as many folders as you wish for courses, projects, etc.  View lets you view last imported references, references not in a folder, and references in folders.  Organize Folders lets you organize, rename, and delete folders.  


Adding Citation Information from Databases to RefWorks
There are three ways to add citation information to RefWorks:

1. Import directly from a database that has a link to RefWorks.
2. Copy and paste /save a set of records from a database.
3. Enter records manually into RefWorks.
There are two types of databases, those which include a link to RefWorks and those which do not.  Librarians on campus have created step-by-step guides on adding citation information from databases licensed by UW-Madison.   These guides can be found under the “Moving Citations into RefWorks” link in the left navigation bar on the RefWorks Web page:  http://library.wisc.edu/instruction/refworks/.  
Guides are organized by vendor, so you need to know the vendor of the database.

Follow the link for “Journals, Magazines, and Newspapers” on the Libraries’ home page and find your preferred database (either by title or subject).  Click on the “About” link.  The last line of the description will tell you the name of the vendor.
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1.  Import directly from a database that has a link to RefWorks

ABC-CLIO Databases (America History and Life, Historical Abstracts)

	America: History and Life from the vendor, ABC-CLIO, is a database that links directly to RefWorks.  1.  Search the database and tag records of interest.  2.  Click on Output Options.
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	3.  Choose Full Entry as Entry Format.  4.  Choose Tagged Entries as Request Entry.  5.  Choose RefWorks Export as Output Type.  6.  Click Submit.  If you are logged in to your RefWorks account, the records will automatically be imported into Last Imported Folder.  If you are not logged in, America: History and Life will prompt you to log in.  


Proquest Databases (Proquest Historical Newspapers:  New York Times)

1.  Click in the box to the left of records of interest.

2.  Click on Marked List tab at the top of the screen.
3.  Click on Export.
4.  Click on Export Directly to RefWorks.  

2.  Copy and paste/save a set of records from a database 
In the database, look for Save function (e.g., Print/Email/Save; Save to File).  You will need the information in a tagged or fielded format.  Instead of saving the records to a file, Select All and Copy.  In RefWorks, choose Import from the References menu.  The Import Filter you need is based on the vendor of the database.  
MadCat
	1. Select records of interest.
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	2. Select Full Record.  Click Format for Print/Save.
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	3.  Choose Select All and then Copy from Edit menu.
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4.  In RefWorks, choose Import under References tab.  
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	5. Choose Endeavor Voyager (vendor of MadCat) as Import Filter/Data Source.  6.  Choose University of Wisconsin-Madison (Full Format) as Database.  7.  Choose folder into which you want to import references.  8. Select Import Data from the following Text.  Copy records into text box.  Click Import button.  


JSTOR:  The Scholarly Journal Archive

In JSTOR

1.  Click Save Citation link under each citation of interest.

2.  Click the Viewed Saved Citations at the top of the screen.
3.  Select as a new window from the drop-down menu after Export citations.

4.  Select citation manager from the drop-down menu before format.

5.  Click on Export.
7.  Instead of saving the records to a file, Select All and Copy.  

In RefWorks

1.  Login to RefWorks.

2.  Choose Import under References tab at the top of the screen.
3.  Choose JSTOR from the Import Filter/Data Source drop-down menu.

4.  Choose JSTOR from the Database drop-down menu.

5.  Choose Import Data from the following Text box.  Copy records into text box. 
6.  Click Import button.

3.  Enter records manually into RefWorks. (use for Web pages or other records that might not be in an online database)
1.  Select Add New Reference under References tab.
2.  Use the fields that you need.  Required fields for a style will show asterisks next to them.
3.  Specify folder.
4.  Choose type of reference (Web page, journal, book, etc.).
5.  Enter citation information.
6.  Click Save Reference.  
Creating Bibliographies
To create a stand-alone bibliography:
1. Click on Bibliography.

2. Choose your Output Style (e.g., Chicago, etc.). 
3. Choose  Format a Bibliography from a List of References. Choose All References or a specific folder. 
4. Choose file type; you can create your bibliography in HTML, RTF and Word.

4. Click Create Bibliography.  
Remember to ALWAYS check your bibliography!
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Citing Sources in Your Paper Using Write-N-Cite  
You can also connect RefWorks to your word processing program with Write-N-Cite or One Line/Cite View. Download the Write-N-Cite plugin from RefWork’s Tools tab. Mac Users: Use One Line/Cite View.  Write-N-Cite requires Windows, IE, and Word.
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To cite sources in your paper using Write-N-Cite:
1.  Open your Word document.

2.  Click on Write-N-Cite button in Word toolbar.

3.  Login to RefWorks if needed.

4.  Place your cursor where the reference should be inserted.  Create a footnote or endnote in Word (Select Insert/Reference/Footnote.  Change to Endnote if necessary.).  

5.  In the Write-N-Cite window, click on Cite next to the desired citation.  In your Word document, the citation will be double brackets {{57 Wainstock, Dennis 1999;}} (The 57 is the reference number RefWorks uses to identify this citation within your RefWorks account.)

6.  To cite a particular page in the source, type /snn at the end of the content but before the semi-colon within the double brackets, replacing nn with the actual page number.  {{57 Wainstock, Dennis 1999 /s201;}}

7.  Save your document.
When you are ready to create your bibliography:
1.  Click on Bibliography in the Write-N-Cite window. 

2.  Choose desired Output Style (with Notes (e.g., Chicago Notes) if used footnotes or endnotes).

3.  Choose Format Paper and Bibliography.  Browse for document to format.

4.  Click Create Bibliography.  In Word, choose Print Layout from View menu.  

Write-N-Cite will automatically create a new Word document with Final in the file name.  If you need to revise your document, add more references, etc. be sure to do so in the original document (not the Final document).  Both notes and bibliography will be formatted according to the Output Style you selected. 

Remember to always check your bibliography and in-text citations for accuracy!
Citing Sources in Your Paper Using One Line/Cite View
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To cite sources in your paper using One Line/Cite View:  
1.  Open your Word document.

2.  Place your cursor where the reference should be inserted.  Create a footnote or endnote in Word (Select Insert/Reference/Footnote.  Change to Endnote if necessary.).  

3.  In RefWorks, click on the One Line/Cite View link near the top of the page (It will appear where Standard View link appears in image above.).  

4.  Click on the Cite link next to the desired reference.  A Citation Viewer window will appear with the citation formatted in double brackets:  e.g., {{57 Wainstock, Dennis 1999;}}.  (The 57 is the reference number RefWorks uses to identify this citation within your RefWorks account.)

5.  Click Select Citation.  

6.  From the Edit menu in the Citation Viewer window, select Copy (or Ctrl + C).

7.  Return to your document and select Paste from the Edit menu (or Ctrl + V).  In your document, the citation will appear in double brackets.  

8.  To cite a particular page in the source, type /snn at the end of the content but before the semi-colon within the double brackets, replacing nn with the actual page number.  {{57 Wainstock, Dennis 1999 /s201;}}

9.  Be sure to Clear the Citation Viewer window before creating your next citation.

10.  Save your document.
When you are ready to create your bibliography:
1.  Click on Bibliography in the Citation Viewer window. 

2.  Choose desired Output Style (with Notes (e.g., Chicago Notes) if used footnotes or endnotes).

3.  Choose Format Paper and Bibliography.  Browse for document to format.

4.  Click Create Bibliography.  In Word, choose Print Layout from View menu.  

One Line/Cite View will automatically create a new Word document with Final in the file name.  If you need to revise your document, add more references, etc. be sure to do so in the original document (not the Final document).  Both notes and bibliography will be formatted according to the Output Style you selected. 

Remember to always check your bibliography and in-text citations for accuracy!
	Citing Sources in Your Paper While Working Offline
Create a list of reference IDs for sources you plan to use for your paper.  Insert those “RefIDs” offline while writing your paper.  Later connect to RefWorks and format the bibliography.  

To create a list of Ref IDs:
1. Create a folder in RefWorks and add all of the references you need to use for the paper to this folder.

2. Click on References/Export and select the folder you want to print.

3. Select Citation List, which includes the Ref ID, Author, Title, and Year.

4. Click on Export to Text File.

5. Save and/or print the displayed file
	To insert Ref IDs in your document offline:  
1.  Open your document. 
2.  Place your cursor where you want to insert a citation.  
3.  Enter the Ref ID surrounded by two curly brackets. For multiple citations in the same location, separate Ref IDs with semi-colons.  Example:  {{34;28}}
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