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   Aims 
•  Create a RefWorks account 

•  Bring references into RefWorks 

•  Know about basic record management 

•  Create a simple bibliography 

•  Allow time for practice 
 

  Objectives 
• Familiarity with the basic functions of RefWorks 

 

Aims and Objectives 



What is RefWorks? 

 

• Web-based – access from any computer with                

Internet access 

•  2 functions: 

Electronic store or filing cabinet 

Formats bibliographies 

•  Your own database of references 

•  No limit to number of references in your account 

   



Why would I use it? 

 

• Keeps all your references / citations safely in  

one place 

•  Saves time and effort 

• Easy to create formatted bibliographies / in-text   

citations 
 

 

 

   



 

RefWorks creates a bibliography 



Always check your bibliography 

– errors may occur 



Creating a RefWorks account 

• Go to www.refworks.com/refworks 

• Click on Sign up for a New Account 
 



Register your account 

• complete the form 

• click on Next button 

• confirmation email will 

be sent from Refworks – 

save this – contains the 

Group Code for  

off-campus access 



Example Search 

 

“Discuss the impact of rapid long              

distance travel on the sports               

performance of athletes” 

 

 

 

 



 

“Discuss the impact of rapid long                                         

distance travel on the sports                                           

performance of athletes” 

 

 

 

 

 

 

and and 

Concept/Idea 1 
circadian 
rhythm* 

or 
biological 
clock 

Concept/Idea 2 jet lag or jetlag 

Concept/Idea 3 athlet* or sportsm* 



• You must import references in 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/rfw/importing.pdf 
 

• There are several ways to bring records into your      

RefWorks account – depends on what is allowed by          

the database provider 
 

   Creating your own 

records in RefWorks 



   Importing records: 

1-step process 

(in this workshop we‟re looking at the quickest way) 

 

A button in the database saves records  

directly to RefWorks 
e.g. Scopus at http://www.scopus.com 

 

It is important that you only have one     

Scopus window open 



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 





A separate RefWorks login window opens 

and records are pulled in automatically 



Check for errors – view Import Log 



Most cases – no error messages  

Click on View Last Imported Folder button 



Last Imported Folder 

is the holding folder for all new records 

coming in from your searches on databases 

• each new set of records coming in replaces the 

previous set of records in this folder 

• the older records stay in RefWorks either unfiled 

or in the folders you have created 



  Other ways to import 

records 

• 2-step process 

example:  Taylor  & Francis Online 

• Use RefWorks to search the library catalogue 

• Create records manually 

• For import instructions for popular databases  

refer to the „Methods for Importing Records‟  

sheet in your pack 

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



Record management – creating folders 



Can create folders in advance,  

or when you need them.  

Cannot create sub-folders of folders 



Record management – filing in folders 

All records go into the Last Imported Folder when they 

are first pulled into RefWorks 

 From there you can file (tag) them into folders that you 

have created 

Each new batch of records coming in replaces the 

current ones in this Last Imported Folder  



File records in a folder using  

radio buttons or   tick boxes  



Record management  

- records saved successfully to folder  

A record can be tagged to any 

number of folders 



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 



  I already have a Word/Excel document   

  containing a list of references that I want to use. 

How do I get these into RefWorks? 

• There is a way of transcribing this data to get it into 

RefWorks but it is time-consuming, a bit complicated           

and rather tedious (help screens provide more info) 

•  Our recommendation is to find the records in databases  

and pull them in, or type or cut/paste information into 

RefWorks (manual input) 



Help and advice 

• Library RefWorks web page:  

www.abdn.ac.uk/library/learning-and-teaching/for-students/refworks 

• Information Consultants 

• IT Service Desk (for database access problems) 

     - Tel. 01224 273636 

     - e-mail servicedesk@abdn.ac.uk 

• RefWorks web site 

     - tutorial 

     - HELP screens 

• For hints on searching – use database online HELP screens 



• Any questions? 

• Practical session 
Do a Scopus search + 1 other different method to 

bring records into your RefWorks account 

You will need 10-12 references in your Refworks 

account to complete RefWorks Part 2 workshop 

Presentation will be available at: 

http://aberdeenunilibskills.pbworks.com 

What’s next? 


