
 
 

Getting Started With RefWorks 
 
To access RefWorks: 
 
1. Go to the library homepage at www.umuc.edu/library 
2. Click on “Citation Help” 
3. In the “Quick Links” box, click on RefWorks 
 
The image below is what you will see on the RefWorks Login page.   
 

�  If you have not previously registered for a RefWorks account, click on 
“Sign up for an Individual Account”. Complete the brief registration form 
and click on Register.  

 
�  If you have already registered, enter your RefWorks Log-in Name and 

Password and click on the Login button. 
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Navigating in RefWorks 
 

Within RefWorks, use the dropdown menus at the top of the page to create and view 
folders, access the tutorial and help menu, search your RefWorks database, manually add 
a new reference, or import a text file. 

 

          
 

Putting Citations into RefWorks 
 
 

A. Direct Export from a Database 
B. Import from a Database 
C. Export through Find It 
D. Catalog – Search and download within RefWorks 
E. RefGrab-It – Import Citation Information from We b Sites 
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A. Direct Export From a Database 
 
Although there are several ways to put your references into RefWorks, one of the easiest ways is 
to import citations from online databases that have a direct export feature.  For instructions on 
importing from specific databases, see Appendix A.  For example, to import citations into 
RefWorks from Academic Search Premier, or any EBSCO database, see the steps listed below. 
 

1. Perform your search and click on the add folder for the citations you would like to bring 
into RefWorks.   

 

 
 

2. Once you have chosen the citations, click on the Folder has items link. 
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3. You should then see the list of citations you have selected. Click on Export . 
 

 
 

4. Be sure Direct Export to RefWorks is selected and click Save. 
 

 
 
RefWorks should open, and if you are not already logged in, you will be prompted to do so at 
this time.  Once you are logged in, Refworks will tell you that it has successfully imported your 
references.  New references will always be in the last imported folder until you move them into 
a folder you have created, or you import new references. 
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B. Import from Databases without a Direct Export Feature 
 
Some databases do not include a direct export to RefWorks feature. In this case you can use 
ASCII text to create your entry in your RefWorks database. 

1. Conduct your search and add the records you want to import to your marked list. 
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2. Click on Marked List  on the left-hand side of the screen. 

 

3. Select your records and click on Download (ASCII). 
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4. Using your browser's Save As function, navigate to the local drive and directory where 
you want to save the file, save the file as type text. 

�
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5. Log in to RefWorks. 

6. Select References/Import from the toolbar. Select Emerald as the data source and All 
databases as the database. 
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7. Click Browse to find the text file you saved to your computer. 

 

8. Click Import . Your records should appear in the Last Imported Folder. 
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C. Direct Export Using Find It 
 
Item records or citations from the catalog or other electronic resources can be exported, one at a 
time, using the RefWorks link in the Find It menu. Here are the instructions for exporting 
citations from Find It. 
 

1. For an item in a database or the catalog, click on the Find it button. Here is an example 
from an EBSCO database, Academic Search Premier: 

 

 
 

2. Click on the Reviews, save/email, and help link. 
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3. In the Save or email citation section, click on the Go button in the Download Record into 
RefWorks Direct Export Too section.  
 

    
 

4. The RefWorks log in screen will appear; log into RefWorks, if you have not already done 
so. 
 

5. The citation will be imported into RefWorks. New references will always be in the last 
imported folder until you move them into a folder you have created, or you import new 
references. Be sure to review and edit the citation, since the import tool is not quite set up 
correctly by the vendor. We reported the issue to the vendor. 
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D. Search and Import Records from the Catalog Within RefWorks  
 
You can search catalogUSMAI within RefWorks and import the citations directly in the 
RefWorks interface. Here are the instructions to search and import catalogUSMAI citations in 
RefWorks: 
 

1. Click on the Search menu and select Online Catalog or Database. 
 

 
 

2. Select University of Maryland (All USMAI Libraries) from the drop down menu list. 
You can also select how many citations to download at a time, from 5 to 1,000. 
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3. Either do a Quick Search or Advanced Search for a topic and click on the Search button. 
 

 
 

4. In the list of search results, select the citations of interest and click on the Import button. 
New references will be in the “last imported folder” until you move them into a folder you 
have created, or you import new references. 
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E. Use RefGrab-It to Import Citation Information fr om Web Sites 

An updated version of RefGrab-It is now available in RefWorks. You can now either download a 
bookmarklet or plug-in, either for Internet Explorer or Firefox. For more information about the 
new RefGrab-It, see Capturing Web Page Data With RefGrab-It, which explains how to 
download and set it up.  

Please Note:  If you have previously installed RefGrab-It, then you will need to delete your old 
RefGrab-It bookmarklet before downloading the new one or installing the plug-in. Also:  
RefGrab-It is currently not functioning from off campus.  The RefWorks vendor (ProQuest/CSA) 
tells us that this will be fixed with the next release coming later in the summer 2009. 

Here are instructions to use RefGrab-It if you installed it as a favorite (bookmarklet)  

1. Visit a Web site. 
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2. Choose RefGrab-It from your Favorites List. 
 

 
 

3. The RefWorks window will open. Click “Import.” 
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Creating a Bibliography with In-Text Citations 
 

Once you have imported citations into your database, you may want to create in-text citations 
along with a bibliography from selected references. 

 
Follow these steps:  
 
1. In your Word document, put your cursor in the place where you would like the citation to be.  

 
2. Open RefWorks. Your view will default to the Standard View, but select the One line/cite 

view. 
 

 
 

3. Click on cite for the citation you would like to cite in your paper. 
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4. The following window will open. Click on Select Citation.  
 

 
 

5. Right click on the citation and copy it.  
 
 TIP:  Make sure you “Clear” this Citation Viewer before selecting your next citation   
 

6. Open your paper and paste this citation into the proper place.  For example,  
 
This is a test paper to learn how to use RefWorks {{1 Houghton,Sarah 2005;}}  
(The citation appears in “code”, but will be formatted to the correct citation style later).   
 

7. Continue this process until you have copied and pasted your citations into your paper in the 
appropriate places.  
 

8. Save the document and name it.  
 

9. Go back into RefWorks and click on Bibliography. 
 

  
 

10. Choose your output style.   
 
 
TIP:  If you are using APA format, select the Output Style called “APA-(UMUC) American 
Psychological Association, 5th Edition”.   You will see several output styles that have 
“UMUC” in the title. You can choose from APA, MLA, and other familiar styles.  In each 
case, the original citation style has been modified by UMUC librarians so that the citations 
include all the necessary information and display correctly in your bibliography.     
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11. Select Format Paper and Bibliography. 
 

 
 

12. Click on “Browse” and find the file you just created.  
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13. Click on Create Bibliography.  
 

 
  

14. If your document does not automatically open, click on the link to Download it.  
 

15. Review your document and bibliography for proper spacing and citation format. 
 

Note: You can also use a Microsoft Word plug-in called Write-N-Cite  to enable you to 
insert your citations with more ease. For more information, please see the Write-N-Cite 
section of the UMUC Library RefWorks Information page at: 
http://www.umuc.edu/library/database/refworks.shtml  
 
For additional help with RefWorks, please Ask a Librarian by visiting  
http://www.umuc.edu/library/help/ask.html 
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APPENDIX A 
 

 

Databases Allowing You to Import References into RefWorks 

Next to each database name in this key, you will find the corresponding vendor. Look under the vendor's 
name below for specific instructions on how to import references into RefWorks. 

Database Name Vendor 

ABI/Inform Global ProQuest 

Academic Search Premier EBSCOHost 

Ageline EBSCOHost 

America: History and Life ABC/CLIO 

BasicBIOSIS OCLC FirstSearch 

Business Source Complete EBSCOHost 

CINAHL EBSCOHost 

Communication & Mass Media Complete EBSCOHost 

Computers & Applied Science Complete EBSCOHost 

Contemporary Women's Issues OCLC FirstSearch 

Dissertations and Theses ProQuest 

Education Research Complete EBSCOHost 

Electronic Collections Online (ECO) OCLC FirstSearch 

ERIC EBSCOHost 

ERIC CSA Illumina/ProQuest 

General Science Abstracts OCLC FirstSearch 

GeoRef EBSCOHost 

Health Source: Consumer Edition EBSCOHost 

Health Source: Nursing and Academic Edition EBSCOHost 

Historical Abstracts ABC/CLIO 

Humanities Abstract OCLC FirstSearch 

JSTOR JSTOR 
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Library, Information Science & Technology 
Abstracts 

EBSCOHost 

LexisNexis Academic LexisNexis 

LION - Literature Online ProQuest 

MAS Ultra EBSCOHost 

MasterFILE Premier EBSCOHost 

MEDLINE EBSCOHost 

Military and Government Collection EBSCOHost 

MLA Bibliography EBSCOHost 

PAIS CSA Illumina/ProQuest 

Philosopher’s Index EBSCOHost 

PILOTS CSA Illumina/ProQuest 

Pre-CINAHL EBSCOHost 

Primary Search EBSCOHost 

Professional Development Collection EBSCOHost 

Project Muse Johns Hopkins University Press 

ProQuest Computing ProQuest 

ProQuest National Newspapers ProQuest 

PsycARTICLES EBSCOHost 

PsycBOOKS EBSCOHost 

PsycEXTRA EBSCOHost 

Psychology and Behavioral Sciences 
Collection 

EBSCOHost 

PsycINFO EBSCOHost 

Reader's Guide Abstracts OCLC FirstSearch 

Regional Business News EBSCOHost 

SAGE Full-Text Collections: (Criminology, 
Psychology, Sociology) 

CSA Illumina/ProQuest 

ScienceDirect Elsevier 

Social Sciences Abstracts OCLC FirstSearch 

Social Services Abstracts CSA Illumina/ProQuest 

SocINDEX with Full Text EBSCOHost 

Sociological Abstracts  

Teacher Reference Center EBSCOHost 

WilsonSelect Plus OCLC FirstSearch 
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WorldCat OCLC FirstSearch 

Worldwide Political Science Abstracts CSA Illumina/ProQuest 

 
Instructions for Importing Citations from Individua l Databases 

 

ABC-CLIO 

1. Conduct a search and mark the records you want by clicking the Tagged box. 
 

2. Click on the Output Options button.  
 

3. Select Short Entry  if you just want the citation or Full Entry  if you want the abstract 
to be included with the citation information. 
 

4. In the Output Type area, select RefWorks Export and click Submit to initiate a direct 
export. 
 

5. Click on the link to log into your RefWorks account. 
 

6. Log into RefWorks and your records should automatically appear in the Last 
Imported folder. 

CSA Illumina/ProQuest 

1. Conduct your search. 
 

2. Select the records you want to export and click the RefWorks.  
 
Note:  if you do not see a RefWorks link, click on the Save, Print, Email link.  
 

3. Click the Export to RefWorks button and the references are automatically exported to 
RefWorks. 
 

4. Your records should appear in the Last Imported Folder. 

EBSCOHost  

1. Conduct a search.  
 

2. Click on the Add folder icon to the right of any results you want to save.  
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3. Click on the Folder has items link, above the Results List on the right side of the 
screen.  
 

4. Click on Export .  
 

5. Click the radio button in front of Direct Export to RefWorks to initiate a direct 
export.  
 
Note: Uncheck the Remove these items from folder after saving option, if you want 
items to remain in the folder after performing the export function.   
 

6. Click the Save button to begin the direct export. 
 

7. Your records should appear in the Last Imported Folder. 

JSTOR 

1. Conduct your search and save the citations you want to import. 
 

2. Click on the View Saved Citations link to retrieve your records. 
 

3. Under the Export Options, select Directly export citations into RefWorks. 
 

4. Your records should appear in the Last Imported Folder. 

Lexis/Nexis 

1. Conduct your search and select your records to export. 
 

2. Click on the Export Bibliographic Records icon (the Book icon).  
 

3. A new window will open and RefWorks Format is automatically selected.  
 

4. Confirm your Document Range and click Export . 
 

5. Your records should appear in the Last Imported Folder. 

OCLC FirstSearch 

1. From your search results mark the references you want to import and click Export. 
 

2. To do a direct export, select RefWorks in the Export to:  section. 
 

3. The export will open RefWorks if it is not already open and automatically import the 
references. 
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4. Your records should appear in the Last Imported Folder. 
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Project Muse 

1. Select the references you want to export. 
 

2. Click on the Saved Marked Results button. 
 

3. Click Email/Export Saved Results. 
 

4. Under Export marked results to: select Refworks. 
 

5. Click the Export  button. 
 

6. The export will open RefWorks if it is not already open and automatically import the 
references.   
 

7. Your records should appear in the Last Imported Folder. 

ProQuest 

1. Perform a search and mark the references you want to export. 
 

2. You can choose to export the items now or add them to My Research and add 
additional records for exporting later.  If you add the records to My Research, select 
that folder tab when you are ready to export.  If you choose to export only the 
selected records on that page, skip to #4 below. 
 

3. From My Research, select Export Citations. 
 

4. Select Export directly to RefWorks . 
 

5. The export will open RefWorks if it is not already open and automatically import the 
references. 
 

6. Your records should appear in the Last Imported Folder. 

ScienceDirect 

1. Mark the records you want to import and click Export Citations. 
 

2. Select either All documents or Only these documents for the Marked records. 
 

3. Select Citations + Abstracts to export the record's abstracts. 
 

4. Select the RefWorks Direct Export  and click Export . 
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5. The export will open RefWorks if it is not already open and automatically import the 
references. 
 

6. Your records should appear in the Last Imported Folder. 

 

 

 

 

Last updated:  6/25/2009 


