ATTENTION POSTGRADS:
A STEP-BY-STEP INTRODUCTION TO USING REFWORKS
SEE THE POLITICS WEB SITE TO DOWNLOAD THIS DOCUMENT
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1. Log in to RefWorks using your previously created login and password.
2. Leave RefWorks open and open another new browser window.

3. From RU Library’s Research databases link select Academic Search Premier & Business Source Premier. Type in the search string:  inflation targeting and south africa.
4. Click on ADD to folder (under each result displayed) for the first 3 results. This will change to Remove from folder
5. Click on either “Folder view” – (left of result screen) or Folder (top of page)  Select all results
6. Select all the results. Click on Export icon (with yellow arrow)
7. Choose Direct export to Refworks and click on the Save icon on the left.
8. You will be seamlessly taken to RefWorks where your exported references will appear after you click on view imported references.
9. Organising your references: Create a folder in RefWorks called Inflation targeting. Select the 3 imported references and move them to this folder.
10. Leave RefWorks open and return to the Library webpage.  
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11. Use the Word/Keyword search otpin and type” inflation finance and south africa
12. Mark the first 3 results 
13. Click on the “Viewed Saved” basket icon at the top of page the page.
14. Under “Format of list” select EndNote/RefWorks and under “Send list to” select Screen.   Click on SUBMIT
15. Now save the resulting screen to your desktop as a text file.

16. Return to RefWorks and select IMPORT under the References tab at top.

17. Select Innovative Interface EndNote/RefWorks format as your filter. Allow the page to refresh and then select the Database option: EndNote/RefWorks format.
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18. Browse for the file which you created, open it in RefWorks and Click on Import. 
19. Create a new fold in RefWorks called Inflation finance and add the imported OPAC records to it.
Importing references from 


1. Using ISAP and SAePublications search for intellectual w capital (the w between links the words as a phrase).

2. Mark the first 3 items from each database by checking the boxes on the left hand side of the results.

3. Click on e-mail marked items (grey bar – right hand side) and send the chosen items to yourself.

4. Open your e-mailed references from SABINET and save the attached list of references as a .txt file.

5. Return to RefWorks and select IMPORT under the References tab at top.

6. Select SABINET as your filter and database 
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7. Browse for your saved text file, select, open and click on Import.
Exporting references from 


1.    Using Scopus search for:  “heart attack”  
2.
  Select the first 3 results by ticking the boxes on the left side next to each result.

3.     Click on output.  Choose your output format and click on export.
4.     You should be taken directly to RefWorks (you may get a grey box security alert – click YES). Go to point no, 10 below
[5.]     NB NB NB If the direct export does not work (which seems to happen often):
[6.]
Select RIS Format from the drop-down menu next to Export Format and click on Export.
[7.]    This will bring up a grey box. Click on Save and save as a .txt file.
       [8.]     On RefWorks, click on References and select Import from the drop-down menu. 
       [9.]    Select RIS as your filter and Scopus as the Database, browse for your save .txt file and

         import it.  
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10.   Create a folder called Heart attack and add the imported references to it.
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1. Using the Advanced Search option on JSTOR search for shamans and “South Africa”
2. To export to RefWorks simply click on ‘export this citation’
3. This will export one at a time, which is a bit tedious.
4. In order to export a list of selected citations you need to register on JSTOR and set up a profile. 

5. see: https://www.jstor.org/action/showLogin?redirectUri=%2Faction%2FshowExit
Importing references from Web of Science®
1. Search for “intellectual capital” under Topic
2. Tick the first 3 results and then click on add to marked list.
3. Click on Marked List at the top of the page.

4. Under Step 1 select the fields you want to include and under Step 2 click on ‘Save to RefMan, ….’
5. Then click on 

 and save the resulting file as a .txt on your desktop.
       6.  Return to RefWorks and select IMPORT under the References tab at top.

7.   Select 
	Import Filter/Data Source
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8.  Browse on your desktop for the saved file, open it in RefWorks and click on IMPORT and    add to the Library workshop folder.
Importing references from 


1. Search for depression and memor*.  

2. Save the first three results by ticking the box the left and then click on the Export Citations link in the grey bar at the top of the results list.

3. Export your citations in the selected formats
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1. Search for the phrase sustainable development in the title field.
2. Save the first three results by ticking the relevant boxes.
3. Select download to citation manager at top of results list and click on Go.
4. Your selected citations will be displayed.  Again click on download citations to citation manager.
5. On the resulting page click on the word: RefWorks (not the writing below – click here…) to send you results seamlessly to RefWorks.
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1. Using the advanced search option search for the phrase  “online newspapers”.
2. Tick the first 3 results from the results list and click on Add to session marked list at the top right of your result list.  
3. Click on  Marked List (Left hand side) on your screen.  Your selected results will be displayed.
4. Click on  Download ASCII (at top of list) and save the resulting document as a text file.
5. Go to RefWorks and using References > Import, select Emerald as the import filter and database, browse for your saved text file of results, open and import.
Importing references from PubMed

1. 
Search for “molecular chaperones”  and mark the first 3 results.

2. 
Change the ‘Display’ option from Summary to MEDLINE.
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3.
 In the ‘Send To’ drop-down,   [image: image19.wmf]

Send to

 select Text.  A window opens with just the references in MEDLINE format.  

4. 
Select Save As from your browser and select Text as the Save As file type. 

5. 
On RefWorks select References/Import from the toolbar.

7. 
Select NLM PubMed as the data source and PubMed as the database.

8. 
Browse to find the text file you saved to your computer and click on Import.

Adding references manually

 (if you have a lot of references to add it might be worth searching for them on a database and exporting them electronically.)
1. Use the References tab on RefWorks and choose Add new Reference
2. Select your required style, folder (you need to have previously created a folder) and type of reference. Source type. Allow the screen to refresh after each choice.

3. Add the information and click on SAVE REFERENCE.  

Using the Bibliography function in RefWorks
Formatting a list of references in a required style
1. Click on Bibliography. Choose Harvard British Standard as Output Style, select “Format a bibliography from a list of references”.  (NB: to add an output style use the Output Style Manager under the Tools option.  Add your chosen style to your favourites)
2. Choose file type HTML and the Library Workshop folder (bottom right) and click on Create Bibliography.
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3. The citations in the folder will then be formatted in the chosen style.  You could have chosen a different file type, e.g. MSWord, RTF, etc.
Using Write-N-Cite to format a paper with in-text references
(You need to install Write-N-Cite on your computer first – to do this go to the Tools option on RefWorks and click on Write-N-Cite and follow the relevant download instructions) 

From your Word Processor, click the insertion point (the point where you want the in-text reference to appear). 

Click on the Write-N-Cite logo in Word (top left).

You will then be taken to the login for RefWorks (even if you are already logged in).  Log in.  You will then see your entire list of references in RefWorks in the WNC version.
Find the reference you wish to insert (you may also select a folder) and click on the “Cite” option on the Left hand side next to the relevant reference. Return to your Word document.

Write-N-Cite will automatically have inserted the opening and closing curly brackets as well as the Ref ID, Author Last Name and Year.  This is called a Citation Placeholder and it is what RefWorks reads when formatting your paper.  It is not what your final citation will look like.  Repeat the process for any further in-text references.

When you have finished save your document and close it.

Return to RefWorks proper (not WNC) and click on Bibliography.

Select your output style and choose the “Format Paper and Bibliography”.
Browse for your document and open it in RefWorks. Then click on “Create Bibliography”.

Wait for the formatting to finish, click on Download and then open your paper.  The in-text references will appear in the required format and the references will be in alphabetical order at the end.

NB NB NB : check your formatted references for correctness – RefWorks only records what you put into it, it doesn’t correct mistakes that may have occurred in the original.
To use W-N-C offline see instructions under the Help option>Write-N-Cite>Writing your paper and creating your bibliography

The Ref-Grab-It tool in RefWorks 
This very useful add-on (find it under the Tools option) may be enabled in your brower Links bar.  It allows you to export the information about a website to RefWorks.  When you are on the website just click on the Ref-Grab-It option in you links bar and you will be take seamlessly to RefWorks where you may save the website record..
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