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DOWNLOAD THE BOOK MARKLET WRITE-N-CITE IN 

YOUR MS WORD  
(a once-off action to be done in your own computer): 

 This will allow you to insert a citation placeholder from RefWorks in 

your paper  

 

In Education Databases, click on RefWorks: 



Click on Login: 



Click on:  Continue to this website (not recommended) 



WHEN WORKING FROM HOME IN WRITE-N-CITE, ONE 

NEEDS TO LOGIN FIRST WITH UPôS GROUP LOGIN! 

 
Please contact your information specialist for the login  

 code 



Enter your registered log-in name and password 



DOWNLOAD THE WRITE-N-CITE BOOK 

MARKLET: 
  

In your own computer, click on Tools, and in the drop 

down menu click on Write-N-Cite 
 

 

 



Download and install the Windows version of Write-N-

Cite by following the prompts: 



Click on Run 



This screen will turn over automatically to a window with the 

text: 

Do you want to allow the following program to make changes 

to this computer? 

Click on the Yes button 



To install Write-N-Cite, follow the prompts by 

clicking on the Next button 



NB!!NB!! When you run the installation of Write-N-Cite, 

ensure that you tick the box: Allow Working Offline  

 

(this option is on the 3rd page of the installation process) 



 
Write-N-Cite will now be installed in your MS Word as a 

book marklet, as well as an icon on your desktop: 

 

 MS WORD 2003:  

 



 

MS WORD 2007: 

 

Click on the Add-Ins tab to find the Write-n-Cite button  

 



HOW TO CREATE CITATION PLACEHOLDERS IN YOUR 

PAPER  

 

NB! IN MS WORD, click on the Write-n-Cite button, and log-in, 

using your RefWorks log-in & password (via the group login if working 

from home): 



Make sure your current Word document is loaded in 

RefWorks ï  check the top of your RefWorks page. If 

not, click on Load It 



Keep Write-n-Cite open while writing in MS Word. 

  
To cite a reference in your text, search for the reference in Write-n-

Cite. You could also first select your folder under View, or, if you 

created no folders, all references should be either in the Last Imported 

Folder, or in References Not in a Folder. One can also search when in 

a specific folder.  



 
Click on Cite next to the reference you want to refer to 

in your paper 

 


