
REFWORKS
(WRITE-N-CITE):

Write-n-Cite allows one to write a paper in 
MS Word, and to insert citation 
placeholders in the text based on one’s 
references.references.

Then it will create in-text citations and a 
bibliography based on these citation 
placeholders, and add it to the paper in 
the reference style chosen.



STEP 1: SIGN UP FOR A FREE ACCOUNT
On our web page, click on Education 

Databases



Click on RefWorks:



Verification page



Click on Login:



Click on:  Continue to this website (not 
recommended)



For first time users

For regular login

Click on Sign up for an Individual Account. 

For regular login

For off-campus login. 
Contact your information 
specialist for access 
codes



Sign up page. After registering, one can 
immediately begin to use RefWorks



YOU CAN CREATE YOUR OWN FOLDERS IN WHICH TO 
SAVE YOUR REFERENCES BEFORE OR AFTER YOU 

HAVE COMPILED YOUR DATABASE OF REFERENCES



STEP 2: COMPILE YOUR DATABASE 
OF REFERENCES IN REFWORKS

There are 4 options:
• Direct export references from an online 

database (eg ERIC or Sabinet) into 
RefworksRefworks

• Import references into Refworks (eg. 
UPexPlore)

• Add websites (RefGrab-It)
• Enter references manually



FROM EBSCO HOST DATABASES:
(ERIC, ACADEMIC SEARCH PREMIER)

CLICK ON THE EXPORT BUTTON



SAVE YOUR REFERENCES DIRECTLY IN 
REFWORKS:



REFERENCES ARE DOWNLOADED DIRECTLY FROM 
EBSCOHOST INTO THE LAST IMPORTED FOLDER, OR 

INTO THE FOLDER IN REFWORKS  YOU SPECIFIED



CSA DATABASES (ERIC, PSYCINFO): 
CLICK ON REFWORKS



EXPORT YOUR REFERENCES DIRECTLY INTO 
REFWORKS



REFERENCES ARE DOWNLOADED DIRECTLY FROM 
CSA INTO THE LAST IMPORTED FOLDER, OR INTO 

THE FOLDER IN REFWORKS YOU SPECIFIED



SABINET: EXPORT YOUR SAVED REFERENCES DIRECTLY 
INTO REFWORKS



Click on Export



REFERENCES ARE DOWNLOADED DIRECTLY FROM 
SABINET INTO THE LAST IMPORTED FOLDER, OR 
INTO THE FOLDER IN REFWORKS YOU SPECIFIED 



UPEXPLORE:
IMPORT REFERENCES INTO REFWORKS

1.Select UP from the dropdown 
menu in RefWorks

2.Type in your 
keywords

3.Search



REFERENCES ARE IMPORTED DIRECTLY FROM 
UPEXPLORE INTO THE LAST IMPORTED FOLDER, 

OR INTO THE FOLDER IN REFWORKS YOU 
SPECIFIED 



THE REFERENCES IMPORTED WILL BE 
DISPLAYED



ADDING  WEB PAGES: 
From Tools, download the browser book marklet

RefGrab-It, that allows you to import references for 
most web pages



Follow the steps as described here to Follow the steps as described here to 
add RefGrab-It to your Favourites. 
Right-click on this link to add the book 
marklet to your Favourites. 
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Manual input



SPECIFY THE RECORD YOU ARE TO CREATE BY 
CHANGING THE PARAMETERS AS INDICATED BY 

THE ARROWS



All the references in RefWorks can 
be searched:



One can create folders and organize the 
references into the different folders: 



STEP 3: From Tools, download the browser 
book marklet Write-N-Cite, that allows you 

to insert a citation placeholder in your 
paper



DOWNLOAD AND INSTALL THE 
WINDOWS VERSION OF WRITE-N-CITE:



MS WORD 2003:
A Button is now installed for WRITE-N-CITE. 

Click on it to start Write-n-Cite



MS WORD 2007:
Click on the Add-Ins tab to find the Write-n-

Cite button
Click on it to start Write-n-Cite 



STEP 4: CREATE CITATION PLACEHOLDERS IN 
YOUR PAPER

In MS Word, click on the Write-n-Cite button, and 
log in using your RefWorks log-in & password:



MAKE SURE YOUR CURRENT WORD DOCUMENT IS 
LOADED IN REFWORKS – CHECK THE TOP OF YOU 

REFWORKS PAGE. IF NOT, CLICK ON LOAD IT



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

Look for the reference to be cited in Write-n-Cite. Select 
your folder, or, if no folders were created, all references 

will be displayed in the Last Imported Folder. References 
can also be searched 



Click on the Cite link next to the reference 
you want to use in your paper



Write-n-Cite will now insert a citation 
placeholder in the paper for the reference 

selected (it will be formatted later into your 
chosen reference style):



The citation can be previewed to see the 
formatted version, as well as to make 

modifications if necessary.
Select Edit citation:



Choose the style format (APA or Harvard) 
from Target Output Style:



CITATION PREVIEW:



Citations can also be modified and then  
Saved to Word. These will immediately be 

displayed in the Preview:



STEP 5: CREATE A BIBLIOGRAPHY:
After naming and saving the paper in MS 

Word, go to Write-n-Cite and click on 
Bibliography:



Select an Output Style from the dropdown 
menu, and click Create Bibliography:



Write-n-Cite will change the name of the paper 
by adding Final in front of the file name (the 
original paper without the bibliography will 
still be kept in your files under the original 

name):



A Bibliography of all the citation placeholders in the 
paper will now be created and added to the paper, 

and the citations in both the text and in the 
bibliography will be formatted in the style you chose 

(here APA):



FOR ADDITIONAL HELP –
Click on Referencing Techniques on our 

Education web page:



Click on RefWorks-Tutorial



Click on Learn RefWorks:



Click on RefWorks Tutorial or
Quick-Start Guide


