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Creating Your RefWorks Database

RefWorks provides a number of options for adding data to your database.

Importing Data Directly

[7] 1. Suicide Risk in Relation 1o Social Class: A National Register-Based Study of
Adult Suicides in Korea, 1999-2001
Kim, Moon-tion; Hong, Seong-chul; Lee, Sangyi; Kwak  Young-snok; Lee, Chani-in
Hwang, Seung-wook; Shin, Tae-kyun; Lee, Seung-min; Shin, Jinam
Intemational Journal Of Sacfal Psychiatry, vol. 52, no. 2, pp. 138-151, March
2006
Backgraund: Few controlled studies have examined social clags as a risk factor for
suicide in [<orea.Aim: The objective of the present study was 1o investigate the effects
of social class on suicide risk in Korea Methods: A ...
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Glabally Edit Fields for Imported References
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1. Under the save or export function within the online serv-
ice, select or click onto the save to RefWorks option.

2. If you have your RefWorks account already open, the
import will automatically begin. If not, then you will be
prompted to the RefWorks login page; after you login, the
import will automatically begin.

3. Select View Last Imported Folder to review the import-
ed records.

Helpful Hint: Every reference added to RefWorks (whether
imported or entered manually) is given a print or electronic
designation called Source Type. This assists in ensuring
you have all the relevant data REQUIRED in your bibliog-
raphy. A default Source Type has been set by your local
Administrator. Users can still customize the default Source
Type settings under the Tools Menu.

Direct export to RefWorks is available from
the following online database services:

* 1 Cate * ABC-CLIO ¢ ACS Publications * BioMed Central * BioOne
* CABI ¢ CQ Press * CSA ¢« EBSCO e Engineering Village 2
* Google Scholar * HighWire « HubMed ¢ IEEE Xplore ¢ Informit
¢ NISC ¢ OCLC ¢ OVID ¢ Project Muse ¢ ProQuest ® Quosa
* RLG’s Eureka ¢ ScienceDirect ® Scopus ¢ SFX ¢ SilverPlatter
* Thomson Gale via OpenURL Link ¢ Ulrich’s Resource Link

¢ WebFeat ¢« WilsonWeb via WilsonLink

Importing Data From Saved Text Files
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References can be imported into RefWorks from a text file
(txt.) created by saving references from a wide variety of
online services and other bibliographic management
programs.

1. Retrieve the results you want to export from the online
service or bibliographic manager, and save them to a text
file. If the database vendor lists several different formats
for saving the references, see the RefWorks Help file for
further details on the appropriate selection.

2. Access your RefWorks account and click References
from the drop-down menu; then select Import.

3. On the subsequent menu, access the drop-down menu
next to Import Filter/Data Source and click the source of
the data. é

4. Click on the Database drop-down menu and select the
source database.

5. Click on the Import References Info menu and designate
the specific folder where you want to file the imported
references. If you do not choose a folder, the references
will automatically go into a folder titled Last Imported
Folder.

6. Enter file name into Import Data from the following Text
File by browsing and selecting or manually typing in the
file name.

7. Click on Import at the bottom of the screen. When the
import is complete, select View Last Imported Folder to
review and modify the imported references.

Helpful Hint: An up to date listing of all the online services
and databases that are supported by RefWorks, can be
found at www.refworks.com, under Import Filter List.

Converting References from Other
Bibliographic Management Products

RefWorks is compatible with a number of other bibliograph-
ic management products. You can easily convert an existing
bibliographic management database such as EndNote into
RefWorks.

For details related to importing data from specific individual
bibliographic management products, please refer to the
online Help section of RefWorks.

RefWorks
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Manually Entering References
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PubYearv/
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Volume v

Issue v

Start Page v/

Otner Pages v/
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1. Select References from the pull-down menu tool bar and
then choose Add New Reference.

2. Start by selecting your bibliographic output style (e.g.
APA, Chicago, MLA) under View fields use by.

3. Designate the type of reference you are entering (e.g.
journal, book, or dissertation) under Ref Type. Field
names marked with a green checkmark () indicate
recommended information needed to produce an accurate
bibliography for the selected output style and reference
type. These fields are not required to save the actual
reference in RefWorks.

4. Enter information in the boxes provided and click Save
when finished.

*Field used by APA - American Psychological Assaciation, 5th Edition

‘Additional Gomments about APA - American Psycholagioal Association, 5th Edition
ool Srtvem o aceaepus .28 cula(k Tt Wierwoamprmmil s IS i Sprecsr e Ten
auther instructian updates befare submittng your paper, Always chesk your referances for aseuracy
Bafors ganerating your bibliography. The Generic Feference type i Used for il undefned racord fypes
s Boeks e ord' YpRRTLTE isor aumae anaar 31 the tis hag @crtnct

o Ut

7 Bresent Refwork ot the e, Author nemes shoLid be entered lest

Author wed by & comima, first name (ar first inital followed by 2 per
vt e ohowe et il bbb L

Book Title  (Capitalize only the first word of the title and of the subtitie, if any, and any proper nouns.

Pub vear 4 digit year only.
Editors; only used for edited books, Editor names should be enterad last name first

Editors fallowed by a corma, first name (or first initial followed by a period), and middle initial
followed by a period, Each entry m:

Edition Add edition if apphcable.

Publisher Required field.

Place Of

oo o Required field

s Only apphes to elsctranic books, This fisld needs to cantain the entire URL to the source
dooument, and 1s used only 1 10 have retrieved the material eloctronically

Retrieved Only apphes to elvmnnc bowks This data needs to be entered in the field as follows; full

Datg ebruary 17, 2004

Mare detailed infarmation is availeble here

Helpful Hint: Click on any green checkmark (/) to view
style-specific notes. You can also check for style changes
by clicking on More detailed information available here at
the bottom of the page. E
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Importing from Online Catalogs or
Databases
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Bognamlon University

Boston College

Bradiey Universty

Erandeis Univers 1y

Brown Unsnsily

Brunel Unversity

Bucknell Unversily

Caifomia Institute of Technology
Carforna State Library

(Canadian Museun of Civiization Catalog
Cleton University

Ctholic Theclogica! Linion

Canter for Research Librasies (CRL)
Cricago Stale Unwersity

L LCISTI Catalogue

You can use RefWorks as a search interface for a number of
online resources. B RefWorks provides access to a number
of publicly available services such as NLM’s PubMed as
well as many universities’ Online Catalogs. Additionally,
institutional subscribers may also provide access to
subscription-based online services (e.g. Ovid or ProQuest)
through RefWorks.
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Title Clirical pathology and pathogenesis of severe acule respiratory syndrome

Asuthors. ZhaoTM., ZhouG D, Sun Y L, Wang S5, Yang JF, Meng EH , Pan.D. LiW 8. ZhouX Z, Wang YD
LaJ ¥, LiN, WangD W., Zhou,B.C., Zhang T.H

1. From the Search pull-down menu, select Online Catalog
or Database.

2. Under Online Database to Search, sclect a database from
the drop down menu.

3. Select the Max. Number of References to Download
from the drop-down menu.

4. Enter terms in either the Quick Search for: or in the
Advanced Search for: box.

5. Click on Search to begin your search. A new window
will open displaying your search results.

6. Select the references you wish to import into your
RefWorks account and click Import.

RefWorks



Managing Your References

RefWorks provides you a number of tools to organize, edit, and view references in your database.

Creating Folders

References~ | Search ~ | View - [Folders ] Bibliography | Tools - | Hetp - Search RefWork
Create New Folder
Create New Folder |yiew

. [Orgenizz vaur references using faders|
T S

Mfhe: | Seaturtles

Neur Foldery

[ox ] [cancel |

1. From the pull-down menu Folders, select Create New
Folder.
2. Enter a name in New Folder Name; click OK.

There is no limit on the number of folders you can create
within your RefWorks account.

Helpful Hint: The Last Imported folder contains only
references from your most recent data import that have not
been filed in other folders. References firom imports prior
to your last import not assigned to specific folders remain
available in your primary database but unfiled.

Putting References into Folders

Globally Editing References

Global Edit
Referances to Edit; ©selected OPage OAllin List
Fild to Edit: | Datahase =
Change Field to: Scopus -

1f Field Already Contains 0ata &) Append to Existing Data

Last Imported Folder switch to: ne line/Cite View
Myt - - Sort by | Authors, Primary |
Remove from Folder || Add Descriptor | Global Edit | [Print |
Goto Page: 1 2 Nexthp Lag

P —
isins in Ti-Th-Zr-Ta and Ti-Mo-Zr-Fe orthopacdic aloys
gl Stechschulte T Fraser H T

b5, 17, 2413-3413, Blsevier Science Ltd, Oxford Fulfilment Centre, & Box 800, Kidlington, O

Joumnal Reference 2 of 30

o me s in Ti-Mb-Zr-Ta and Ti-Mo-Zs-Fe orthopaedic alloys
& Stechschuie ] FraserHL L

25, 17.3413-3419, Elsevier Science Ltd, Oxford Fulfilment Centre, ¥.0. Box 800, Kidiington, Oxford, OX5 10X,

Journsl Raferanca 3 of 30 View

¥ iom the long history of cooperative breeding in Australian birds

1. CockbumA.

1. From the Search pull-down menu, do a search or look up
to retrieve references already in your RefWorks database
to put in a folder.

2. Mark desired references from the search results page, then
click the button titled Selected. The selected references
feature works on a page-by-page basis; this means that
you must add the manually selected references to the
desired folder before moving to the next page.
Alternatively, you can mark A/l in List or all on a Page.

3. Select folder from the Put in Folder drop-down menu.

4. References will automatically be added to the indicated
folder.

Helpful Hint: References can be assigned to more than
one folder.

Sorting References

1. From either the View or Folders pull-down menu, select a
folder or group of references.

2. Using the pull-down menu Sort by, located on top right
hand side of the page, choose to view references by
various fields within your database.

© Overwrita Existing Data

1. From the View pull-down menu, select All References
or a folder of references. You can also globally edit
references from search results in RefWorks.

. Select the references you wish to edit.

. Click on Global Edit.

. Choose the specific field to edit from the drop-down list.

. Type in the data you want to add to the field in the
Change Field to: box.

6. Select the appropriate option for handling the field —
Append to Existing Data; Overwrite Existing Data (what
you currently have in the field will be gone); Leave
Existing Data Alone (if the field contains data the edit
feature will skip over that particular reference).

7. Click OK.

Helpful Hint: This feature is particularly useful for adding
information to records imported from online databases
missing key fields necessary for a specific bibliographic
output style.
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Cartwnight-Hattan, $., Tschemitz, N., & Gomersall, H. (2005), Social anwiety in children: Social skills cefice, or cognive distortion? Befavicur

Therapy, 43(1) 131-141, Retrieved Apri 17, 2003, from the Mediine database.
Backaround. Treatments for chilchood social anwiaty have tradicnally empleved social skils training, based on the assumgtion that of
have social skills Geficts. Recent conceptualisabons of secial anwiety in adults have questionad this assumpban, and have suggested §
amious individuzls mersly believe that they have skill defiits. A recent study using chidren provided preliminary confirmabon of this fa
populations, and also suggested that belie’s about aopearng nervous ars of parcular maartance ¥ethods, Two grouss f children, aged 10-11 vears
{analogus high social anisty/flow sccial anviety), parbapated in 2 conversation with an unfamiliar adult, They then rated therr performance i  number
of domains, after which independent observars also rated their performances Results, Independent observers were unable to distnquish betwaen the
low and high socal amnaty groups. Howaver, high socally amuous children ratec themselves as appeanng significantly less skiled than therr low
sosially anvious counterarts. Notably, high sadally anvious children rated themselves particularly pocrly in terms of how nervous they
lonked. Condusions, Sodially anxious children may not necessarily cisplay social skil deficts. Howaver, they may believe that ther appear narvous
Guring social encounters. Cliniaans should consider using CET techniues to address these concems, rather than relving on social skl
Covriaht 2005 Elsevier
Clnef o0 2040 Journal Refarance 2.0f 2302 Clsans view gar O5Fx

Viewing Your References

When viewing All References, references in a Folder, or
references within any search results, you can choose several
different ways to display them. Note: The display is
customizable under the Tools pull-down menu, Customize.

1. From the View pull-down menu, select All References or
a folder of references.

2. Go to the Switch To pull-down menu, select the output
style for your selected references. You may have up to 6
styles in the pull-down menu.

Options available:

e Standard View (includes Author, Year, Title fields)

* One Line/Cite View

e Full View (all fields within record)

* 3 customizable output style views (i.e. APA, MLA, or

Chicago 3
£o) RefWorks



Creating Your Paper and Bibliography

Write-N-Cite is a utility allowing Microsoft Word users to cite references in a paper with the click of a button.

Format a Bibliography From a
List of References

) RefWorks ———e

University of California at Ber|

[References « | Soarch = |View | Folders » | Bibliography | Tools + | Help » Search Refworks|

Bibliography L of ouput sis: | Request an output stule

3 htp:/las. refworks.com/Mefworks /FormatOut.asp?file=\RW\p... [= |8
Outputstyle | apa - american Psychological Association, Sth Edition 2 ittpi/fes:refworle, com/Rawer e For et ash1lle p. E]B
fie St Yew Favortes Took tep
> Format Paper and Bibliography infarmation | How to Enter Citations Inte vel

Refersrices
Document to Format

Cal2a, L., Manfredi, R., Danzeli, C., Matinacei, G., Cola
@ Formmit « Bilibugrsiig fram o ISSEoF Refarwess F. (2003), Disserninated histoplasmesis with aty
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File Type to Crete HTHL -
Y = case, HIV.Med., 4(2), 145-148.
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(@ ail Refersnces (7o) O References fi

|__create Bl Gomez-Roman, v. R. (2003). HIV/AIDS prevention programs in
daveloping couritries are deficient withaut an appropriate scientific

Document Formats Supported
research infrastructure. A7DS (London, England), 17(7), 1114-1116.

e

1. From the menu, select the Bibliography button.

2. Select an output format.

3. Click on Format a Bibliography from a List of
References.

4. Select what file type to create.

5. Select to format all of your references or only those from
a specific folder.

6. Click on Create Bibliography.

7. A new window will open with your bibliography.

8. Save your bibliography to your computer or disk.

Editing or Creating Your Output Style
I@ RefWorks e
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RefWorks provides hundreds of output styles to choose
from. If one of these styles does not conform to your
desired results, the Output Style Editor allows you to create
custom output styles by either creating a completely new
style or modifying an existing output style to suit your needs.

1. Click on Bibliography.
2. Click on Edit or New.

Access the Help menu for additional assistance in creating
or editing new bibliographic output styles.

Write-N-Cite Paper

locument1 - Micresoft Word.

This is a manuscript {§29 GawL 2004: 3} that demonstiates {22 Carter.L. 2003 }} the
Write-N-Cife feature in RefWorks

= Write N Cite

W RefWorks Write-N-Cite ¥ always on top MS Word Status : Documentl

View |Bibliagraphy [Help Search RefWorks | Gl

All References (25 references)
sortby |Authors, Primary  ~|

Site View Banerjee R, 2004 Strengthening mechanisms in Ti-3b-Zr-Ta and Ti-bo-Zr-Fe orthopaedic alloys
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Dart T Synthesis and

Create a paper with in-text citations using the RefWorks
Write-N-Cite feature.

NOTE: This utility is compatible with both Window and
Macintosh applications. In order to use this feature, you
must first download the Write-N-Cite utility from the Tools
pull-down menu.

1. Open a new blank document in Microsoft Word.

2. Launch Write-N-Cite.

3. Put the cursor in your Microsoft Word document where
the reference should be inserted; click Cite next to the
reference in the RefWorks screen.

4. Save your Microsoft Word document when finished.

Write-N-Cite Bibliography

locument1 - Microsoit Word
Bt Gew Dt Fomst Took Tabe Window tep

This is o manuscript ({29 Gan.L 2004; })hat demoustrates {{22 Carter L. 2003; }} the
Write-N-C'ite feature in RefWorks

& Write N-Cite
W Ref /i1 WriteN-Cite ¥ ajways on top MS Word Status ; Decumentl
View = | Bibliography | Help search Refwarks | Gf

Bibliography

Create Bibliography

1. Launch Write-N-Cite.

2. Click on Bibliography.

3. Select the output style.

4. Click on Create Bibliography.

5. A new window will open with the re-formatted Microsoft
Word document containing the bibliography.

6. Save your Microsoft Word document.

RefWorks



Creating Your Paper
and Bibliography(cOminued)

One Line/Cite View Paper
® RefWorks
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1. From any reference view (All References, a folder or
search results), click on the One Line/Cite View link.

2. Click on the Cite link next to the appropriate reference.
A Citation Viewer window will appear containing the
citation in an abbreviated format. m

3. To cite a second reference in the same location just click
on the cite link by any other reference. If you are using a
Macintosh, you will need to click twice — the first click
will activate the RefWorks program and the second will
perform the Cite function.

4. Once you have all of the references you need for a partic-
ular in-text citation, click on the Select Citation button.

5. Perform a copy command or simply drag and drop the
citation into your word processor document.

6. Go to you word processor, click on the document where
you want the citation inserted and Paste the citation.

7. Be sure to clear the Citation Viewer window before
creating your next citation.

8. Click on the View link to see the entire reference and to
access the Edit command if you want to make changes.

One Line/Cite View Bibliography

1. Save the document you have just created before
formatting the paper and the bibliography.

2. Click on the Bibliography button from the Citation
Viewer window or from within the RefWorks program.

3. Select the Output Style you need and use the Format
Paper and Bibliography option to browse for the
document.

4. Click on Create Bibliography.

FOOTNOTES: For all options, use the word processor’s
footnote formatting feature, inserting references
using the “Write-N-Cite Paper” or
“One Line/Cite View Paper” steps described above.

Finding References in
Your RefWorks
Database

There are three ways to search your RefWorks database:
Quick Search Advanced Search and Look Up Indexes.

Quick Search

Use the Quick Search feature as a search of all fields. To
produce maximum results, all search terms entered are
connected by the Boolean connector OR. In addition,
searches retrieve embedded terms — a search for “art”
retrieves references with “heart,” “part,” etc. The results of

a Quick Search are always ranked by relevancy.

1. Enter search terms in the Search RefWorks box.
2. Click on GO.

3. Results are displayed with the search terms highlighted.

Advanced Search

I@ Re O PkS University of California, Berkel
.

Advanced in Your RefWorks Database

BUILD YOUR SEARGH STRATEGY

Fields and Values to Search for: gearch:
Descriptors | global

| Folders - | Bibliography | Tools = | Help = Search RefWorks |

O #ll References
and v OR

Authors ~ | Frankin © Only References in:

PubYear ¥ z004

Anywhere | politics

Last importad

RO00DDOOEOOO0
EOO0ECODOCOOOO0

Advanced Search makes it easy to perform field-specific
searches (e.g., author, title, keyword), construct Boolean
queries (i.e., AND, OR, NOT), and limit the search to a
specific folder(s). The results of an Advanced Search are
displayed alphabetically by author, with the search terms
highlighted.

1. Click on the Search drop down menu and select
Advanced. E

2. Enter search terms and
corresponding fields into the
Advanced Search menu.

3. Connect the terms by
using the Boolean
operators.

4. Select All References or
specific folders to search.

5. Click on Search.

Technical
Support
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Need More Help?
Online Tutorial Support

2 Refworks - Microsoft Internet Explorer

telp

A http: /fwww.refworks.com/tutorial - Microsoft Internet Explorer
fle Edt Yiew Favorites Tooks Help

2 TUIEEER e _
@ RefWorks
RefW OI’k.S Click Here for Tutorial Basics | s PPN i R Tir
Eﬁqukk Start Guide and Tutorial i "
- ; 9 (45 rfirarel i cbien e by ik Vbl s A e ol i O
= Why BO(]IGI ? (45 sec.) - S e e ard siciratical y ottt it D gpaphy i soicie:
| ® Logging Into RefWorks (1:26 min.) Pyint version Pttt Uit o Bha ko
- NﬂV’igﬂtillg Around RefWorks (2:02 mum. ) Print version 5 Outpus and Formatting Hatspot text appears in blue, Click this text to open additional information eslow the hotspot. To print 2 topi
= Ge"ulg \'Olu. REfel‘ellCeS ]-“-[0 RefWOIkS (: 12 Sec.) Print version 2 Output Style Edtor :gzrt :gi:(g;;!;l:ﬂ:{ﬁgg:m the Table of Contents and select Print Target or click on the topic itself and
@  Direct Import from an Online Databage Service (3:19 min. JPrint version o Lt s Ty, s
- hnpom'ng Text Fﬂes (6::5 llli.ll.) Fiint yarien # To scroll through 2 table of contents for Help, click the Contents tab
: Entering References Manually (3:15 min.) Fatverin = . LS e e g
& Searching Online Information Within RefWorks (2:31 min.) Print version . AERL i
. . ® when you want to search for specific words or phrases, click the Search tab.
® Searching Your RefWorks Database (1:05 min.) Print version
: Organizing Your References (3:00 min.) s 3]
» Building Your Bibliography (:51 sec.) Print version
*  Quick Bibliography (3:44 min. ) Print version Onli
: e Al nline
o Using Write-N-Cite (5:53 min.) Print yersion o
=  Using One Line/Cite View (7:37 min.) Print version Use the Help pull-down menu to access detailed instruc-
& Test Drive RefWorks (2:04 min. ) . . ..
- tions, frequently asked questions, administrator tools, and
much more.
A tutorial providing explanations of various RefWorks E-Mail
functions is available online. Use the Help pull-down menu Send questions or problems to support@refiworks.com.

to access the tutorial.
Phone

Contact RefWorks Technical Support at +1 775 327 4105.
Contact Foley Center Library Reference Desk at 509-323-5931.

Foley Center Library, Gonzaga University
502 E. Boone Ave.
Spokane, WA 99258-0095

509-323-5931

FOLEY CENTER
LIBRARY

foley.gonzaga.edu

RefWorks


http:support@refworks.com
warrington
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