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Library & Learning Services

RefWorks

ProQuest RefWorks is designed to help organise your research and store bibliographic information
all in one place. This information can then be used to generate reference lists and citations in the
appropriate format.

Create an account

Access RefWorks via the library catalogue www.ehu.ac.uk/library and select the RefWorks icon.

Once in RefWorks select the “create account” link.

Making research easier

Sign in to use RefWorks

Next

Create account

Complete sign up ensuring you use your Edge Hill University email address. Your RefWorks log-in
details are personal to you, so be careful to remember them as Learning Services cannot keep a
record of this data.

Once signed in, RefWorks training, YouTube tutorials and more support is available via the help

icon at the top right of the screen.

Save to RefWorks Tool (Optional browser add-on)

The Save to RefWorks Tool enables you to add references and full-text to RefWorks from any
website.

Navigate to the Tools menu (gear icon) in RefWorks to set it up. Select ‘tools’ from the menu, and
then ‘install Save to RefWorks’ from the list. Note: you can skip this optional step and still use
RefWorks.

This will generate the ‘Save to RefWorks’ button. Simply drag the button onto your favourites
toolbar in your internet browser.

Save to RefWorks

Drag this button to your browser’s favorites bar
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To do this, you must first ensure that the bookmarks/favourites toolbar on your browser is open.
Instructions for Internet Explorer, Firefox and Google Chrome can be found in the appendix of this
guide. You will find further guidance in RefWorks about how to set up and use the Save to

RefWorks tool.

When you have completed a database search, select the records you want to add to RefWorks,

then click the Save to RefWorks button to send them to your RefWorks account.

The references will appear in RefWorks in the Last Imported folder.

Adding References

Manual Creation

T [ e b))
Manual creation of a record isn’t something you need oanoRie S Gesesolige
to do very often, but if you have a tricky reference, & Uoaddoumen
you can add it yourself. Simply click on the + button
and select ‘Create new reference’. sinthe data

1 Import references
You can then select from the drop-down menu the
type of reference you wish to add. RefWorks will
automatically display the fields you need to fill in.
RefWorks will try and identify your reference and

autocomplete the fields.

m Create new reference

nique, 13the

Save Canc

+ Drop file here or

Report Volume
Issue Pages

Abstract

Retrieved From

AES

The new reference will go into your Last Imported folder (unless you specify otherwise).
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Exporting references from the library catalogue

To export the details of a book to RefWorks, first go to the catalogue record for the book you need.
There is a Save button. Clicking on this brings up a pop-up box. At the bottom you can select
RefWorks.

You will see a choice of two RefWorks products where you can send your reference - you need to
select the blue RefWorks icon on the right.

RefWorks confirms that your reference has been added and it will go into your Last Imported
folder.

Next > Find
Handbook of obesity treatment Auithol
Stunkard, Albert [, T822= Wadden, Thomas A stud
The contemporary successor to the Editors' earlier Obesity: Wag
Theory and Therapy,this comprehensive Handbookguides
mental health, medical, and allied health professionals through |
the process of planning and delivering individualized treatment Obg
services for those seeking help for obesity. Concise, extensively
referenced chapters present foundational knowledge and review
the full range of widely used interventions, including self-help, ﬁfsm::
behavioral, and cognitive-behavioral approaches;
pharmacotherapy; and surgery. Provided are state-of-the-art L-,:',gin t
guidelines for assessing obese individuals for health risks and Popular
for mood and eating disorders; treatment algorithms for tailoring This ite
interventions to tho ~oro e of ths Slisedis cenblonas dodnils oo
adjunctive interv save ecent
esteem; recomm ~ddto list SEViEw
much more New list

ogin to
Book. English. jonse
Published New Y save
Export

Rate this Endnote Web Endnote DeskluIS
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Exporting references from an online database

If you are sending references from an online database to RefWorks, you need to be logged in to
your RefWorks account and have the database open in the same browser.

Please note that every database will have a different way of saving articles to RefWorks. It is
usually straight forward, but if not, the help function of the database will give you instructions.

If you are using the Discover More search engine, click the three dots option to the right of the
article record and select export to RefWorks.

X / Results for "mental h

x X D Welcome to the RefWor: X ' @ New RefWorks - YouTub X

n#fvf=ContentType%2CNewspaper+Article%2Ct%7CContentType%2CBook+Review%2Ct8iq=mental+health+sport8itype=everything#!/searc

_ [@I Learning Services> L [@F Appointments datab [@F Dashboard [@J GO |Edge Hill Univer @ LeSmid (@ Edge Hill University | [ SavetoRefWorks [ Add to My Bookma:

University

205,002 results sorted by relevance~ .\ Add results beyond your libr;

& =

SPORT AND MENTAL HEALTH LEVEL AMONG UNIVERSITY STUDENTS
by Kenioua Mouloud; Boumasied Abd Elkader

Read Online

FiziCeskoe Vospitanie Studentov, 06/2016

oort to

Purpose: study of mental health level of university student, athletes and non-athletes =
RefWorks

EasyBib
EndNote

Journal Article: Full Text Online

Open Access O Preview v

Zotero

ibTeX

SHARP - SPORTS MENTAL HEALTH AWARENESS RESEARCH PROJECT:
PREVALENCE AND RISK FACTORS OF DEPRESSIVE SYMPTOMS AND LIFE
by Sarah Beable: Mark Fulcher: Bruce Hamilton: More

}
You can select the reference
manager you want to use here.

You will see a choice of two RefWorks products where you can send your references
Always select the blue ProQuest RefWorks icon on the right.

RefWorks confirms that your references have been added and they go into your Last Imported
folder.

When your article’s details are imported into RefWorks, download the full-text of the article onto

your computer. Select the citation in your Last Imported folder and click on the 4 icon. You can
then drag and drop the pdf file or upload it from your computer if you wish to store it in RefWorks
(optional).

ProQuest”
- % RefWorks
a i ) ,, i ‘ °

E All Documents Assign to Folder Share Create Bibliography Delete Add Tags Tools

Recurrent

mechanis... 5 Search Databases Sdlect all (1)

° Last Imported . . y
Recurrent mechanism developments in the data-flow computer architecture

Ll. Sharing v ® Computerarchit.. ' Hardware % 421
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Folders

RefWorks allows you to organise W My Folders %

References in folders.

—|— Add a folder

To create a folder, simply click “My Folders” on the
left-hand side of the page, then
+ Add a folder.

9 Motin Folder

Name your folder and click “Save”. Your new folder
will appear on the left-hand side of the page under

“My Folders”. References can be added to more =LGLVRGI £ Add subfolder...
than one folder.

Sport psychology

# Bename

Tags
To add a subfolder, select a folder and click on the 2+ Share folder
menu button to the right of the folder name. Select Deleted
“Add subfolder” and give the new subfolder a  Delete
name.

Using Folders to Organise Items

Adding to a folder: Once you have created a folder, you can organise your items.

From the All Documents or Last Imported view, click on an item and drag it into the folder of
your choice, or select the items you want using the check-boxes and use the ‘assign to folder’
option at the top of the screen.

You drag items from one folder to another (the item will remain in the original folder as well). Click
the folder name to view all the items within that folder.

Removing items from a folder: To remove an item from a folder, go to the folder and select
the item(s) you wish to remove. Click the delete button. When you remove items from folders, they
remain in RefWorks in the All Documents area.

Permanently deleting items from RefWorks: Go to the All Documents area, select the
item(s) you wish to delete and click the delete icon.

Please note that if you delete items from your Last Imported folder, they will be permanently
deleted from your RefWorks library and all folders.

Using Tags: You can also add tags to references to organise your items further. You can even
search using a tag in the RefWorks search box.
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Reading a Document

RefWorks has a built-in document reader. You can read and access supported documents
anywhere, with just a web browser.

To read documents, you must first bring the citation details and the full text into RefWorks (see
above). Export the article’s citation details into RefWorks and download the full-text of the article

4

onto your computer. Select the citation in your Last Imported folder and click on the icon. You

can then drag and drop the file or upload it from your computer.

& 2 » | % o] Q

Add  AssigntoFolder  Share  CreateBibliography  Delete  AddTags  Tools  Search
Selectall (1)  Clear “Last imported”
aday ago

Relationship management: A sales role, or a state of mind? An investigation of functions and attitudes across a business-to-business sales fo
% BusiNess % BUYERSEULER. % w17

May 24th 2018, 2:18 pm

Recurrent mechanism developments in the data-flow computer architecture

® Computerarchit. % Hardware % 421
o DR SUNERNGE..

Drop file here

to add to reference

You can then click on the listed link to read the full text. If the item does not contain a document,
the bibliographic data of the reference only will be displayed.

Relationship management: A sales role, or a
state of mind?

g Industrial Marketing Management

When reading a document, you have several options, all of which can be found on the tool bar on
the top of the page:

P L & & A w 2 ¢

On the left hand side you will find: zoom in and out; print; download document; highlight and add
comments on the selected text.

On the right hand side you will find the option to make document notes and to edit the references.
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Annotating a Document (=]

You can annotate any of your own documents saved in RefWorks. You may be able to annotate
documents shared with you if you have been given permission to annotate and/or modify the
document.

To annotate a document, click on the name of the item to open it in RefWorks. Click the letter A
comment icon at the top of the page and select the text area you wish to comment on. Your
comment will appear to the far right of the selected area. You have the option to change the colour
of your comment by clicking on the colour of your choice in the comment itself. If you change the
colour of your comment, the associated highlighted text annotation will be the same colour.

Stephanie Faulkner

Confirm this is 1

Edit Comment

Delete Conversation

Comments can be edited or deleted at any time. To edit a comment, just click on the comment and
make your changes. To delete a comment, click on the comment and click the “x” in the right-hand
corner of the comment. Once you type a comment, it is automatically saved.

Highlighting: You can also highlight text within the document. Click the highlight icon and drag
your mouse across the text you wish to highlight. To remove highlighting, click on the highlighted
area and select Delete Conversation.

The 1 - yrary Quality Model is an holistic, strategic
approack . D re required to meet the challenges facing Higher
Educatio llenge to be agile enough to shape services to
meet con peds and be able to articulate and demonstrate
the impa Add Comment rvices on the experience, success and outcomes

of our cu )
Delete Conversation
Strategic , 1wrues
[Cultural change and organisational development were the key drivers for the creation
of our Quality Model. Cultural change in terms of service ethos and staff roles; our
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Sharing Documents and Collaborating

With RefWorks you can give your colleagues access to any of your folders, to allow you to
collaborate on projects.

To do this, simply click on the folder you wish to share, click the Share button and choose Share
folder.

+ . ad b)) [
Add Assign to Folder Share Create Bibliography Delete
Select all (7) A% share folder
Share with collaborators or your
The Scandinavian netimon. )ge

Input your colleague’s email address and assign rights to that person. They can either read,
annotate or modify the folder. Your colleague will get an email, with a link included, which allows
them to access your folder. They have the option to accept or reject this link.

If they don’t have a RefWorks account, they can set one up on the spot. There is no limit to the

number of folders that you can share, or the number of people you can invite to share them. When
you share a folder, any sub- folders are also shared.

[&% Sharing Settings

» Settings for "Paediatric eczema"

» Shared with:

Invite more people to share

Can read v

If you want to check who you've shared a folder with, hover over the folder you want to check.
Then go to the Share option and click Share folder. You can change the rights at any time.
You can also change the sharing from "private” to "institution", which gives everyone in your
institution access to your folder. RefWorks allows for sharing outside your institution, as long as
that person also has a RefWorks account.
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Creating a Bibliography

You can easily create a bibliography from your All Documents area or any RefWorks Folder.
Go to the folder you want and click the Create Bibliography button and select
Create bibliography.

+ =l b » £} ® o
Add Assign to Folder Share Create Bibliography Delete Add Tags Tools
Select all (7) Create bibliography
Create a bibliography in your preferred output style
The Scandinavian Caledonic Quick cite ran
% BALTOSCANDIA.. ' Baltica Copy formatted citations and bibliography from a

& folder or search results to your paper. Opens in a
bobests; 2003 popup window for your convenience
Citation Style Editor

Laurentian Provenance of A Customize the citation styles you can use for citations icq

® BalticaLaurentia % CONTINENT and bibliographies

Beyer, Brueckner, Griffin, O'Reilly, 2012

You can choose to create a bibliography for selected references or for all references in the folder.

The Edge Hill Harvard referencing style is used by most departments and is based on Harvard
British Standard. You can however also choose from the list of referencing styles in RefWorks.

% ProQuest”
RefWorks

4= Geology of Norway Edge Hill Harvard v All references in ‘Geology of Norway’ (7) ® Selected References (7)

Search for styles

Bibliography from Selected references (7)

Pae Hill Harvard (Mine)

ANDERSEN, T. B., 1998. Extensional tectonics in the Caledonides of southern
www.sciencedirect.com.library.edgehill.ac.uk/science/article/pii/S00401951

AUGLAND, L. E., ANDRESEN, A, CORFU, F, SIMONSEN, S. L. and ANDERSEN,
Allochthon, Scandinavian Caledonides. Lithos. 146-147, pp. 233-252. Availabl

BEYER, E. E, BRUECKNER, H. K., GRIFFIN, W. L. and O'REILLY, S. Y., 2012. Laur|
Caledonides. Journal of Petrology. 53 (7), pp. 1357-1383. Available from: http
2Zbv20YfWIONUSpOyrJdgfyXQzR5uxugO_dv3ngXITjpGdujFBNkRsvTz-
9B?TydCWP;ZQSZR.-’:tdxCug JABEE1ykHISVVCUYEKzLOIyx_vr2NBiM2GqV5rze]
iYaXSOBQV7-rqdg_KZCjYz_H-ox5UsFIVIOSE-w3Bx0jQTRIMA474NK306nR4VRC]
hwdEV30Zp2IL0sCOJA2alr61WD5g5L eJKJBSWLCMLV&)ExN’l orxhfouzZfUpH
Ct_Adjz28pg2gw2A03FAOZEAWDKa_GEeNITR8TTasBOOPDdY2SU-VW2TIvD}
+| UENKVVEORZXtNLUIo4axFGHODOtKSCKdhBHDe J0gzj8LI53IKMdxLOIN2enw.
Z02RqHxPKBACK6GSglsswry9NJapL7TOZBRyFvbJ3nwKxz8MicvYJF-wsZv ug

APA 6th - American Psychological
Association, 6th Edition

MHRA-Modern Humanities
Research Association (Author-
Date)

\RA-Modern Humanities
Resengh Association (Notg#

You may need to enable pop-up blockers to allow your bibliography to appear on screen. Please
see the appendix for further details on how to set this up for your browser.

Your formatted bibliography will then be displayed for you to copy and paste into any word

processing software. You should always double-check the bibliography with your department’s
referencing style to ensure that it matches and for any incorrect formatting or missing information.

ehu.ac.uk/uniskills ehu.ac.uk/ls



file:///C:/Users/nolanj/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/LNOQ5CPD/ehu.ac.uk/uniskills
file:///C:/Users/nolanj/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/LNOQ5CPD/ehu.ac.uk/ls

Library & Learning Services

Quick Cite

b) 1

Create Bibliography Td

Create bibliography

Create a bibliography in your preferred output style

Copy formatted citations and bibliography from a
folder or search results to your paper. Opens in a
popup window for your convenience.

Citation Sty
Customize the citation styles you can use for citations

and biblicgraphies

Quick cite enables you to quickly create a reference list. It can be found in the Create Bibliography
menu.

When you have selected the folder containing the papers you want to cite, you will be asked to

choose your preferred reference style, then the references you want to reference. A bibliography is
generated which you can paste into your document.

Custom Style Editor

b 1

Create Bibliography Td

Create hibliography
Create a bibliography in your preferred output style
Quick cite

Copy formatted citations and bibliography from a
folder or search results to your paper. Opensin a

Citation Style Editor

Customize the citation styles you can use for citgtions
and bibliographies

T —

If your preferred referencing style is not in RefWorks, you can use the Custom Style Editor to
customise your citation style.

You can find information to help you do this in the help section of RefWorks (found via the
ehu.ac.uk/uniskills ehu.ac.uk/ls
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Library & Learning Services

guestion mark icon).

Cite in Microsoft Word: Write-N-Cite

If you are on campus, EHU computers have Write-N-Cite for Word in the Application Catalogue.
The Application Catalogue can be found in the Start Menu. However, if you are a student on

campus, you will need to use RefWorks Citation Manager on a university computer (see below
pages 00-00 for instructions).

BROWSE BY Search results for * in Referencing: 2 Close Search
Category Publisher NAME VERSION PUBLISHER CATEGORY REQUIRES APPROVAL
Office y  RefWorks Write-N-Cite Windows 10 4.5.1540 ProQuest Office, Referencing No

Prerequisites

ey ProQuest RefWorks Write-N-Cite Windows 10

No description available

Statistics m

- Maore Details

Screen Casting

Terde fmr | mmrminn

Search for Referencing in the Category menu.
Click on the option for RefWorks Write-N-Cite Windows 10 and click Install.

If want to use Write-N-Cite on a personal computer, you need to download it from RefWorks.
When you are logged into RefWorks click on your name in the top right-hand corner and select
Tools. Scroll down the page to Cite in Microsoft Word. There are versions for Mac, as well as
Windows, so choose the one that best suits your needs. Mac users need to be aware that you
must first install Java on your machine if you want to use this feature.

Edge Hill University  Helen Miller ¥

millerh@edgehill.ac.uk

Library
Settings i
A styte *| @8 Sync My Database
q Toos R sthoganty Opeions Rerove Flld Codes
Citation + 4 Reapply Output Style Open ProQuest
Log out

Once you have downloaded this, open a Word document. You will then see the RefWorks tab on
the page. You need to log in to RefWorks, using your RefWorks username and password.

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIE RefWorks

A Style: &5 Sync My Database

E‘ Bibliography Options x| ove Field Codes

A Reapply Output Style i Open RefWorks

utoSync Folder

hu s satbings

Login with your usual user name and password.
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When you are logged in, you can set up your preferred referencing style: if in doubt check with the
tutors in your department. If you cannot find your required style in the menu, log-in to your

RefWorks account and set up your favoured style in the menu there. This will then sync with Word
and update for you.

Home Insert Design Layout References Mailings Review View

stk Edge Hill H...
& Bibliog AL T=cert Styles

Insert
Citation - 4% Reapp Edge Hill Harvard

)& Sync My Database a Lag Out

Citation and 8 Harvard - British Standard 2010
Harvard - British Standard
APA Bth - American Psychological Association, 6th Edition
MHRA-Modern Humanities Research Association (Notes & Bibliography)

A, Select Other Style

Type up your assignment as you normally would. When you wish to insert a citation, simply click
the link in the top left-hand corner and choose “insert new”.

File Home Insert Design Layout References Mailings

ble: | Edge HillH.. - rﬁ Sync My Database .& Log Out
bliography Options = 3% Remowve Field Codes & Preferences

Insert
Citation = ﬂ/

on and Bibliography Extras Settings

F.eapply Output Style [} Open RefWorks

Choose the folder and then the reference you want to insert and click ok.

[E) insert/Edit Citation x

-] Mot in Folde A X
{7 Armorican b
7] bog bodies

]J Bohemian v §
]j Borrowdale
]J child povert
]J Custom styls

Andersen, TB

Augland, CaTeSiv e Baig appaemerT R record of Laur v
< 3

Edit References

Suppress Pages

COwerride Pages: l:l

[ make Footnote
[ Bibliography only

-] Geology of b

..{_]] Geology of §
- Geology of
- y eati

]j Later Romar
]J Massif Cent

ol
/J Geology of Z\ [JHide Year
1 Geology of [ Hide Author

Prefix: l:l Suffix: |:|

Preview Citation [Edge Hill Harvard):

(Andersen 1998)

-7 Mexico: Vol | compose Citation
]J Montane He +
.[7] Peat Bogs Andersen, T B, 1998, Extensional tectonics in the Caledonides of southern Norway, a...
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When you are writing your essay, it might look a bit like this test document. Double check the
format on each citation to ensure it matches your referencing guidelines.

his document has multiple references (Duncan et al. 2007, Raab 2015).

Here are some more references for this document (\Woicik, Cislak 2013).

Here are some further references (Peacock 2016).

Once you have finished, click on Bibliography options in the menu and select Insert
Bibliography.

Citation - 4% F

Citation and Bibliography

Your assignment will now look like this. Always remember to double check against the referencing
guide for any errors!

DUNCAN, 5. H., BELENGUER, A_, HOLTROP, ., JOHNSTONE, A_ M_, FLINT, H.
J. and LOBLEY, G. E., 2007. Reduced Dietary Intake of Carbohydrates by Obese

Subjects Resulis in Decreased Concentrations of Butyrate and Butyrate-Producing
Bacteria in Feces. Applied and Environmental Microbiology. 73 (4), pp. 1073-1078.

RAAB, M..Chrs, 2015. Special issue of Psychology of Sport and Exercise. The
development of expertise and excellence in sport psychology. Psychology of Sport
and Exercise. 16, pp. 1-2.

WHYTE, L. A, KOTECHA, S, WATKINS, W. J. and JENKINS, H. R_, 2014 Coeliac
disease is more common in children with high socio- economic status. Acfa
Paediatrica. 103 (3), pp. 289-294. Available from:

http://edgehill. summon.seralssolutions.com/2.0.0/ink/(/e LyHCXMwnV3NahsxEBBS
GEagME3btNu4IEIQudiZXWm10tE1CTnEEPIDJpdlipdWCD7FD7NzzCHNnGPKIntFrX
Dg2E3BakHZBGOnwzmvkEwWNN-3HxJICKsElaOosoyWR.CITZL8mMErpStixk-
TeddmrMx201kgrTsEUsw2-

0T zpvbLdj9GmM9OKFZXFcGoo02MUmdNCOSbEFncHo09-
iyX50kb1iZVczRAct4YBpak7Jmn16e0g-ZgXVk603T6Q64tsCHImMU2-

SPqrtlify aB fNdrP8ClgVzZoFtsubl jpF gwCrizX-
FEOEO5pWXh1odNSozyeBmKx9XOJIPW104zivBy4kpmiDxmf56eXSIRZIT|9D| Bjen|
JOfDs154raFnU0rglLbUxua1FEZolxmpDXdoCZ52Qlodc2s ToyulEulk 7 vJKZ DahfbLFc
Z0ldcr34GNJWi3Tha -q34AS-vayoouZ3UpnLKaSz55zhgEYbnJZQQHbKK-
4ado2i9Gpypws9UBN9JQXIWJgxgogDsYHrCLgtZouwdefoC2mJhxbCaPyx0f/SNs|
dpbhCkYer6l-2k4fJ V2-JxKKIHILIZFgYycWakUER17zr4-

nGFwM MfPt3fdh2 1EeqJJnuvC1uLh0f1C-BUWSI LGRnM.

WOJCIK, A_and CISLAK, A, 2013. When appreciating nature makes Qne care less
for human beings: The role of belief in just nature in helping victims of natural
disasters. Social Justice Research. 26 (3), pp. 253-271.
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Cite in Microsoft Word: RefWorks Citation
Manager

If you are using Word 2016 or later, you can use RefWorks Citation Manager as an alternative to
Write-N-Cite. If you are a student on campus you will need to use RefWorks Citation Manager
rather than Write n Cite. If you are on campus you can get RefWorks Citation Manager from within
Word, by clicking on Insert and then My Add-ins. A dialogue box will appear, and you should click
on Admin Managed. You should then click on the option for RefWorks Citation Manager.

H ¢ - Document] - Compatibility Mode - Waord
Insert Design Layout Referenc es Mailings Review View Help ACROBAT RefWorks P Search
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) = O lee [ D = Il g, @ @ [ AEE 4
nk Page  Table Pictures Online Shapes lcons 3D SmartArt Chart Screenshot ’@ ikipedia Link Bookmark Cross-  Comment Header Footer  Page Text Quick WordArt
ge Break = Pictures - Models = © = ef =
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ges Tables INustrations Add-ins Media Links Comments Header & Footer Text
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If you are off campus, from within Word you should click on Insert and then Store. You will then

need to search for RefWorks Citation Manager in the Microsoft Office Store and follow the
necessary steps to download it.

¢ = Document] - Compatibility Mode - Word
Review View Help ACROBAT RefWorks 9 Search

ADH B LLEBOS O Bl a@= DWW &L FH D00 D

Table  Pictures Online Shapes |cons 3D

Design Layout References Mailings

EHE 4 A,

i
SmartArt Chart Screenshot aMyAdd-ins - Wikipedia Llnk Bookmark Cross- Comment Header Footer Page Text Quick WordArt
ge ~ Page Break Pictures - Models ~ - - reference - Mumber~  Box~ Parts~
Pages Tables INustrations Add-ins Media Links Comments Header & Foater Text

Once you have downloaded RefWorks Citation Manager Log in boxes appear on the right-hand
side. You should log in with your RefWorks login details.

ign  Llayout  References  Mailings

Review  View Help  ACROBAT  RefWorks 2 Search

DBl g @ W ‘@ B [ . D D EE 4 A Zowes T Q5
ns 30 SmarAt Chart Screens!

% Date & Time
hot | 8 iy Addeins + Wikipedia Link Bookmark Cross-  Comment Header Footer Page  Tet Quick WordArt
Models » -

Equation Symbol Embed
e Number+ | Box+ Partsw - D object - - © Flash
lustrations Add-ins Media Links Comments Header & Footer

Text Symbols Flash

RefWorks Citation Manager ~ %

.

Manage your citations quickly and easily with
d, Learn more,

ehu.ac.uk/uniskills

ehu.ac.uk/ls



file:///C:/Users/nolanj/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/LNOQ5CPD/ehu.ac.uk/uniskills
file:///C:/Users/nolanj/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/LNOQ5CPD/ehu.ac.uk/ls

Library & Learning Services

If you have divided your references into a number of different projects, then select the relevant
project from the drop-down list that appears when you click on the arrow next to Untitled Project.
You then click on Update. If you have not divided your collection of references into different
projects, you just need to click on Update and leave the selection as Untitled Project.

— /* Ao— —
TO T T NP EE) T
[t In a. ) j 4 3 Date & Time .
cons 3D SmartAtt Chart Screenshot 8 Add-ins - Wikipedin BT, G G | o t | Header Footer Page | Text CQuick WordArt o Faation Symbol b
Models - - reberence - Number- Box- Pats~ - ject - = Flash
INustrations Add-ins Media Links Comments Header & Footer Text Symbols Flash

RefWorks Citation Manager ~

Select the Project that
contains the references cited
1 in this document:

Current Proiact

Untitled Project

To add a citation, you can either select it from your list of references or, if you have too many, click
on the drop-down arrow next to All References, and select the relevant folder. Once you are in the
correct folder, select the required reference and click on Insert Citation. The citation will be added
to your document. RefWorks Citation Manager will create the full reference for your reference list
and will place this immediately after the citation. You can then cut and paste the full reference into
your reference list or at the end of your document.

SRR =l | IS TS W @ H D NDD D £ 4 A Zoewewes T QT

[, Date & Time

as 3D Smart Chart Scresnshot gy g agoins - Wikipedia Link Bookmark Cross-  Comment Header Footer Page  Tedt Quick WordArt o Equation Symbol Emhed
Models - - reference ~ - Numberr | Boxv Patst -~ I bject - * Flash
Ilustrations Add-ins Media Links Comments Header & Footer Text Symbols Flash

RefWorks Citation Manager ~

(Faure, Lard=M\gnd Ledru, 2003)

BL Insert Citation # Preview 8 Edit

= @ Massif Centrak.. + by date added v

P Search all references

Ref ID: 319

A review of the pre-Permian geology of the...
Faure, Lardeaux, Ledru
Comptes Rendus Geosdi

Ref ID: 320

RefID: 321
The Variscan French Massif Central—a new a...

Lardeaus, Ledru, Daniel and 1 more. (2001)
Tectonophysics, 332 (1-2), 143-167
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If you are inserting a direct quotation into your document and need to add a page number to the
citation when you select the reference, or if you are adding a secondary citation, click on Preview
& Edit.

Ea b 1 s W % |—_‘ii Ej \‘:';\ D |;| 4 [ Signature Line = T Q _\ﬁ

(% Date & Time

3D SmatArt Chart Screenshot g\ adg-ins - Wikipedia Link Bookmark Cross- Comment | Header Footer Page  Tedt Quick WordArt M object - Equation Symbol  Embed
Models - - - reference - v Numberr Box+ Patst - ject - - Flash
lustrations Add-ins Media Links Comments Header & Footer Text Symbols Flash ~

RefWorks Citation Manager ~ %

[Faure, Lardeaux ang g
1 B InsertCitation || # Preview & Edit
Unselect All (1)

= @ MassifCentrak. « by date added

Ref ID: 320
The Velay dome (French Massif Central): mel...
Ledry i 4me 2001

The following screen has an area called Add prefix/suffix. You can add the primary citation
information in the prefix box (if you are secondary citing) and the page number(s) in the suffix box.
Once you have added this information, click on Insert Citation.

ferany i e i - P 5 ine - 5

& Lo IEI_—IE l‘l/_l D D |;| 4 L Signature Line T[ Q T ®
-GD R F.;:l;.Date & Time )

Link Bookmark Cross-  Comment Header Footer Page Text  Quick WordArt Equation Symbol  Embed

- reference - *~  MNumber~ Box~ Parts~ - [ object - - - Flash
Links Comments Header & Footer Text Symbaols Flash s

-

RefWorks Citation Manager ~ %

< Back to all references

Preview & Edit

Selected reference:Faure, Michel

(Fg#®, Lardeaux and Ledru, 2009)

BL Insert citation

@ | In-text citation Footnote
Replace pages
v Include author

v | Include date

Add prefix/suffix

prefix [reference]  suffix

Bibliography

FAURE, M., LARDEAUX, J. and LEDRU, P., 2009. A
review of the pre-Permian geclogy of the
Variscan French Massif Central. Comptes Rendus
fGeoscfencE. 341 (2-3), pp. 202-213. Available
rom:

http://0-www.sciencedirect.com.library.edgehill.a
c.uk/science/article/pi/S1631071 30@?0}18 54.
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If you click on the three horizontal lines in the left-hand corner, you can change your referencing
style or log out.

-

RefWorks Citation Manager ~

Quick Tips

= Hover over a reference and click on "Quick
Cite" to insert one citation.

= To cite multiple references, select references

by clicking on the checkboxes below.

References « by date added +

Change citation style

Format for footnotes

orogress check...
Update Document

Care, 186 {12), 2

ExLibris Knowledge center

ning in the ear...
Log out

Cnaprer 12 = rne rnerapeutc Relationship:...

(2013}
The Art and Science of Mental Health Nursin...

Syncing with Dropbox

If you already have a Dropbox account set up, you can sync it with RefWorks to push any of your
saved documents to Dropbox. You can do this by clicking on your name and choosing Settings
from the menu.

Edge Hill University  Helen Miller ¥ |

millerhi@edgehill.ac.uk

Library

Tools

From there, scroll down the page and click on the Connect with Dropbox button, and enter your
log-in details for that site. Your RefWorks documents will appear in the Dropbox Apps folder.

Dropbox

g Mot connected

Save all your RefWorks documents automatically to Dropbox for offline acc

[1=]
o
[
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You'll be asked to give RefWorks permission to create a folder in your Dropbox called “ProQuest
RefWorks” in your Apps folder. This is where RefWorks will place a copy of your articles.

You can only store your own articles in Dropbox — articles in shared folders are not included.

After you first set up your connection from RefWorks to Dropbox, newly uploaded documents you
save to RefWorks are automatically saved in Dropbox as

well. When you remove a document from your RefWorks library, it will also be removed it from
Dropbox.

To disconnect your RefWorks account from Dropbox:
1. Log in to RefWorks.
2. Click your name, then select “Settings”.
3. Scroll down and click the “Unlink” button in the Dropbox area of the page.
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Appendix

RefWorks Add-on for Google Docs

If you are writing your document in Google Docs you can install an add-on to assist with citing
references in your document and creating a bibliography. Click on your name and select tools from
the menu, scroll down the page to ‘Cite in Google Docs’. Click on ‘Get the Add-on’ button and
install the free add-on.

Edge Hill University  Helen Miller v

millerh@edgehill.ac.uk

If you use Microsoft word for wri

It's a plugin that allows youtoqu  Library

Cite in Google Docs

Start writing and when you are ready to insert your first citation, select Add-ons, ProQuest
RefWorks, Manage Citations

e] Addons Help All changes saved in Drive

Ari Lorem Generator »Z Y A- oo EE ==
ProQuest RefWorks >

Manage citations

Get add-ons Help

Manage add-ons

As you write your paper and insert your citations, you’ll see your bibliography format in your
document.

You can share your document with anyone who has a RefWorks account and in addition to adding
and editing text to your document, they can also add in-text citations from their RefWorks account.

For further help with the Google Docs Add-in select the help icon at the top right of the screen.
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Browser bookmarks guidance Microsoft Edge

For sites that you want quicker access to, save them to your Favorites bar by clicking the Add to

Favourites bar button.

If the Favorites bar is not visible, select the three dots icon button in top right-hand side of
browser, select Settings and turn the radio button Show the favorites bar to On.

Import favorites and other info

Import from another browser

Favorites bar

Show the favorites War

Firefox

Bookmarks Toolbar

@ tocsuneniton. + Meseesy %) O oo -

ehu.ac.uk/uniskills

1. Click the menu button and choose
customise.

2. Click the Show/Hide Toolbars dropdown
menu at the bottom of the screen and select
Bookmarks tool bar.

3. Click the green exit customise button.
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Chrome

The bookmarks bar contains all your bookmarks and bookmark folders created in Google Chrome.
You can dock the bar directly underneath the address bar at the top of the browser window for
easy access to your favourite sites.

Dock the bookmarks bar

1. Click the Chrome menu ' = on the browser toolbar.
2. Select Bookmarks.
3. Select Show bookmarks bar.

You can also use the keyboard shortcuts Ctrl+Shift+B (Windows and Chrome OS) and 38-Shift-
B (Mac) to toggle the bar on and off.

Hide or undock the bookmarks bar

Right-click (or control-click on a Mac) the bookmarks bar and deselect Show bookmarks bar.
When the bookmarks bar is undocked, you can always find it at the top of the New Tab page.

Once you have your bookmarks bar visible you can set up RefWorks Tools.

Edge Hill University  Helen Miller ¥ |

millerhi@edgehill.ac.uk

Library

Settings

Select ‘Tools’ and then click on the install button
Drag the ‘Save to RefWorks’ button to your bookmarks bar
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Disabling Pop-up blockers

Microsoft Edge

Select the three dots button in top right-hand side of browser.
Go to settings, then advanced settings.

The pop-up blocker can be found in advanced settings.

If you want to see pop-ups, Block pop-ups is switched to Off.

Block pop-ups

@ on

Chrome [

Allow all pop-ups
You can allow pop-ups by disabling the pop-up blocker.
Follow these steps:

Click the Chrome menu button.

Select settings

Click show advanced settings

In the Privacy Section, click the Content Settings button.

In the pop-ups section, select “Allow all sites to show pop-ups” Customise permission for specific
websites by clicking manage exceptions.

Firefox (]

Go to Menu, then options, then content.
Select the pop-up windows.
Select the exceptions button, then select address and allow.
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