
 
 
 
RefWorks is an online bibliographic management program that allows you to create your own 
personal database of references (book, electronic source or journal article). You can import 
references directly from some database indexes, indirectly from saved files or enter 
references manually from an online worksheet. RefWorks allows you to organize your 
references in folders and search for information within your own database. You can also 
format your paper and bibliography (works cited page) in a variety of styles including MLA, 
Turabian and Chicago. 
 
 

 
 
 

New to RefWorks? 
Register for an account. 
 
Registered already? 
Enter your username and 
password. 
 
Access RefWorks from the 
link on the OCAD Library 
Homepage or by inputting 
the following url address in 
your browser: 
http://refworks.scholarsportal 
.info 

RefWorks is 
accessible on 
campus and off. 
When off 
campus enter 
OCAD’s group 
password. 
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 Create your own database of references 
 
 Import references from the OCAD Library’s databases 

 
 Automatically format your papers and bibliographies or works cited pages 

easily 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

With RefWorks you can
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With RefWorks you can 
manually add citations to 
your database or import 
them from a number of 
the OCAD Library’s 
online databases. 
 
Most of the OCAD Library 
databases provide a 
direct link from the results 
page to your RefWorks 
database. 

Indexes within your 
RefWorks database allow 
you to search for saved 
citations by author, 
descriptor or periodical title.
The Advanced feature lets 
you search more than one 
index at a time. 
 
You can also search the  
catalogues of a number of 
university libraries and 
import the citations directly 
into your database. 

RefWorks Database Features 



 RefWorks Overview 4

 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

You can view the 
contents of your 
database by selecting 
folders that you have 
created, from lists or all 
the references 
unorganized. 
 
You can search for 
duplicate references in 
your database and 
delete these if you so 
choose. 

RefWorks allows you 
to create folders to 
organize your saved 
references in the 
database.  
 
You can also search 
for citations that you 
have recently 
imported into your 
database and for 
citations that you have 
not organized into any 
folders. 

RefWorks Database Features 



 RefWorks Overview 5

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
When you are ready to 
format your paper and 
bibliography, click on the 
Bibliography tab in 
RefWorks to begin the 
process. 
 
Make sure that you choose 
the appropriate style guide 
from the Output Style drop 
down menu on the 
Bibliography page.  
 
NOTE: The most 
commonly used essay style 
at OCAD is MLA  
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You can open up Write-
N-Cite an online 
application that allows 
you to format your 
paper from your word 
processor.  
 
You can also export 
your saved references 
to other citation 
management programs.

There are a number of 
help guides that you 
can link to in order to 
help you navigate your 
way through Reworks.  
 
The Tutorial is very 
thorough and covers all 
aspects of importing 
and saving citations, 
and formatting papers 
and bibliographies. 
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