RefWorks Tutorial

Use this nine step tutorial as an introduction to RefWorks and Write ‘n’ Cite.

Set Up an Account

1. Access RefWorks from the OCAD Library Catalogue
http://www.ocad.ca/Page604.aspx or enter
http://refworks.scholarsportal.info/Refworks/login.asp?WNCLang=false

2. Click on Sign up for an Individual Account

New User Information 3 Fl" |n the fOI'm

for
Ontario College of Art & Design

(all fizlds are required) 4

. Click Register.

Your Marne:

Login Name:

\ | 5. You now have a RefWorks account. Close your

Password:

[ \ browser.

Re-enter Password:

\ |
il adiess | 6. Open your browser and return to the RefWorks

website and login to your new account.

Type of User ]
‘Selecta User Type lVJ|
Area of Focus

Select a Focus Area ¥

Back to Refuwarks Login

Direct Import from Art Full Text

Note: You can substitute another database for this search. For a complete list of
how to access records from each database click on:
http://www.ocad.ca/AssetFactory.aspx?did=2016

1. After selecting Art Full Text enter your chosen keywords to search a topic
(e.g. art AND ecology) pEm

Basic Search

Current Searehe ret aire AL AND reoingy ane ALL AND FLLL_TEXT = YES) Iln!mgie.
Ful Tt
12

2. Select several records pecorse 122 "’""’-w
to import by checking T = = e
the boxes to the left of i

the titles. < :

Dufard, D The Csher Posttand’ sod Second Skin' 2t the Porlsnd Ar Canter [Exhibit]. Astweek v. 30 no. 2 (March 2007) p. 223
B Billteatym  [E] ol Yaxt BOE

Caylor, S. A Bamometer of Our Times. Aftenimage v. 34 no. 3 (NovemberTiecember 2006) p. 345, 38
. Full Taxt HTML H Full Tuxt POF

3. Click on
Exporting/Citing

ronmerd? . At Revivee (London, Engiind) no. 2 [August 206] p. 41, 479

a% 04 Dviggs, ). O. Aut and the Emironment [introdwction to special section]. Art Review (London, England) no. 2 (Sugust 2005) p. 423
B Eulltexture ] Eull Tt POE

&% (15  Lowenstein, O What Ever Hapgened to Land Ar? Art Review (Londan, England) na. 2 (August 2006) p. 5363
B tlteztim  [E] Eult Yaxt BOE




4 . C I | Ck 0 n EX p 0 rt to Important Message Current Search: art <in= ALL AND scology <in= ALL AND (FULL_TEXT = YES) Marked 59

Records: 122 Field)|

RefWorks, EndNote
Basic Search
software. _

" Search History

5. Click on Export. -
_Exporting/Citing Records: ) Trg 3 records in your marked set

@ Help O

@J | Enter record numbers and or record ranges, separated by
6. YOUf I’eCOFdS ShOUld be Dﬁl:e:::?)w comma. For example: 1,2,5-10
Im po I'ted I nto you r L aSt Download Record(s) into: @ RefWorks' Direct Export Tool

. O The EndMote Filter
| m p (0] rted FO I d er in Clear the marked set after the export? ) Yes & No Export
Note: To format Record(s) for use with most other bibliographic software pA™ g
RefWorks.

collapse this window by clicking on the "-* and then open either the Email or Save Options

pages

In: Art Full Text Sort Ord¢
Printing and Citing Options
Emailing and Citing Options

Saving, Citing and Formatting for bibliographic software

" Create Alerts O Rrecords 1-10

{up to 100 records at atime)

Import Data from a Saved Text File

In this example we are using InterScience Periodicals (Wiley) as our data source.

1. Enter search terms (e.g. environment AND automobile exhaust)

2. From your search results, select items to save by clicking in the checkbox

to the left of the appropriate citations.

SUWILEY T :
. InterScience®

3. Atthe
bottom of

Home / Advanced Search / Search Results

Show Results in:
Journals | OnlneBooks | Reference Works | Databases

There are 84 results for: "environment in All Fields snd automobile exhaust in All Fields, in all subjects, in product type Journals”

View: 1-25 | 26-50 | §1.75 | 76-84

Erwironmental Mutagenesis
Volume 6, lssue 5, Date: 1984, Pages: 651-668
&.L.Brooks, A P.Li, J. 5. Dutcher, C. R. Clark, 3. J. Rothenberg, R. Kiyoura, W, E. Bechtold, R. ©. McClellan
Abstract | References | Full Text: PDE (1085K)
Cytotoxic and genctoxic effects of extract of i ission froma line-p 1 engine

S EITEREAESE

the page
click:
Download
Selected
e Citations.

ma Sort by: Match % | Date | Produs 4 From
Characterization of i issi by bacterial is i Areview
Environmertal Mutagenesis H H
olume 5, lssue 4, Date: 1983, Pages: 609-631 Cltatl 0 n
Larry D. Claxton
Abstract | References | Full Text: PDE (1285K) EX po r'[
A i of icity of ive exhaust particles from laboratory and environmental sources

choose:
Plain Text,
Citation,

“ou kave chosen to export  total of 3 articles. Plsase selsct your preferred format from the options belov, click 'Go' and then select 'Save' from the pop-up dislog

Format: | Plain Text
File Type: v

and PC or
Mac.

5. Save your

citations to your
desktop or folder.
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6. In RefWorks, select References and then Import from the toolbar.

| 1LY, P PP L1 LS S L LR L RS SIS S5 ) Al FR
R f“” k | Learn what's new in Refiorks. | Welcome, Robert Fabbro. Log ou
e OP S Click here for the March 2007 Release Notes Ontario College of Art & Desigr
|
References v Search ~|View v Folders | Bibliography | Tools v|Help ~ Search Refwarks @
—]
- eference
- hto: | Standard view  »
Import EndNote V8+ Database i‘ i I Sort by | Authors, Prirary hs

Export v

Organize Folders GotoPage:1 2 245 Nextpp Lastpp|

B“[f!‘:f",'.feﬂ‘lte Journal Referance 1 of 117 [(dmMaterial Arts and Design View Edit ©S-F-X
Title: Variations on a theme

Authors

Source: International Textiles, 2006, 849 68-74

Cref 10: 123 Book, Whale Reference 2 of 117 [Cdecok History Print Culture View Edit Gs-Fx

7. Select Wiley InterScience as the data source and Wiley InterScience as
the database.

AT |4 ] MO EMWOKS  SCROISPSEOFTSLINTD ) KEMWORKS) M AINTTSME, 57 | d Lk w
RefWO P S Learn what's new in Reforks. Welcome, Robert Fabbro. Log ou
l; Click here for the March 2007 Release Notes Ontario College of Art & Desig

References ~|Search v View ~ Folders ~ Bibliography|Tools ¥ Help = Search Refworks

-

[~

IImport Impert Instructions | List of Filtere & Databases | Request a Filter

Back to Reference List

mport Filter/Data Source Wiley InterScience

~
Database Wiley InterScience A4
Import References inta Specify Folder (optional)
(Mate that refer, zo putin the Last Imported foldar)
(& Import Data from the TONOWIN
C:yDocuments and Settings)fabbroriDesktoph Automobile Exhaust.txt
Encoding | UTF-8 | Specify only if you specifically set the encoding when saving the text file; otherwise leave it as is

O Import Data from the following Text

8. Browse to find the text file you saved to your computer and click Open.

9. Click Import. Your records should appear in the Last Imported Folder.

RefWorks tutorial 3




Add new references manually

1. Click References, Add New Reference.
2. Select MLA 6" Edition (View Fields Used by Box)

3. Select Journal as reference type.

4. Enter details in all fields marked with a check mark (i.e. fields required for

correct citation in this output style).

5. Save reference, or Save & Add New to continue adding more references.

Learn what's new in Refworks,
Click here for the March 2007 Release Notes

RefWorks

Welcome, Robert Fabbro. Log o
Ontario College of Art & Desii

References v|Search v‘View '|Folders v‘Eihliography|Tools v|He||m -

|
-]

New Reference vindicates fislds used by your selected autput style.

Back to Reference Lis

View fields used by: Save Reference | [ Save & Add New
In Folder(s) ‘ Specify Folders (if any) V|
Ref Type | Journal ~|
Source Type

Authars v ‘

Separate each author with

wo ST alel]

Periodical, Full v ‘

Periodical, Abbrev ‘

Pub Year v ‘

Pub Date Free Form ‘

volume v ‘

Issua v ‘

Start Page v ‘

Other Pages v ‘

Descriptors ‘

e a1 el

Behavior

o (e e

| & fabbror =

'4 start

.. | 7 ontarin College of Ar. .
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Search a Library Catalogue

1. Click on Search, then Online Catalogue or Database.

2. Choose a library catalogue from the alphabetical drop-down list.
3. Setthe Maximum Number of References to 25.

4. Enter search terms.

5. Check the titles you want and click Import.

6. Close the search results and return to RefWorks

B, R fW k Learn what's new in Refworks. Welcome, Robert Fabbro. Log out
% e OP S Click here for the March 2007 Release Notes

Ontario College of Art & Design

]

References " Search "View " Folders '| Bibliography‘Tools v| Help ~ Search RefWDrks|:|
—

Search Online Catalog or Database

Request 3 239,50 Site

Back to Reference List
Online Catalog or Database to Search:

10 Ve
Max. Number of References ta Download:

Quick Search for: (Quick Search results

are based upon the fislds supportad by the host sits that you haus sslacted)

Search Clear

Advanced Search for:

|Descriuturs Vl |

|Authnrs V| |

|Tit\eJ Primary Vl |

|Authnrs V| |
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Creating Folders and Moving Information

1. Click Folders
and Create

Search ~ View v Folders = Bibliography Tool.

Learn what's new in Refworks.,
Click here for the March 2007 Release Notes

Help ~ Se.

New Folders.

Name your
folder (e.qg.

[ref 1D: 491

Material Arts e
and Design) Source.

[ref 1p: 123
Book Title:
Authors
Source:

and click on
OK.

[ref 1p: 61
Book Title:
Authors:

Create another

EIrences Swichyiew

M rage () all Organize Folders

Add to My List || T8

Create New Folder
» hd

crlder,,,

-

GotoPage:1 2 3 4 5
3 | Referance 1 of 120 Cam
Wariations on a theme
International Textles, 2006, 849, 68-74
ook, Whole Reference 2 of 120 (380

TWhere is book history? : essays in the emergence of a disciplne

2002, 120, University of Toronto Press, Torento ; London

Book, Whele Reference 3 of 120

Faces i the crowd : picturing modern life from Manet to today = volti nella folla : immagini della vita moderna da Manet a o
Abate Michele; Larner Welissa, MNasso,Clandio, Whitechapel Art Gallery, Castello di Bawoli

1

folder (e.g. Art)

Select All in list.

In RefWorks Search, search for art.

Add to the folder Art from the drop down menu in Put in Folder.

7. In RefWorks Search, search for material arts.

8. Select All in list and the Material Arts and Design folder. Put in Folder.

Create a list of references in preferred Output Style

RefWorks |

Click here far the March 2007 Release Notes

Learn what's new in Refiyorks, |

References v Search ~ View v Folders | Bibliography Tools = Help ~

Search Ref

List of Gutput Styles | Request an Qutput Style | Modif

Bibliograph

an Qutput Style

Output Style i
K MLA Aith Edition

(2 Format Paper and Bibliography How to Enter Citations ints your Docurnen

| (Ed..) (ew)

Pre

Document to Format
—
() Format a Bibliography from a List of References
MeRRe Ly Create RTF (R v
Include O all References (120) O My List co) @ References from | Material Arts and Design v

\ Create Bibliography |

1. In RefWorks, click Bibliography.

2. Select MLA 6" Edition as the output style.
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3. Select the Format a Bibliography from a List of References radio
button.

4. Select RTF (Rich Text Format) as File Type to Create.

5. Select on the files you created: Art or Material Arts and Design in the
References from Folder drop-down.

6. Click Create Bibliography.

A list of properly formatted references will be created as an RTF file for you to
save, print, or email as required.

Create a Bibliography with Write n Cite (optional)
1. Log out of RefWorks.

2. Open Microsoft Word and type in some text, for example:

This document will help you understand how to create a bibliography quickly and
efficiently using Write-n-Cite. It will show you how to insert single and multiple
citations and how to create a bibliography.

3. Launch the Write-n-Cite plug in the Word toolbar or from the Word menu
option Tools, Write-n-Cite.

4. Login to you RefWorks database.
5. Select Always on top to keep Write-n-Cite visible.
6. Do a quick search for Art.

7. In Word document, place the cursor in the text, where you want to insert
the citation.

8. Back in Write-Cite, click on the Cite link next to the record you want to
cite.

9. Return to your document and continue typing text and add a few more
citations. You can include more than one citation placeholder in the same

grouping.
10. Save your document to your computer (File, Save As).

11.Back in the Write-n-Cite Window, click on Bibliography and choose the
appropriate output style (MLA, 6" Edition). Click Create Bibliography.
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12.This will create a second document called Final-your document name.
Save and close the formatted paper.

Note: remember to always work and edit in the original word document,

although you can save as many final documents as you wish.

@Dntumentl - Microsoft Word Wo rd WindoW — =] x|
 File Edit ‘iew Insert Format  Tools  Table i Type aquestion for help = X

NEHRS SR BRI - Béfl_q,NurmaH—Arial,-Arial -1 .| B 7 U |[F]
=k |
o ;

: Write-N-Cite

This document will help you understand how to create a
bibliography quickly and efficiently{{81 Abate Michele 2004;
1. It will show you how to insert single and multiple citations,
and how to create a hibliography{{154 Arnfield,A.Jchn
2003;146 Augustyn Jr..Frederick J. 2006; }}.

=18l

2 Always on top M3 Ward Status @ Documnentl
View v| Hihliography| Help Search RefWDrksl Go
—

All References {120 references)

Sort bylnuthars, Primary 'I

GotoPage:1 2 3 4 5 Mextpp Lastpy
Cite View 2006 Variations on a theme
Cite View 2002 Where is book histery? : essays in the emergence of a discipline
cite view Abate Michele 2004 1:ac.es in the crowd : picturing modern life from Manet to today = wolti nella folla : immagini della vita moderna da Manet a

cite view Alexander David 1983 "After-Tmages": A Review of Eecent Studies of Reproductive Print-Ialdng

2003 Two decades of urban climate research: a review of turbulence, exchanges of energy and water, and the wban heat island

2006 History in the IMaking

2003 Graphic design, print culture, and the eighteenth] erte n Clte WIndOW
cite View Bergman Madeleine 1579 Hieronymus Bosch and alchemy © a study on the

cite view Bertolini Wincent J. 2002 "Hinting" and "Reminding": The Ehetoric of Performative Embodiment in Leaves of Grass

q""‘l""j‘_
This document will help you understand how to create a bibliography quickly and

- efficiently (Abate et al. 384). It will show you how to insert single and multiple

citations and how to create a bibliography (Barchas 298, Blaclk, MacDonald and

Black, J. Malcolm . 2006-11-31)

- Works Cited

Abate, Michele, et al. Faces in the Crowd . Picturing Modern Life from kManet to

Today = Volti Nella Folla.; Immagini Della Vita Moderna Da Maneta Ogai.

1sted. Milan, Mew York Skira; Distributed in Morth America by Rizzoli, 2004,

Barchas, Janine. Graphic Design, Print Culture, and the Eighteenth-Centur

: Hovel Gambridge, Uk...New ™t Sample “final document” with properly

- Black Fiona A Barrum H. MacDornd  TOrmMatted citations and bibliography

. Information Systems: A New Red
History 1.1 (1998); 2006-11-31. Project Muse . CSA. 29 Mar 2006

<http:#fmuse jhu.edujournals/hook_history001/1. 1hlack html=.
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Create a Bibliography without Write-N-Cite

1. Open your word processor and type the following text:

This document will help you understand how to create a bibliography quickly

and efficiently when Write-N-Cite is not available (this can happen when

working from computers other than your own or off-campus).

2. Login to RefWorks.

3. Do a Search RefWorks for art or design.

4. Choose the One line/Cite view in the Switch to: drop-down menu.

5. Choose a reference and click on its Cite link.

6. A box will open with the RefWorks temporary citation placeholder.

7. Click on the Select Citation button.

8. In your document place your cursor where you want the citation to appear
and use the word processor’s paste function to insert the citation
placeholder in your document.

9. Repeat the previous steps with another citation, or multiple citations,
placing them elsewhere in the text (make sure to Clear the Citation
Viewer first).

10.Close and save your document (file type must be either .doc, .odt or .rtf).

11.In RefWorks click on Bibliography.

12.Choose appropriate output style (MLA, 6™ edition).

13.Select Format Paper and Bibliography.

14.Browse to locate your file as the Document to Format.

15.Click on Create Bibliography.

16.You now have a second document with proper citations and bibliography.
Save as Final your file name.
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R fW k | Learn what's new in Refiiorks. Welcome, Robert Fabbro. Log out
e or S Click here for the March 2007 Release Notes Ontario College of Art & Design
]

References v‘Search v|\n'iew v|Fu|ders " Bibliogr; Tools ~ Help ~ Search RefWDrks
e —

Search Results for "design" s\h to: )

Use: ) selected OFage Oallin List

Sort by __Relevancy v

[ mddto My List ]| Put in Falder... v |[ Global Edit_|[ Delete
[ site view Boussaa,Diaffar 2007 Optimizing the composition profile of a fanctionally graded interlayer using a direct transcrption method

[ cite view 2006 Variations on a theme

Jewel

[ cite view C

2006 Torento, Canada
2006 Deco Laligue at the Royal Ontario Museum

(015 Elesation Eieand-tae-Farmre T oo
[ cite view Hosey.Lance en Design: All Skin and Mo Bones?
[ cite view Stoicheff Peter 2004 The fis ¢ page d File Edit Yiew Favartes Tools  Help

[] cite view Barchas Janine 2003 Graphic design, p RefWorks Citation Viewer

M1 cite view Bomstem. Georee

| Citation Yiewer |

b {{492 Wallace,Ann 2006;}}

T Select the citation. After you select the citation you must
E | copy & paste it into your document.,

Select Citation H Clear || Bibliography

€] Done & Internst

Welcome, Robert Fabbro. Log out

Refworks | Learn what's new in Refworks,
Click here for the March 2007 Release Motes Ontario College of Art & Design

References " Search v‘\I’iew v| Folders v| Bibliography‘Tonls v| Help ~ Search RefWorks
N

oA .
Bibl v Styles | Request an Output Style | Modify an Output Styls
Back to Reference List

Output Style | ML gth Edition \ v [Edit...
Preview Styles

aper and Biblio

Document ta Format C\Documents and Séﬁ Browse.. |

= ——

ow to Enter Citations into wour Docurnent

) Format a Bibliography from a List of Referenc

Adapted from RefWorks Fundamentals Workbook, Michele Walker, 2007

Robert Fabbro, MLIS, MA ,MA , Reference Librarian
@ (416) 977 6000 x. 343 X rfabbro@ocad.ca
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