
 
 

 
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 

 
3. Fill in the form. 

 
4. Click Register. 

 
5. You now have a RefWorks account. Close your 

browser. 
 

6. Open your browser and return to the RefWorks 
website and login to your new account. 

 
 
 
 
 

 
 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) 

 
2. Select several records 

to import by checking 
the boxes to the left of 
the titles. 

 
3. Click on 

Exporting/Citing 
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4. Click on Export to 
RefWorks, EndNote 
software. 

 
5. Click on Export. 

 
 

6. Your records should be 
imported into your Last 
Imported Folder in 
RefWorks. 

 
 

 
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. 
 

3. At the 
bottom of 
the page 
click: 
Download 
Selected 
Citations. 

 
4. From 

Citation 
Export 
choose: 
Plain Text, 
Citation, 
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. 
 

 
 

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

 
 
 

 
 
 

 
 

 
 
 
 
 
 
 

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. 
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 Add new references manually 
 

1. Click References, Add New Reference. 
 
2. Select MLA 6th 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. 
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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. Set the 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 
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Creating Folders and Moving Information 
 

 
1. Click Folders 

and Create 
New Folders. 

 
2. Name your 

folder (e.g. 
Material Arts 
and Design) 
and click on 
OK. 

 
3. Create another 

folder (e.g. Art) 
 

4. In RefWorks Search, search for art. 
 

5. Select All in list. 
 

6. 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 
 

 
 

1. In RefWorks, click Bibliography. 
 
2. Select MLA 6th 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, 6th 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. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Word window 

Write n Cite Window 

Sample ‘final document’ with properly 
formatted citations and bibliography 
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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, 6th 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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Adapted from RefWorks Fundamentals Workbook, Michele Walker, 2007 
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