
Getting Started 

with Refworks. 



Session Objectives

At the end of the session, you will be able to

▪ Use direct import, save to RefWorks, and drag and drop to import 
references to your RefWorks account.

▪ Organise and manage your references within the account

▪ Generate a bibliography with your chosen format
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What does Refworks actually do?
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RefWorks allows you to gather, organise, read, and cite your research 

materials. 

With RefWorks, you can:

▪ Collect and import your references and data

▪ Share and collaborate with others

▪ Create citations and bibliographies instantly as you write your 

asssignments and dissertation.



How to create an account

Go to: https://digitalservices.uwtsd.ac.uk/library/academic-and-
infoskills/refworks/ 

https://digitalservices.uwtsd.ac.uk/library/academic-and-infoskills/refworks/
https://digitalservices.uwtsd.ac.uk/library/academic-and-infoskills/refworks/
https://digitalservices.uwtsd.ac.uk/library/academic-and-infoskills/refworks/
https://digitalservices.uwtsd.ac.uk/library/academic-and-infoskills/refworks/
https://digitalservices.uwtsd.ac.uk/library/academic-and-infoskills/refworks/


RefWorks Interface

Utility Toolbar

Reference Actions

Reference Organisation
Reference Details/ 
Reference Editor
(Currently hidden)



Adding references into 

RefWorks



Direct Import



Choose a folder for Direct Import



Save to RefWorks browser button

Once installed, the 
Save to RefWorks link 
will appear on the 
Favorites toolbar of 
your browser



Save to RefWorks: Installing the button



Adding references with the Save to

RefWorks add-on



Editing a Reference with

the Save to RefWorks add-on



Using Save to RefWorks



PDF Drag & Drop: Create new references



PDF Drag & Drop: New references



PDF Drag & Drop: Add PDFs to existing

references



Last imported

Displays references added in the last 30 days



Managing your references



Folders in the Reference Organisation area



Working with folders from the Assign to

Folder menu



Sorting and managing folders



Deleting references



Accessing your Trash



Viewing Options



Viewing Options: Normal View



Viewing Options: Full View



Viewing Options: Citation View



Viewing Options: Table View



Reading documents within RefWorks



Reading documents



Sharing folders



Settings for sharing folders



Bibliographies



Creating a Bibliography



Choosing a bibliography style



RefWorks Add-Ons

Allow you to add your references 
from directly within Microsoft 
Word or Google Docs



If you are having issues 

with the Microsoft Word 

add on …





YOU MIGHT BE ASKED TO SIGN 
IN ONCE YOU HAVE CLICKED 

ON THIS BUTTON – USE YOUR 
STUDENT E-MAIL AND 

REFWORKS PASSWORD.





NOW YOU SHOULD BE ABLE TO 
LOG IN AS NORMAL. 



Summary

After this session now you can:

▪ Use direct import, save to RefWorks and drag and drop to import 
references to your RefWorks account.

▪ Organise and manage your references within the account

▪ Generate a bibliography with your chosen format



Next Steps

▪ Check out the Knowledge Center for RefWorks, where you’ll find training 
videos and a user guide:
▪ https://knowledge.exlibrisgroup.com/RefWorks

▪ Visit the RefWorks LibGuide at https://proquest.libguides.com/refworks

https://knowledge.exlibrisgroup.com/RefWorks
https://knowledge.exlibrisgroup.com/RefWorks
https://proquest.libguides.com/refworks


Academic Liaison Librarians

▪ Doreen McLeary

▪ Olivia Edmonds

Email: 
Infoskills@uwtsd.ac.uk or ask at Reception.

mailto:Infoskills@uwtsd.ac.uk
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