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Your Group Code for accessing RefWorks remotely is  RWToronto[image: image1.emf]
Task 1 Set-up an account. 
1. Point your browser to http://www.library.utoronto.ca.  Click on Tools / RefWorks Go located near the bottom of the web page.
2. Click on Sign up for an Individual Account.
3. Fill in the form.  NOTE:  You choose your user name and password.
4. Click Register.
5. Congratulations you now have a RefWorks account! Click on LogOut.  Close your browser.
6. Open your browser and return to http://www.library.utoronto.ca and login to your new account. 

Username:  ________________________  Your password:  _______________________

Task 2 Direct Import from ScholarsPortal
1. After selecting the Scholars Portal database(s) you wish to search, conduct a search on a topic of your choice.
2. Select any ten records to import by clicking in the checkbox to the left of the citations you wish to add.

3. Click on the RefWorks icon at the top of the Results page.
4. Click on Export to RefWorks.

5. Your records will be imported into your Last Imported Folder in RefWorks.

6. Note the SFX button in each of your references in your results list.  This provides you with a link to the full-text of the article if available and to a durable link for pasting into RefWorks (and Blackboard pages, Word documents, web pages, and emails, etc.).
7. Click on Edit and select your desired citation style in View fields used by: [choose your style guide].
8. Ensure that all of the required fields (indicated by a green check mark) are complete that the Reference Type is accurate.
Notes:  _____________________________________________________________________

___________________________________________________________________________
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Creating folders and moving information
1. Click on Folders, Organize Folder then click on the Create New Folder button.
2. Provide an appropriate name for your folder and click on OK.
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Create another folder with a different name.
4. Return back to your Reference List and file your records in these new folders as appropriate.
Notes:  _____________________________________________________________________

___________________________________________________________________________

Task 4 Import data from a Saved Text File:
In this example, we are using PubMed as our data vendor 
http://www.ncbi.nlm.nih.gov/sites/entrez?db=PubMed
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In a separate browser window open PubMed and carry out a simple search on Influenza. 

1. From your search results, select items to save by clicking in the checkbox to the left of the appropriate citations. 
2. In the Display summary, select Medline to view your records. 
3. In the Send to drop-down, select Text.  A new window will open with your references.  Use your Browser’s Save As function to save the file to your computer.   Make sure to save the file as a .txt file in the Save as file type drop-down.
4. In RefWorks, select References/Import from the toolbar.
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Select NLM PubMed as the data source and PubMed as the database.

6. Browse to find the text file you saved to your computer and click on Open.
7. Click Import. Your records should appear in the Last Imported Folder.

8. Here’s a challenge:  can you import records from Web of Science?

Notes:  _____________________________________________________________________

___________________________________________________________________________
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Add new reference manually
1. Click References, Add New Reference.
2. Select APA in View fields used by box. 
3. Select Journal as reference type.
4. Enter details in all fields marked with (
    (ie fields required for correct citation in this output style).
5. If appropriate, use the term assistant drop-down box in Author, Periodical Title and Descriptor field to select entries already found in your reference collection. 

6. Save reference, or Save & Add New to continue adding more references.
Notes:  _____________________________________________________________________

___________________________________________________________________________

Task 6 Direct Import from Google Scholar (http://scholar.google.com) 
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Make sure cookies are enabled to allow setting of preferences in Google Scholar

2. From the Google Scholar search screen click on Scholar Preferences.
3. At the bottom of the screen, in Show links to import citations into, select RefWorks.  Save your preference. 
4. Search results will now display an Export to RefWorks link, so conduct a search on Influenza and export the first record.

NOTE: Records are imported one at a time from Google Scholar and once imported into RefWorks, automatically open in the ‘edit’ mode.
NOTE: Consistent data such as title, author, year, etc may not exist in your results; the only thing they may display is the URL.  If the metadata exists, it will import into RefWorks.
Notes:  _____________________________________________________________________

___________________________________________________________________________

Task 7 Search the U of T Library Catalog. 
1. Go to UTL’s home page http://www.library.utoronto.ca. 
2. Search the library catalogue for social sciences research using containing in the subject field. 
3. Click on the Details button of a title that interests you.
4. Click on Add to Refworks>>.
5. Click on Edit to ensure that all the record is correct.
6. Create a new folder and file the record.

Notes:  _____________________________________________________________________

___________________________________________________________________________

Task 8 Create a list of references in preferred Output Style 
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In RefWorks, click Bibliography. 
2. Select  APA – American Psychological Association, 5th Edition as the output style. 

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 a folder with multiple references in the References from Folder drop-down.
6. Click on Create Bibliography.
A list of properly formatted references will be created as an RTF file for you to save, print, or email as required.

Notes:  _____________________________________________________________________

___________________________________________________________________________

The Next Step:  Enroll in our advanced RefWorks class 

http://content.library.utoronto.ca/robarts/reference/ilu/
Advanced RefWorks Citation Manager Course Details: 

This session will explore ways to use your RefWorks database to create your references, footnotes and bibliographies when writing papers using MS Word Write-n-Cite. This class will also talk about how to deal with common RefWorks problems, how to back up and maintain your RefWorks accounts. 
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