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What is RefWorks?
RefWorks is a web-based citation management program that will help you

· Export citations from online databases

· Organize your citations into folders

· Format your citations in the Chicago style
· Access your bibliographic citations from any computer, anywhere, any time with your individual login and password
· Create bibliographies instantly using your stored citations

How do I get started on RefWorks?

· Turn on VPN (Goucher’s Virtual Private Network) for database access
· Create a Refworks account, or if you already have one, log into your account at http://www.refworks.com/Refworks/login.asp?WNCLang=false with your existing login and password
· Create folders in RefWorks for your research topic.  There is no limit on the number of folders you can create within your RefWorks account.
· Place your cursor over the Folders tab and click on Create New Folder 
· Enter a name in New Folder Name and click OK.
How do I import citations into RefWorks?
· Search WorldCat, America:History and Life, or other databases for citations to books, articles, etc.
· Select citation(s) of interest
· Export citation(s) by pressing the export icon in the database and selecting the Export to RefWorks option.  If you can’t find the export icon, consult the Database Import Instructions on the Goucher Library website at http://www.goucher.edu/x33416.xml for directions.
· You can also type in the citation information manually by placing your cursor over the References tab on the RefWorks page and selecting Add New Reference and fill in fields as needed for Chicago style.  
How do I put references into folders?
When records are imported into RefWorks, they are placed in the Last Imported folder by default and you can move records from there into folders.  Alternately you can retrieve references already in your RefWorks database and move them into folders.
· Click on box beside the record(s) you want to import, then click on the arrow beside the box Put in folder…  and click on appropriate folder.
· When asked Are you sure you want to put the selected reference in the … folder?, click OK to confirm.

How do I create a bibliography in the Chicago format?
· Click on the Bibliography tab at the top of the screen
· Select the Chicago 15th Edition (Author/Date System) from the Output Style 
· Click  on Format a Bibliography from a List of References.
· Select File Type to Create (i.e. HTML, Word for Windows, etc.)
· Select References from Folder and click on Choose a Folder
· Click on Create a Bibliography box.  Always proofread your bibliography to be sure all information is included and in the right format.
Note:  If you choose HTML format the bibliography will display in a new browser window.  You may then use your browser’s File->Print or File->Save As functions.  If you selected any other format, you will be prompted to save the bibliography with a file name.
How do I create an ANNOTATED bibliography in the Chicago format?
RefWorks provides hundreds of output styles to choose from, but there is no ANNOTATED Chicago 15th Edition.  The Output Style Editor allows you to modify an existing output style to create a Chicago 15th Edition with annotations.
· Click on the Bibliography tab at the top of the screen.

· Select Chicago 15th Edition (Author/Date System) from the Output Style and click on the Edit box.

· Click on Abstract under Fields for this type and then click on the > in the adjacent box

· Go to the Field Settings box and put \n in the box after Precede with and \t in the box after Follow with
· Before you can save this new format, you will have to rename Chicago 15th Edition (Author/Date System) in the Name box.  Add /Annotation to the name i.e. Chicago 15th Edition (Author/Date/Annotation System).
· Click on Save As… box in the top right of the screen.  Now you will have a new style option in red that will allow you to add annotations to your bibliography.

Note:  Annotations will only appear if you have text in the Abstract field of the Reference (a tab on the top left side of the RefWorks screen).  If an Abstract was exported with the citation from a database, that is what will be used as the annotation unless you edit it or replace it with your own text.  If no Abstract was exported, you will have to create one in order for it to print as an annotation.
How do I find out more about RefWorks?

Try reading the RefWorks User Quick Start Guide at  http://refworks.com/content/documents/RefWorks_Quick_Start_Guide.pdf. or the Online Tutorial at http://www.refworks.com/tutorial/
Note:  Sharing Your References is not an option for Goucher users.
