DISCOVERY PLANNING READING

PUBLISHING WRITING EXPERIMENTING

NTU Library

RefWorks

A Guide to organising and managing your references

NOTTINGHAM®
TRENT UNIVERSITY

www.ntu.ac.uk/library



Contents Page

1 What is RefWorks? 3
2 Setting up RefWorks 3
2.1 Creating your RefWorks account 3
2.2 Logging in to RefWorks (after you have set up your account) 3
2.3 Customise your references to preferred style 4

3 Adding your references to RefWorks 4
3.1 Adding references from NTU Library/other libraries (& PubMed) 4
3.2 Importing records from Library OneSearch 5
3.3 Importing records from Google Scholar 6
3.4 Importing records from EBSCO databases 7
3.5 Importing records from ProQuest databases 7
3.6 Importing records from Scopus 8
3.7 Importing from other databases 10
3.8 Using Save to RefWorks for web pages 11
3.9 Manually adding a new reference 11
3.10 Editing reference records 12
4 Storing/organising references in to folders 13
5 Creating a bibliography 14
6 Write-N-Cite: formatting references in your assignments 15
6.1 Installing Write-N-Cite 4 onto a NTU computer 15
6.2 Installing Write-N-Cite onto your own device 16
6.3 Using earlier versions of Write-N-Cite 16
6.4 Logging in to Write-N-Cite 4 16
6.5 Using Write-N-Cite 4 to add citations to your work 17
6.6 Using Write-N-Cite 4 to edit citations 18
6.7 Using Write-N-Cite 4 to create a bibliography/references list 19
6.8 Write-N-Cite and Office 365 19
7 Further help 19



1. What is RefWorks

RefWorks is a tool designed to help you with your referencing. It has two main features: firstly, it offers
you a place to store your references, so you have the details of all of the sources you have read in one
place; secondly, it works with Microsoft Word to allow you to automatically add citations to your
assignments and create bibliographies in the correct referencing style. The software is web-based,
therefore, you can use it both on-and off-campus.

2. Setting up RefWorks

The first time you access RefWorks you will need to set up an account.

2.1 Creating your RefWorks account

Access RefWorks via this URL (clicking the link found on the page), entering your NTU username &
password:

http://www.ntu.ac.uk/library/resources_collections/refworks/index.html

This link can also be found on the NTU Library section of the NTU website (NTU > Library >
Resources and collections > RefWorks).

1. Log on to RefWorks using your NTU username and password.
2. Complete the RefWorks registration wizard.
3. Click on Register when done, to complete your account details.

2.2 Logging in to RefWorks (after you have set up your account)

Now you have created your RefWorks account, you can access it via two routes. You can either access it
via NTU Library’s webpages (as outlined above) or go to the RefWorks web site. If you choose to go
direct to the RefWorks site, select login and click on Use login from my institution and select
Nottingham Trent University from the drop-down menu. This will take you to the NTU Single Sign-
On page where you need to enter your student number and password.

Making research easier

Sign in to use RefWorks



http://www.ntu.ac.uk/library/resources_collections/refworks/index.html

2.3 Customising your references to preferred style

RefWorks allows you to customise your account to display the references on-screen as they will be shown
in your final work. The most commonly used style is Harvard, and many disciplines will use the default
RefWorks style named ‘Harvard NTU Library’; however, it is important that you check your
module/course handbook or ask your tutor to see what style you are required to use.

1. On your RefWorks home page, select Citation view from the toolbar at the very bottom of the

screen:

2. In the section entitled Reference List Options, choose the appropriate referencing style(s)
from the drop down menu next to Output Style Choices for Reference View:

Citation View Settings X
Citation Style Language (CSL) ©

Selected style:
Harvard NTU Library - Author et al - (institutional)

3. Click Save.

3. Adding your references to RefWorks

3.1 Adding references from NTU Library/other libraries (& PubMed)

You can find the reference details of books and audio-visual resources you have used from NTU Library
by using the search facility inside RefWorks. Tip: If you need book details which are not from our
collections, you can try searching the extensive data held by COPAC (containing the merged online
catalogues of many major university, specialist and national libraries in the UK and Ireland); to do so,
select COPAC instead of Nottingham Trent University in step 2 of the process outlined below. You can
also search for the reference details of sources you have used via PubMed in this way.

1. Click on Search databases and select your chosen catalogue or database.
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2. Enter your search terms into the search box or select the Advanced option for more detailed

searching.
3. Your results will appear in a new window; select the references you require and then click

Import to transfer these references into your Last Imported Folder:

B COPAC v Q  harvard referencing Advanced = import -

Select all (3)

Communication skills handbook

% Communication .. % Oral communica.. % #1

Boston pocket map & guide

Boston (Mass.) -

Management information systems

% Business - Data % information reso. +3

Harvard Referencing : student style guide

Bibliographical c...

Making the grade - a guide to successful communication and study

4. Alternatively, you have the option to import directly into a folder that you have created for
references for specific topic or assignment (See Section 4: Storing / organising references into
folders). You can do this by selecting the folder from the drop down menu after you click on the

icon.

-

3.2 Importing records from Library OneSearch
1. Keep RefWorks open and open Library OneSearch in a separate browser window or tab.

2. Search for the details of sources that are relevant to your topic.

3. Select the Actions button EI:
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| ook @

Successful academic writing
it
il

Andy. Gillett Angela Hammond; Mary Martala-Lockett
Harlow : Pearson Longman 2009

£ Online access [

4. Select the RefWorks icon:

BOOK ’
Successful academic writing

Andy. Gillett Angela Hammond;

Mary Martala-Lockett

Harlow : Pearson Longman 2009

& Online access

B B = B (3] " & = B
EXPORT BENg' EXPORT RIS REFWORKS ENDNOTE EASYEBIB CITATION PERMALINK PRINT E-MAIL

—

Your record will now be exported into RefWorks into your Last Imported folder.
It is important that you check that the source details have been imported into RefWorks

correctly. You may need to edit the reference record if there are any inaccuracies (Section 3.10
Editing reference records outlines how to do this).

Importing records from Google Scholar

In a separate browser window (keep RefWorks open in a different window or tab), go to Google
Scholar.

Make sure that cookies are enabled to allow you to set your preferences in Google Scholar, then

select the Settings:
# My Citations  [f]Metrics B4 Alerts <¢Settings >

T —

Scroll down to the Show links to import citations into... option, select RefWorks from the
drop-down menu and click Save:

Bibliography manager

Don't show any citation import links.

® Show links to import citations into . BibTeX

EndMote

—— E3 _
(Rewmks )

To retain settings, you must turn on cookies




4. Go back to the Google Scholar homepage and run your search. Google Scholar’s results will now
gy | include a Cite option:

HTML] Citation manage X Cite [

MLA  Simboli, Brian, and Min Zhang. "Citation managers and citing-
cited data.” lssues in Science and Technology Librarianship
35 (2002).

PA  Simboli, B., & Zhang, M. {2002). Citation managers and citing-
cited data. /ssues in Science and Technology Librarianship,
35. ]

Chicago  Simboli, Brian, and Min Zhang. "Citation managers and citing-
cited data.” lssues in Science and Technology Librarianship
35 (2002).

Harvard Simboli, B. and Zhang, M.. 2002. Citation managers and
citing-cited data. lssues in Science and Technology
Librarianship. 35.

Vancouver Simboli B, Zhang M. Citation managers and citing-cited data.
Issues in Science and Technology Librarianship. 2002;35.

BibTeX EndMNote Refi

4. Click this and then select RefWorks:

5. For each relevant record, click on the Import into RefWorks option. Unlike other databases,
Google Scholar does not offer a multiple import facility, so you will need to import each record
individually.

6. The record will be imported into your Last Imported folder in RefWorks.

7. You may need to edit the reference record if there are any inaccuracies (Section 3.10 Editing
reference records outlines how to do this).

3.4 Importing records from EBSCO databases

1. In a separate browser window (keeping RefWorks open), access the required EBSCO database
(Academic Search Complete; British Education Index etc.).

2. Search for sources relevant to your topic, then select any records you wish to import by clicking
on the folder icon to the right of the source details:

1 Exploring the views and beliefs of parents of typically developing children about inclusion and inclusive Js) &-‘

education.
By: Vlachou, Anastasia; Karadimou, Stella; Koutsogeorgou, Eleni. Educational Research. Dec2018, Vol. 58 Issue 4, p384-399. 16p. DOI
10.1080/00131881.2016.1232918
Subjects: INCLUSIVE education; PARENT participation in education; CHILDREN; SPECIAL education; Other Individual and Family Services; SOCIAL support;

Academic SOCIAL groups
Journal

Linked Full Text

3. To view all of the sources that you have collected in your folder select the Folder option from
the top-right of the screen:

Folder has items b

& Explonng the views
and

So tg Folder View

4. You can either transfer all of the records in the folder into your RefWorks account by checking
the Select / deselect all box, or select individual records by checking the boxes next to them.
5. Click on the Export icon at the right of the list to move these records to RefWorks:



Articles

15015 & Print

Page: Name~  Page Options »

< @ Select/ deselect all | [Ypelete ltems

~4] E-mail
9

H Save as File

# 1. Effective inclusive teacher education for special educational needs and disabilities: Some more thoughts on the e
way forward. @

By: Robinson, Deborah. Teaching & Teacher Education. Jan2017, Vel. 61, p164-178. 15p. DOI: 10.1016/].tate. 2016.09.007. , Database: British Education Index

Subjects: TEACHER education; SPECIAL education; PROFESSIONAL leaming communities; TEACHER effectiveness; EFFECTIVE teaching: ADULTS:
PROFESSIOMAL education; Colleges, Universities, and Pi icnal Schools; Professional and Management Development Training

Academic {
Joumnal MTU

% 2 Exploring the views and beliefs of parents of typically developing children about inclusion and inclusive education. &

By: Vlachou, Anastasia; Karadimou, Stella; Koutsogeorgou, Eleni. Educational Research. Dec2016, Vol. 58 lssue 4, p384-399. 16p. DOI
10.1080/00131881.2016.1232918. , Database: British Education Index

= Subjects: INCLUSIVE education; PARENT participation in educ ation; CHILDREN: SPECIAL education; Other Individual and Family Services; SOCIAL support;
Academic SOCIAL groups
Joumnal
Linked Full Text

6. Select the Direct Export to RefWorks option, then Save:

Number of items to be saved: 5

Remove these items from folder after saving

‘ Save ’ Save citations to a file formatted for:

Direct Expert in RIS Format (e.g. CITAVI, EasyBib, EndNcte, ProCite. Reference Manager.
Zotero)

Direct Export to EndNote Web

Generic bibliographic management software

Citations in XML format

Citations in BibTeX format

Citations in MARC21 format
Direct Export to RefWorks
Direct Export to EasyBib

7. The record will be imported into your Last Imported folder in RefWorks.
8. You may need to edit the reference record if there are any inaccuracies (Section 3.10 Editing
reference records outlines how to do this).

3.5 Importing records from ProQuest databases

1. In a separate browser window (keeping RefWorks open), log into the appropriate ProQuest database
(ASSIA; IBSS etc.) you wish to use.
2. Carry out your search, select any relevant source records you wish to export as references and click

Save:
: P ~N
9% Cite = Email ¥ Prin W Save )
Select 1-30 2 Selected items Clear Brief view Detailed view
<1 Disability and inclusive education in times of austerity
Veck, Wayne_ British Journal of Sociology of Education 355 (Sep 2014)- 777-799.
_..rejection of inclusive education. (PsycINFO Database Record (c) 2016 APA, all
References (53)
Abstract/Details  Find It © NTU | Preview v
—— .
2 Experiencing an 'inclusive’ education- Parents and their children with 'special educational needs’
Rogers, Chrissie. British Journal of Sociology of Education 28.1 (Jan 2007): 55-68
_difference based on a philosophy of 'equal rights' ('inclusive’ education) and
Cited by (21) References (40)
Abstract/Details  Find It © NTU | Preview ~
————




3. You will be presented with a drop-down menu of options, under Export/ Save select Refworks:

%% cite &= Email ¢ Print [l Save

Save to My Research

ol B Export/Save
‘ RefWorks
EasyBib
HTML
PDF
Abg RIS (works with EndNote, Citavi, e1c.)

RTF (works with Microsoft Word)

= Textonly
i XLS (works with Microsoft Excel)
4. On the next screen, select Continue:
Export/Save @
Qutput to: RefWorks A
Conent: Citation, abstract, indexing v
(where available)

Login reguired. There is a quicker way to get your ProQuest citatiens into Refworks. Leamn more -
Powered by
Ref\

NB: There is also the option to create an account with ProQuest; this will automatically synchronise
your stored ProQuest references with your RefWorks account. Click the Learn More link for further
information (see above).

5. Your reference will now be exported to your RefWorks account into your Last Imported folder in
your RefWorks account.

6. You may need to edit the reference record if there are any inaccuracies (Section 3.10 Editing
reference records outlines how to do this).

3.6 Importing records from Scopus
1. Keeping RefWorks open, access Scopus, complete your search and select the record(s) you wish
to put into RefWorks.
2. From the Export menu select RefWorks:



nload  View citation overview  View cited by

Add to List ~ wes = = -

Document title

Authors Year Source

@ 1 Small-amplitude nonlinear periodic oscillations in a suspension  Li, H., Zhao, X. 2018 Boundary Value
bridge system Problems
2018(1),141

View abstract +  [FIRAIEONTU]| Related documents

3. From the box below, select any additional information you want to include and click the Export
button:

You have chosen to export 1 document

Select your method of export

O AR MENDELEY j Scival@ O RIS Format DSV O BibTeX O Plain Text
EndNote, Excel ASCIl in HTML
Reference Manager
What information do you want to export?
[®] Citation information 1 Bibliographical informatian 1 Abstract & keywords [ Funding details ] Other information
| Author(s) 1 Affiliations [ Abstract 1 Number | Tradenames & manufacturers
Document title Serial identifiers (e.g. ISSN) 1 Author keywords Acronym | Accession numbers & chemicals
Year 1 PubMed ID 71 Index keywords [l Sponsor [} Conference information
Source title 1 Publisher

1 Funding text 1 Include references
volume, issue, pages Editor(s)

| Language of original document
| Correspondence address

Abbreviated source title

Citation count

Source & document type
DOl

) <

4. Your reference will now be exported to your RefWorks account into your Last Imported folder.

5. You may need to edit the reference record if there are any inaccuracies (Section 3.10 Editing
reference records outlines how to do this).

3.7 Importing from other databases

RefWorks provide examples for importing results from many major databases. To access these first go
to Help and select Knowledge Center:

% RefW Nottingham Trent Universi L Y  HeatherShaw ¥ @
RefWorks ottingham Trent University anguage (en) eainer shaw

E + = b/ o Q Knowledge Center
Video Tutorials
""" Select all )
- Email us
-

Dynamic Assessment of Shear Connection Conditions in Slab-Girder Bridges by Kullback-Leibler Distance

10



3.8 Using Save to RefWorks for web pages

Save to RefWorks allows the capture of website information to help you create citations. Before you
can use this, you need to install it into your web browser so it is visible on your Favourites bar.

For more information on using and installing the Save to RefWorks tool use the RefWorks Knowledge
Center or video tutorials.

3.9 Manually adding a new reference
To add a new reference manually, open the folder where you want the reference to be stored and then

select Add:

% ProCuest”
RefWorks

ad b/

E All Documents Share Create Bibliography

1. Select the appropriate Reference Type for the source you want to add (e.g. book, journal
article, conference proceeding):

3 Lo » e
E All Documents Add Share Create Bibliography =
E Search Databases Select all
Find it @ NTU
° Last Imported o i : : : .
Victimization and PTSD in a Lithuanian National Youth Probabilil
1‘ Sharing N i Testfolder 2016 % Adolescents % +5

B My Folders ~ Journal Article -
What is a human embryo? A new piece in the bioethics puzzle

4 Add = folder
Title
3 Notin folder (71)

What is a human embryo? A new piece in the bioethics puzzle. . —_—
Test folder 2016 (4) Authors Lastname, First name
T o -
An Examination of the Tenancy Agreement as a Shield in Proper]
Monday (19} % LANDLORD&te. % LANDLORDS % 49 Tags
October (17)
Attachments Add an attachment... &

P 11) , v | ¢
roperty (10 e ‘The only time | feel girly is when | go out’: Drinking stories, Teen:
Publish Date | Volume

% Adolescentgils % Alcoholconsum.. % +4

Privacy Policy
Issue

Terms and Conditions

2. You will be presented with the fields that need to be populated for a correct reference for a
particular source type in your specified reference style. Fill in the required information.

NB: Author names should be entered last name (followed by a comma), then first name (or first
initial followed by a full stop); if more initials are needed, these should also be followed by full
stops. Each author must be separated by a semi-colon, for example:

Smith,J.R.; Jones,Robert K.; Adams,Mary; etc.

3. Click on Save.

11



3.10 Editing reference records

You need to check the details of the records that you are importing into RefWorks very carefully to ensure
that all of the requisite detail is presented correctly for your specified reference style. The easiest way
to do this is to display the records that you have just imported into your ‘Last Imported Folder’ in your
chosen reference style, by changing the View settings using the button at the bottom of the page.

Citation View @

Harvard NTU Library - Author et

[=¥]

Mormal View ~

NB: you need to have customised your RefWorks account prior to this- see Section 2.3
For example, this book record from Library OneSearch is neither complete, nor displaying accurately in
accordance with the NTU Library Harvard reference style:

GUNNARBLOME, A Publish Date (Year) Corporate sacial respansibility in housing management is it profitable? Property Management, 30(2), pp. 351-361.

1. Click on the highlighted errors as indicated to amend the record:

+ ] g b b/ [ ]
Add Assign to Folder Share Create Bibliography Delete Adt
o Publish Date 2018 Volume
Select all (1) Test folder 20}
Issue 4
GUNNAR BLOME, A Publish Date (Year) Corporate social responsibilin
it profitable? Property Management, 30(4{ pp. 351-361. URL http://search.proguest.com
TIMOTHY, TO. and 0JO,0, A Publish Date (Year) Incursion of non-prof Jounal Property Management
management practice in Nigeria. Property Management, 29(3), pp. 305-32
Pages 351-361
SUN, 5.H. and LAN, Y.L, A Publish Date (Year) Computers in property | " - - et .
case study of Singapore. Property Management, 19(5), pp. 433-440 Publisher Emerald Group Publishing Limited

Source Name  Primo
DOMANSKAITE-GOTA, V., ELKLIT, A. and CHRISTIANSEN, D.M., 2009. Victi|
Lithuanian National Youth Probability Sample. Nordic Psychology, 61(3), | - B -
Notes ID: TN_emerald10.1108/02637471211249498

Is Electronic This is an electronic source.

Add more fields_..

2. Click on Save when you have added the correct details, in the right format, to the record.
3. Check that the reference is now displaying correctly and re-edit if necessary:

12



4. Storing/organising references in to folders

References need to be stored inside folders, making them easy to organise, locate and use. You can
use as many folders as you wish - these merely ‘tag’ the references you have collected (they do not
move them to a unique location), so the same reference may be ‘tagged’ and organised in multiple
folders.

1. To create a new folder, select Add a Folder from the folder menu and then name the folder
accordingly:

Name your folder

Please enter a name for your new folder.

Cancel

2. To put a reference in to a folder, select the desired reference(s), click the Assign to folder icon and
then select the folder where you want to put the reference:

B ~ = T i N o Q

+ Add a folder Assign to Folder Share Create Bibliography Delete Add Tags Tools Search

1 1118 dS50CIdL0N DELWEEI PeISISIENL UISIUPLVE CHNgnoou DENavioul anda uwe psycnopaunc
£ Notin folder (67)
% 3200Psychologi. % ADHD symptoms % +26

Test folder 2016 {4)

Friday (16)
Current Status of Interface Management in Construction: Drivers and Effects of Systemati
Monday (19
onday (19) % CAPTAL ™ CONSTRUCTION. % +8
October (17)
Froperty (11)

Statistical Analysis of the Effectiveness of Management Programs in Improving Constructi

Psychol 12
sychology (12) % BENCHMARKIN. ™ CONSTRUCTION. % 45

Saturday (12)
Thursday (38) CONSTRUCTION MANAGEMENT
Tuesday (38) % General Service.. % Harper, POC Hes..

Visual Culture (10)

Education (4) 0 Building quantities explained

‘- Tanc N T % Building — Estim... ® Quantity surveyi...

You can also click and drag individual references from the main screen and drop them in the
relevant folder in the list at the left-hand side of the screen.

13



5. Creating a bibliography

The Create Bibliography option allows you to create a quick bibliography containing the references in
a particular folder, displayed using the reference style of your choice. Firstly, choose the appropriate
folder from your folder list.

ProQuest”
RefWorks

Norttingham Trent University

2 T g ~
Friday (14) + m = ” [ : o Q
Add ssign v Share Create Bibliography De 1 Tags Tools Search
Monday (19)
Dctober (17) ] selectall
Property (11)

Recognizing and Managing Innovation Points in Large it Projects

Psychology (12)
% BEST practices % ECONOMICdeve.. % +3

Saturday {12)

EETTEEE

Tuesday (38)

Concrete

% Building Materials % Chemistry % 43
Visual Culture (10)

Education {4) R . . . .
Construction Risk Identification and Allocation: Cooperative Approach
‘ Tags g ! | % CHANGEmanag. % cONSTRUCTION. % 49
- i
. Deleted o

Union Coverage and Work- Related Training in the Construction Industry

Privacy Polic
y y % CONSTRUCTION.. ™ EMPLOYEEtrain. " 45

Terms and Conditions

Then select the Create Bibliography button and then choose your preferred referencing style from
the drop-down box. Use the search option to find specific styles e.g. Harvard NTU Library.

ProQuest”

RefWorks

4==  Thursday Harvard - British Standard ® Al references in ‘Thursday’ (38)

‘ i Search for styles_

‘ MHHA-MOOErn Humanies s

Research Association (Author-
Date)

references in 'Thursday’

ynamics. 2011. Business man4

APA 5th - American Psychological | | NMORE-ROWLAND, 1993 Prop

Association, 5th Edition

. f“..and MEGGERS, D.A., 2009 Finit
MLA Tth Edition | 1al of Bridge Engineering, (2), py

'\ DN, R.J_and TYRRELL, T.J, 200
| p.576-586.

:'5'2?: COLLEGE LONDOM. DESIGN D
on: Shipman.

T ind MURDOCH, J., 1998, Contril
gy eree—ewe 25 11 The UK. Joumal of Propert

AMA - American Medical
Association, 10th Edition

APA 6th - American Psychological

.
Use the Copy to Clipboard button

and paste in to your Word document.

to select the whole reference list ready to copy

14



6. Write-N-Cite: formatting references in your assignments

Write-N-Cite allows you to add citations directly from your RefWorks database to your Word documents
and create a bibliography, or reference list, in the correct citation style. It is a downloadable plug-in
which contains all of your references. If you are using an NTU PC then you can launch the Write-N-Cite
application via the Software Hub (see section 6.1). You can also install it onto your own device for free
(see section 6.2).

6.1 Installing Write-N-cite onto an NTU computer

When you have logged onto an NTU PC follow these steps to install Write-N-Cite for Word through the
Software Hub.

1. Select this shortcut on the desktop:

0

Software
Hub

2. In the search box, type RefWorks, then select Search:

H#E Al Available 192 Favourites ' 0 @ Unavailable 5 Categcgre 05 v

Cisreaily shovimg - Contamini

RefWorks Write-n-...

3. Hover your cursor over the RefWorks icon and click Launch:

s Cloudpaging Player

Stop Remove ' Help

Application Status
¥ Refworks Write-n-Cite 4.5 Ready

4. You will be prompted to open Word; it is at this point that you will see an additional tab on the
Word Ribbon called RefWorks:

15



>

HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

Calibri (Body) -|11 ~-| A" A" Aa- A F[A] i=-i=-"z- &E3&E mMmm K- T

Paste
- ¥ Format Painter

I'U-aex,x RA-F-A-BE ====-18 1=- D3

Clipboard P Font P Paragraph P

5. Go to Section 6.4 for instructions to log into Write-N-Cite 4.

6.2 Installing Write-N-Cite on to your own device

1. Firstly to install Write-N-Cite you must be logged into your RefWorks account. When you have done

this, click on Tools drop-down menu and scroll down to the section Cite in Microsoft Word.

2. From here you can select the correct version for your Mac or Windows device and then follow the

instructions to download this tool on to your machine.

For more help installing Write-N-Cite 4 consult the guide in the Knowledge Center in RefWorks or the

video tutorials.

6.3 Using earlier versions of Write-N-Cite

Write-N-Cite 4 is the most up to date version of the software. If you have previously used the earlier
version (Write-N-Cite 3), we recommend that you uninstall this version and install Write-N-Cite 4.

6.4 Logging in to Write-N-Cite 4
Once you have installed Write-N-Cite, you need to sync Word with your RefWorks account.

1. Click on the RefWorks tab, then select Log in:

@ d s
HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW W RefWarks )
Citation and Bibliography Extras Settings

2. Go to the drop down menu under Log in from your institution and search for Nottingham

Trent University when you are presented with the box below:

16



B Login

Log in with RefWorks

LOG IN

or

_ Log in from my institution -

Use authorization code

3. Enter your NTU Username and Password into the Single Sign On page that now appears and
this will connect your Word document to your RefWorks account.

6.5 Using Write-N-Cite 4 to add citations to your work
Now that you have logged into Write-N-Cite, you can begin to add citations in to your text.

1. Place the cursor in your Word document where you wish to insert the reference, then select
Insert Citation, then Insert New from the drop-down menu:

B HS -
HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW RefWorks

rﬁ Style: | Harvard M. - _@ Sync My Database 3; Log Qut
= Y@ Bibliography Options = |3 Remove Field Codes & Preferences
ﬁ; Reapply Output Style “‘_‘r\'OpEn RefWarks | Enable AutoSync Folder

itation and Bibliography Extras Settings
2. Use the screen that you are presented with below to locate the reference stored in your RefWorks
account, you can select the appropriate folder (where you stored the original reference in
RefWorks) and you will be presented with a list of the references in that folder. Alternatively you
could search for the citation using the Search References box:

17



£ Insert/Edit Citation — — S

--{7] Not in Folder X
]j Beetroot
-.{7] BlOL45211
{77 Biology essay
]J Biclogy project

Author Year 3

g Chem test < — | -
Chemistry -

£ compaos21 Edit References

‘J Last Imported [CIHide Year Suppress Pages [[] make Footnote

{2 Matt D [C] Hide Author Override Pages: l:l [] Biblicgraphy only

{77 New sports Prefix: l:l suffix: l:l

g :es:;rce disco Preview Citation {Harvard MTU Library - all suthars):
£ Spo

(No Reference Selected)

Cormpose Citation

[New Reference]

Owerride Default Ordering Ok Cancel

3. Select the appropriate reference by clicking on to it and then select OK:

£y Insert/Edit Citation S ——
{1 Not in Folder | |[x
Beetroot )
i Author Year Title =l
] BlOL45211 3
: Biology essay | | Alfane,C. 2013 Neocortical arealization: Evolution, mechani
Biology project N
2 Chiaromonte, Francesca | 2001 g
Chem test F—r— D
J Chemistry
=] cOMPa0321 Edit References
| [ Hide Year Suppress Pages [ Make Footnote
13 Last Imported
13 Matt D [ Hide Author Override Pages: [ Bibliography only
J New sports Prefix: Suffix I:I
.23 R di
Q esolree cisco Preview Citation {Harvard NTU Library - all Authors):

J Sports
{Chiaromonte, et al. 2001)

Compose Citation

Chiaromonte, Francesca, 2001, Association between divergence and interspersed re...

DM

« I 3 A
Cyerride Default Ordering ( I OK I Cancel

6.6 Using Write-N-Cite 4 to edit citations

You may want to change how the citation appears i.e. if you want to include page numbers or remove
the author or year from a citation. To suppress author(s) or year of publication simply check the
appropriate box below before clicking OK.

Edit References

[¥] Hide Year Suppress Pages [7] make Footnote
[ Hide Author Override Pages: [T Bibliography enly
Preview Citation [Harvard NTU Library - a

(Antonellis, et al )

To add in page numbers (e.g. when directly quoting or paraphrasing) this is done by adding it as a
Suffix:

, p- 22 or , p. 45-56

Tab down to the Preview Citation window to check that it looks correct before hitting OK:
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Edit References
[ Hide Year Suppress Pages [T Make Footnote

[ Hide Authar Override Pages: I:I [ Bibliography only

Preview Citation (Harvard NTU Library - all Authors);

— (Leigh, et al. 1979, Chiaromonte, et al. 2001, p.47)

6.7 Using Write-N-Cite to create a bibliography/reference list
When you are ready to create your bibliography (when you have added at least one citation), take the

following steps:

1. Firstly, ensure the Style is your chosen referencing style e.g. Harvard NTU Library, Royal Society of
Chemistry etc. (the options available from the drop-down menu should reflect those you set up in
your RefWorks account).

2. From the Bibliography Options drop-down menu select Insert Bibliography

-ﬂ Style:  Harvard LL... - L_@ Sync My Database a Log Cut

— ==| [B\ Bibliography Options * | (5% Remove Field Codes = &% Preferences
Insert

Citation = Ay Open RefWorks Enable Autosync Faolder
Citation and Bibliography Extras Settings

This will automatically generate your bibliography at the end of your work. If you subsequently amend
any of your citations, your bibliography will be automatically updated.

6.8 Write-N-Cite and Office 365

Office 365 is an online version of Microsoft's Office suite of applications. The web-based Microsoft Word
does not support Write-N-Cite as it is a simplified version of the desktop application. Therefore, you
can not use Write-N-Cite whilst you are working on a document online, in a browser, or using a device
such as an iPad or Android phone that only offers access to a basic version of Microsoft Word. You
simply need to download your document onto a device that hosts the desktop version of Microsoft
Word in order to use Write-N-Cite.

Further support

Within RefWorks, click Help and then either the Knowledge Center or Video tutorial options to
access further guidance:

If you require further information or additional support, then email libinfodirect@ntu.ac.uk or book an
appointment with a member of the Learning and Teaching Team: http://librarybookings.ntu.ac.uk/

Nottingham Trent University is not responsible for any citation or bibliography errors
produced by any referencing management software.

Always check your citation and bibliography output against the appropriate authoritative
style guidance.
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