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1. What is RefWorks and what can it do?
RefWorks is an “online reference manager”: Any references you wish to save (details of
journal articles, books, etc.) can be stored in RefWorks, and organised into folders.
RefWorks creates automatic bibliographies: You can create a reference or bibliography
list for your assignments
RefWorks is free for university members: Bangor University Library pays a subscription
for RefWorks, so it is freely available to University staff and students, and can continue to be
used by university alumni.
RefWorks can be used from the university and home: RefWorks is on the internet, so
you can access your references anywhere you are online, with your university user name
and password.
RefWorks enables you to share references: You can share your lists of saved references
with other people using RefShare.
Note about previous versions: A new version of RefWorks was launched by the
developers, ProQuest, in 2016. This version is running alongside the previous version of
RefWorks (now referred to as “Legacy RefWorks”) indefinitely. Legacy RefWorks is
available at: https://www.refworks.com/

2. Logging into RefWorks
2.1. You can find RefWorks online by typing RefWorks into the Library Catalogue Quick
Search, by searching in Google or by directly using the RefWorks web address
http://refworks.proquest.com/.
2.2. Once on the RefWorks page, you will need to login.
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2.3. Under the Use login from my institution button, select Bangor University from the
drop down institutions list.
2.4. Login with university username and password.
The first time you log in to RefWorks, you will need to fill in your:
•
Name
•
E-mail Address (use your Bangor email address in full including the @bangor.ac.uk)
•
Type of User (postgrad, undergrad, etc)
•
Area of Focus (your school for example)
2.5 You will be emailed an activation code. Click on this code and complete your registration.

3. Saving References from the Library Catalogue

3.1 Search the library catalogue, from your results list, click on the title of the item you want
to save to RefWorks
3.2 Scroll down to the section “Send to” and select RefWorks

3.3 If you don’t already have your RefWorks account open, a window will open that asks you
whether you are using the older version of RefWorks (legacy RefWorks) or New
RefWorks. Choose New RefWorks and then you will be prompted to log in.

3.4 The reference will be imported and you will get a message as follows:
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3.5 The reference is saved into the “Last imported” section of your RefWorks account, find it
there and then click and drag it into a folder of your choice. For multiple references, you
can also tick the boxes next to each reference and then click on the Assign to Folder tab:
3.6 You can also send multiple references in one go from the library catalogue. From your
results page, click on the pin icon to save these items to your favourites.

3.7 Click on My Favourites via the pin icon in the top right corner to see a list of items you
have saved.

3.8 From here you can select all and click on “RefWorks” from the drop down menu (

…)
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4. Creating Folders
RefWorks “folders” enable you to organize your references into different categories, making
them easier to organize and find. You can also create sub-folders within folders.
4.1. Click My Folders and select Add Folder on the left of the screen.
4.2. Name the folder, e.g. Mindfulness.
4.3. Click Save

Click on My Folders and then Add Folder

4.4 You can now select some references to put them into folders.
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5. Saving References from E-databases
5.1. ProQuest
Some electronic databases allow you to export (send) references directly to RefWorks.
5.1.1. In ProQuest, from your results page, select the items you want to send, and click on
the three dots to reveal “All save options” from the top right side.

5.1.2. This will open a menu from where you can choose RefWorks under Citation Export

5.1.3. You are then offered a number of options, where you can choose what information
about the references you want to extract – usually you can leave this as it is. Then click
“Continue”.
5.1.4. Then follow steps 3.3-3.5.
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5.2. Web of Science
5.2.1. From the Web of Science results list, select the results you want to export and click on
the box labelled “A Export” and choose “RefWorks”

5.2.2. You will then get presented with options to choose which records and in what format.
Select RefWorks.

5.2.3. Then follow steps 3.3 to 3.5 above.
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5.3 Medline via EBSCO
5.3.1. From your results list, either click on “Share” and choose “Results (1-50)” which will
put the whole page of results in your folder, or click on the small folder symbol with the +
sign

next to each item in your results page to select some items to send to your folder.

5.3.2. Click on your folder (link at top right hand side of page in the red bar)

5.3.3. Click in the Select all box at the top of the list and Choose Export.
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5.3.4.This will offer you the option to remove the items from the folder after exporting, and
allows you to choose where to send the references – choose “Direct Export to RefWorks”
and click on “Save”

5.3.5. Then follow steps 3.3 to 3.5 above.

5.4 Where there is no direct export available, save as a RIS file
Some databases may not give you the option to directly export references. Or the option the
offer may not be working. In that case, you can save your references first as a RIS file and
then import the file into RefWorks.
5.4.1. In the reference database, save the list as a RIS file. For help with this contact
libsupport@bangor.ac.uk
5.4.2. In RefWorks, choose “Import References” from the “Add” menu, then either click on
“select file from your computer” or just drag the file over to the space indicated
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5.4.3. Ensure that RefWorks has identified the correct format of the file or choose RIS format
from the drop-down menu and then click Import.

6. Typing References by Hand
Reference details can be typed into RefWorks. This is useful if you have a book or other item
in front of you and want to type the information or you are using an electronic database,
which doesn’t save reference details to RefWorks. Click the + button and click on Create
new reference.
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You can select the reference type for the item you are adding which will open the relevant
fields you need to fill in for that item (Journal Article, Book, Report etc.).

7. Creating a Bibliography
•
•

Select a folder.
Click on Create Bibliography button.

Choose Referencing style
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Select the reference style you need, by clicking on the drop down menu. This is located at the
top left of the page.

8. Sharing References
RefWorks has a Shared Area, where you can place folders of references to be used by
others.
To share a folder:
•

Click on the Share icon and then Share a Folder. Alternatively, click on Sharing in
the left hand menu and then click on Share a Folder.

12

9. RefWorks user guides and videos
Online helpguide available at: https://proquest.libguides.com/newrefworks
YouTube videos available at: https://www.youtube.com/channel/UCzmTj_AGeY59VoNv0SvcCg

10. Help available
Contact email for help: libsupport@bangor.ac.uk
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