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Using Ref Wor ks 
 

 
St age 1: Gat her ing inf or mat ion and managing t he sour ces. 

Before you begin, open two windows in your browser. In one open Ref Works from the library 
home page; in the other open the database (e.g., EBSCOhost) 
 
1. Fir st  Time Login.  RefWorks is licensed for use on campus or through the library’s proxy 

server (see the Off Campus link on our home page).  However, since the single campus 
license will house the reference databases for all Cornellians, you still must log on to 
RefWorks.  Click on the Si gn up f or  an I ndi v i dual  Account  link to create your 
account. 

 

 
 
 Use any login name that seems reasonable to you and any password you’ ll remember.  

Type of user and area of focus are optional. 
 
2. I ndividual Folder s.  To organize your references you need to set up folders. You can set 

up a folder for each assignment or for each course. 
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3. Adding r ef er ences t o your  f older .  You can enter manually the information for a 
reference that will go into your reference list by clicking on New Ref er ence. 
 

 
 
 OR, you can import references directly from a database. 
 
 
3. Sear ch r esult s.  Once you have completed your search in EBSCO and saved your hits into 

your folder, go to the folder. Click Save to Disk 
 

 
 
 
 
 
 
 
 
 
 
 
 

1. Choose the 
format you 
intend to use. 

2. Enter data in 
the required 
fields. 

3. Write 
annotations, if 
you are 
creating an 
annotated 
bibliography. 

4. Click  Save 
Reference 
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4.  At the Save Manager screen, click Bibliographic Manager. The select “Direct export to 
RefWorks”  and be sure there is no X in the “Remove. . .”  option. 

 
 
5. Select the newly imported records and place them in an appropriate folder. 

 
 
 
You can continue to add citations to your folder as you work on your research.  
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St age 2:  Wr it ing t he paper .  
 
Download Wr it e N Cit e, if  you have not  done so pr eviously. 

 
 
Open Micr osof t  Wor d and click on Wr it e N Cit e 

 
 
Compose. Begin composing and typing your text. Save the document so that it has a file name. 
Be sure you are logged in to Ref Works. Click on Write N Cite as you write your paper 
whenever you need to insert a citation; it will call up your source list from RefWorks where you 
simply click on Cite  in front of the reference source you want. A parenthetical notation will 
appear in your document. Just leave it in its raw state until you are ready to print your paper. 

 
 
 

To finally format your paper and reference list, switch to the Ref Works window, click on 
BIBLIOGRAPHY select your format and see your paper appear. Save it in an appropriate place as 
a Word file and print it when you are ready. Proofread both the paper and the reference list. 


