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Four Steps to RefWorks  

1. Setting up your account 

First time users 

1. Go to the library catalogue (library.beds.ac.uk). 

2. Search for RefWorks and select RefWorks from the search 

results. 

3. Click on the UK Access Management Federation link. 

 

4. Click Use login from my institution. 

5. Select University of Bedfordshire from the drop down list. 

6. Create an account using your student email address and normal password. 

7. There will be a short form to fill out, then your account will be activated. You will receive an email 

confirming this. 

Importing references from other referencing software (e.g. EndNote) 

1. Export your existing references as a RIS file (for further guidance see http://proquest.libguides.com/

newrefworks/importing) 

2. In RefWorks, click on All References. 

3. Click on the Add icon. 

4. Click Import references. 

5. Drop the RIS file into the box to import your references. 
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2 Adding references to your RefWorks account 

Creating a new reference manually 

1. In your account, click on All References. 

2. Click on the Add icon. 

3. Click Create new reference. Select the type of reference you would like to make in the drop down 

menu (e.g. book, journal article, etc). 

4. Fill out as many fields as you can and click Save at the top right of the screen. 

 

Book references from the library catalogue 

1. In your account, click on Search Databases. 

2. In the drop down menu, type “University of Bedfordshire” into the search box and select it. 

3. Click Advanced, then select Title in the drop down menu. 

4. Type the title of the book you would like to reference and then click Search. 

5. Tick the box of the reference and click Import; or, drag and drop the reference directly into 

one of your folders. 

 

Journal article references from Discover 

1. Search for a document in Discover. 

2. Click on the title of the relevant document. 

3. Click Export in the right hand panel. Select Direct Export to RefWorks then click Save. 

4. Select ProQuest RefWorks (with the blue logo). 
 

Website references 

1. In your account, click on All References. 

2. Click on the Tools icon, then click Tools from the drop down menu. 

3. Click Install Save to RefWorks and follow the onscreen instructions. 

4. Go to the website you would like to reference and click the Save to RefWorks button in your 

browser. Check the information is correct, then click Save to RefWorks. 
 

PDF document references 

1. Save a PDF file to your device. 

2. Drag and drop your PDF file into All References in your RefWorks account. 
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3 Managing your references 

Creating folders 

1. In your account, click on My Folders. 

2. Click Add folder. 

3. Type in the name of your new folder and click Save. 

4. Go back to All References, and drag and drop existing references into your new folder. 

 

Sharing folders 

1. In your account, click Sharing. 

2. Click Share a folder. 

3. In the drop down menu, select the folder you wish to share. 

4. Enter the University email of anyone you wish to share the folder with, then click Share Folder. 

5. The person you shared with will now be able to see your folder in their RefWorks account, under 

Sharing. 
 

Quality checking your references 

1. In your account, click on All References. 

2. In the Display drop down menu at the top of the screen, click on the cog icon next to Citation View. 

3. Select Cite Them Right—Harvard and click Save. 

4. You will now see your references in full. Missing information will be highlighted in yellow. Blue 

indicates that there may be information missing depending on the referencing style. 

5. Correct any missing information manually by clicking on the highlights. 

 

 
 

Deleting references 

1. Select the reference you wish to delete, then click the dustbin icon. 

Backing up references 

It is good practice to back up important cloud based files on your own personal device or University 

student drive. Section 4 of this document explains how you can download a copy of all of your references 

from RefWorks into Microsoft Word for safe keeping. Do this regularly, especially in the run up to 

deadlines. 
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4 Inserting citations and reference lists into Microsoft Word 

Manually creating a reference list 

1. In your account, click on All References. Click on the Create Bibliography icon, then click Create 

bibliography. 

2. In the drop down menu, select Cite Them Right—Harvard as your referencing style. 

3. Click Copy to Clipboard, then paste the reference list into Microsoft Word. 

Using RefWorks in Microsoft Word 

There is a plug-in for Microsoft Word which links to your RefWorks account called Write-N-Cite. 

Write-N-Cite is pre-installed on all library PCs. You can also install it for free on your personal device. 

For system requirements visit: http://proquest.libguides.com/newrefworks/format 

Installing Write-N-Cite on your personal device 

1. Do not have Microsoft Word open while you install Write-N-Cite. 

2. In your account, click on All References. Click on the Tools icon and click Tools. 

3. Under Cite in Microsoft Word, click Other Windows and Mac Versions to see all download options. 

4. Click Download & Install for the version you wish to install. 

5. A .exe file will be saved on your computer. Run the file and follow the steps. 

6. When Write-N-Cite is installed, open Microsoft Word and click on the RefWorks tab in the 

ribbon. Click Log in to connect to your RefWorks account. 

Using Write-N-Cite 

1. In Microsoft Word, click on the RefWorks tab and log in. 

2. In the Style drop down menu, select Cite Them Right—Harvard. 

3. Click Insert Citation, then Insert New. 

4. Select a Folder, then click the citation you would like to add. Choose how you would like it to appear 

in text (with or without the author, for example) and then click OK. 

5. Once you are finished adding your citations, click Bibliography Options, then Insert Bibliography. 

Macs with Microsoft Word 2016—RefWorks Citation Manager 

Write-N-Cite does not currently work on Macs with Microsoft Word 2016. Instead, RefWorks Citation 

Manager can be used. Visit the RefWorks support pages on LRWeb to learn more: 

https://lrweb.beds.ac.uk/a-guide-to-referencing/new-refworks/ 




