Getting Started:  Organizing and Using Information
· Setting up folders
· Refworks is set up to handle the organization of small one page papers to large dissertations easily through the use of folder.

· Before starting any research for a new project, it is best to create a new folder to place the references that you will find into the folder.  This is easily done by going to the “Folders” toolbar and clicking “Create New Folder”

· It is also possible to change and organize your folders as yours papers and projects change.  This is done in the “Organize Folders” section under Folders.
· Importing journal articles
· Many databases actually have means to pull information or references from their database directly into Refworks.  Though this is commonly known as importing, many databases give it a variety of names including download, save, or mark. There are three ways to import journal references into your Refworks account.  These three ways are direct import from select resource catalogs, tagged resources, and manual importing of references.

· Direct Importing

· Direct importing is the easiest way to bring references into your account.

· Many resource databases have a way to export checked or saved references directly into your account

· It is also a very good idea to check each reference that has been imported for any errors.  This doesn’t happen frequently, but it is much easier to check them when you first import them, then the night before the paper due date.  If you find a reference that does need editing, then just click the “edit” button on the right side of the reference.

· Once you have imported anything, it is a good idea to place it into the project folder that you are working on to save confusion later.  If you ever think that you have lost a reference, you can look either search for it, or look for it in the “References Not in Folder” folder.

· Tagged Resources

· You may occasionally find yourself searching a database (for example Google Scholar) that does not have the option to import directly into Refworks.
· Despite the database not having the import feature, it formats each reference into something called a tag.  A tag is a simplified type of organization that a database attaches to each reference in order to better find and organize them.  It is much like a street address in which you can easily find a place you need to go with a map. These tags can be loaded through Refworks, but require a few extra steps.

· To better understand this visit the Refworks tutorial section at http://www.refworks.com.proxy.libraries.uc.edu/tutorial/ and do the “Importing Text Files” tutorial.

· Manual Importing

· Sometimes you may have a book or article that you found outside of an online database.  In this case, Refworks provides a way to manually type in the information to create a citation reference.

· Once inside Refworks, go to the “Reference” toolbar and select “Add New Reference”
· The first step would be selecting the reference type that you want to import in the “Ref Type” menu.  This formats a list of necessary information that you need to type in.  (This is also dependent upon the citation style that is preferred by your professors.  Undergrads typically use MLA or APA format while each graduate discipline uses specific formats based on the field.  The preferred format for Art History is Chicago 15th addition notes and bibliography which is also known as Turabian 6th edition format)

· Also, it is important to select the folder that you will be placing the reference from the “In Folder(s)” menu
· Once you have typed the information into all the appropriate fields, click the “Save Reference” button on the bottom of the page.

· Importing books

· Again there are a few different ways to import books into Refworks.  A small majority of online library catalogs have direct import into Refworks.  However, any books found currently on the library catalog or on OhioLink will have to either be imported manually, same as journals, or found through Refworks search engines.  The best way to import references is through Refworks and utilizing its search capabilities of OhioLink.  This can even be done with books found at UC libraries since all of those books are found on OhioLink.
· Importing books from UC libraries and OhioLink books Refworks

· The first step is to access the Refworks search engine by going to the “Search” toolbar and going down to “Online Catalog or Database”.
· From the Online Catalog menu, select OhioLink and begin your search.

· A helpful tip for this is to have two windows open, one with OhioLink and one with Refworks, and search for your book first in OhioLink and when found, cut and paste the title into the title field in Refworks.  This has given me the best control to be able to order the book and import the reference without having to much hassle.

· Creating your bibliography

· Once you have imported, corrected, and organized your references, you are just one step away from easily creating a bibliography.
· Click the “Bibliography” button on the toolbar

· Select the type of format that your professor has asked the paper to be in. (Remember, undergrads is usually MLA or APA format)

· In the “File Type to Create” select the appropriate Word format based on the type of computer you are using.

· Select the folder of references that you are wanting to make the bibliography from.

· The last step is click “Create Bibliography” and add the page it produces to your paper

· The assignment

· Your professor has asked you to write a paper on global warming.  They would like the paper to be in MLA style and each student to use a minimum of 4 journal entries and 2 books.

· Using Refworks I would like you to do the following steps

· Create a folder named “Global Warming”

· Search Academic Search Premiere for the words, “global warming” 

· Add the first three references and go to your folder at the top right
· Click “Save to Disk”

· Click on the Bibliographic Manager tab and select direct export to Refworks.

· Check the articles for any errors and move them into the penguin folder

· Manually enter the following journal article and place in the penguin folder

· “Coal in the 21st Century.” By: Tucker, Patrick. Futurist, Sep/Oct2006, Vol. 40 Issue 5, p15-16
· Go to library catalog and do the keyword search for penguins and habitat

· Export this into Refworks, check for any errors, and move them into the global warming folder

· From the library catalog move to OhioLink central and do the same keyword search

· Cut and copy the first title on the list into Refworks Online Catalog search and import that references into the global warming folder
· Create and print the bibliography

