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ENTERING YOUR REFERENCES MANUALLY (USE NEW REFERENCE) 
 
1)  Open your RefWorks account and select References: Add New Reference (click on button and blank form will 
appear).  
 
The example is citation of a journal article: 

 
Kilinc, M., and J. Beringer. 2007. The spatial and temporal distribution of lightning strikes and their relationship with 
 vegetation type, elevation, and fire sears in the northern territory. Journal of Climate 20, (7) (APR 1): 1161-1173.  

 
2)  Enter the citation data on the New Reference page as below 
 

 
 
For the reference citation to be properly stored in RefWorks, it is critical to correctly identify the reference type (Ref Type): 

Abstract Artwork Bills/Resolutions Book,edited Book,section Book,whole  

Case/Court Decision 
Computer 
Programs 

Conference 
Proceedings 

Dissertation, 
thesis Generic Grant 

Hearing Journal 
Journal, 
Electronic Laws/Statutes Magazine Article Map 

Monograph Motion Picture Music Score 
Newspaper 
Article 

Online Discussion Forum/ 
Blogs Patent 

Personal 
Communication Report 

Sound 
Recording 

Unpublished 
Material Video/DVD Web Page 

 
3)  Click the Save button. 
 
 
 
 
TAGGING / IMPORTING REFERENCES FROM WORD PROCESSING DOCUMENTS 
To import references that have been formatted as a bibliography within a word processing document, the references must 
be manually tagged.  First divide each reference citation into data parts and then add tags for the reference type (RT) and 
fields, to enable RefWorks to read and import the references. 
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The tags used in RefWorks are: 

RT=Reference Type AB=Abstract AD=Author Address ST=Shortened Title 
ID=Reference Identifier NO=Notes AN=Accession Number U1=User 1 
A1=Primary Authors  A2=Secondary Authors LA=Language U2=User 2 
T1=Primary Title T2=Secondary Title CL=Classification U3=User 3 
JF=Periodical Full ED=Edition SF=Subfile/Database U4=User 4 
JO=Periodical Abbrev PB=Publisher OT=Original Foreign Title U5=User 5 
YR=Publication Year PP=Place of Publication LK=Links SL=Sponsoring Library 
FD=Publication Data, Free Form A3=Tertiary Authors DO=Document Object Index LL=Sponsoring Library Loc
VO=Volume A4=Quaternary Authors CN=Call Number CR=Cited References 
IS=Issue A5=Quinary Authors DB=Database WT=Website Title 
SP=Start Page T3=Tertiary Title DS=Data Source A6=Website Editors 
OP=Other Pages SN=ISSN/ISBN IP=Identifying Phrase WV=Website Version 
K1=Keyword AV=Availability RD=Retrieved Date WP=Date/Elec. Publication

 
3)  Once the tags are set, save this as a Plain Text file and accept defaults on the next screen by pressing OK. 
 
4)  Open the RefWorks account and select the Import page. Select RefWorks Tagged Format as the filter and choose 
the text file that has been saved. Click the Import button.

 

1) Open a Word file and paste in the reference 
citations (same example as above) from a word 
processing document. Break each citation into data 
parts as below, and remove the punctuation 
between each part. 

 

2)  Add the tags corresponding to each data part. The first 
line of each citation must be the reference type (RT) tag.  

 


