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1. Registering for RefWorks
a) To register for a RefWorks account, go to https://refworks.proquest.com/ and select No
account? – Sign Up here

b) Follow the instructions to enter your university email (remember @unimail.hud.ac.uk for
undergraduates and @hud.ac.uk for staff and researchers)
c) Create a memorable password and click on the Sign Up button.
d) You will now need to check the activation link sent to your university email account.

e) Return to https://refworks.proquest.com/ and you will be prompted to fill in some
additional data.
f)

Complete and note the brief tutorial pop up that appears on the screen.

You now have an empty RefWorks library to which you need to add references.
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2. Adding references from Summon
a) Open the Summon homepage at https://library.hud.ac.uk/ and type in a search.
b) From the search results screen, click on RefWorks from the top right tool bar. If it is not
visible then you are already logged in from the previous registration exercise.

c) It will ask you to log in using your email and password combination, and then take you back
to the Summon search screen.
d) Now select the items from your list which you would like to save into your RefWorks library.
e) Click on the folder icon next to each item to Save this item

f)

Then click on the Folder icon in the top right corner to send your references to RefWorks.

g) Repeat these steps to add 10 or more references to your RefWorks library. Just use the Back
to Library Search shortcut at the top of the RefWorks page to take you back to Summon.
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3. Sorting references into folders
a) Click on My Folders, then Add a folder, give your folder a name and click on Save.

b) Click back on Last Imported and either drag and drop relevant items into your new folder or
select some items using the check boxes and then click on the folder icon from the top menu
bar.

c) Select your folder and click on Apply

For further guidance on managing folders see the video at http://hud.ac/c0l
4. Quick cite and Create bibliography
a) Click on the

Create bibliography button. Select Quick cite first and see select a

reference to see what it should look like in APA 6th as a citation and a reference list
(bibliography) entry.
November 2016

b)

Return to the button and select Create bibliography this time to see how you can copy and

paste a list of references into a Word document or email.

c) Note the last reference above has a long URL from Summon which we would need to edit before
pasting it into our document.
5. Editing a reference
a) Click on one of the references in your RefWorks library to open a right hand column, then
click on the pencil icon to edit the record.

b) You can then add any missing information or correct any typos by clicking in to the relevant
field. For this reference, we can untick the Is Electronic checkbox so the long URL does not
appear in the bibliography entry.
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c) Remember to click on Save on the top right of the screen.

Additional information
6. Accessing your RefWorks library direct (not via Summon)
To check your RefWorks library without going via Summon, simply go to
https://refworks.proquest.com/ and log in

7. Importing a PDF into RefWorks
If you have downloaded a PDF of a journal article, you can attach it to the reference in your
RefWorks library.
a) Simply click on the reference to make it appear in the right-hand column.
b) Click on the pencil icon to edit the reference, and then either drag & drop the file, or select a
file from your computer.

You can highlight pieces of text and add notes to the PDF using the icons on the top menu bar.
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8. Cite in Microsoft Word
If you are using a University of Huddersfield computer, you should be able to see a RefWorks tab
when you open Microsoft Word to create documents. This allows you to pull references directly
from your online RefWorks library to create citations and a bibliography/ reference list.
If you are using RefWorks on your own laptop/ PC then you will need to install the tab yourself.
a) To do this, click on the three dots from the top menu and select the Tools option.
a) Scroll down to Cite in Microsoft Word section and select the relevant Download & install
option.
For guidance on how to use the Write-n-Cite function, see the video at http://bit.ly/RefWorksHudLib

9. Duplicates
If you add the same reference to your RefWorks library more than once, you can easily locate and
remove duplicates.
a) Click on the three dots on the top menu bar, and select the Find duplicates button.

b) Delete any unwanted references by clicking on

the icon on the top menu bar.

Other features and support are available, see the ProQuest videos at http://bit.ly/RefWorksHudLib ,
ask a Subject Librarian at the Library Help Centre on Floor 4 or email library@hud.ac.uk

November 2016

