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Folder Options

Use the following toolbar to manage your references. Note: In the All References folder,
Remove from Folder is not an option.

Last Imported Folder switch to: [Standard view =]

Use: ™ Selected © Page Al in List
| Add to My List ||F'l_|t in Falder... ;I | Rernove from Folder || Global Edit || Delete || F'rintl

Note the circled points of reference in the following screen shot.
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Circle in upper left corner: Radio buttons Selected and All in List let you to choose items
to be managed. Command buttons operate on the selected references You can move,
delete and print selected references.

Circle on right: References can be included in more than one folder. You can keep track
of where you have stored them.

Add to My List Option

To put selected items in a temporary folder, My List, use Add to My List. This combines
references from more than one folder. You can print, edit or delete items in this
temporary folder. When you Log out, items in My List are automatically cleared.

If you would like something more permanent: Folders > Create New Folder

Global Edit Option

Use this option to append to, or overwrite, a field in the selected items, or to all items in
the active folder (All in List). Append to Existing Data adds to, and Overwrite Existing
Data replaces, whatever is in that field. There are five (5) fields designated User that will
hold unigue information about citations that you can add.
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Remove from Folder and Delete Options
References may be removed from a folder by opening that folder, selecting the
references, and clicking on Remove from Folder.

Delete deletes all selected references. Even if these references reside in other folders, if
you select them and use the Delete option, they will disappear. No undo option is
available.

Copying Citations

e Navigate to the folder which has the references to be copied.

e Select the citations (Selected or All in List) you would like to copy.

e Use Putin folder . . . drop-down menu to choose the receiving folder.

Print Option
RefWorks will print selected citations in an output style from their list of options. An

output style is a citation style, e.g. APA 5™, MLA 6™. This option prints out a webpage. If
you would like to print your reference list in a cleaner form, use the Bibliography option.

Bibliography Option
The Bibliography option creates a formatted copy of selected citations.

References »|Search ~|View v Folders ~|Bibliography | Tools =/ Help =

Select an Output style. Under Format a Bibliography from a List of References, select
the File Type to Create and which references will be included on the line below. Click
Create Bibliography.

IBih“ﬂngph‘f Lint of Swipus Styler | Rsguart sn Output Styls
Back to Reference List

Qutput Style [2pa - amencan Peychological Assoaiation, Sth Edition =] Edi... ] Nﬂ*’l Praviaw Styles |

" Format Paper and Bibliography

Dotument bo Format

% Format a Bibliegraphy from a List of References
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|Document Formats Supported

« ‘Word for Windows 2000 or |ater
« ‘Word for Mac 98 or later

. HTML

«  Pugh Text Farmak (RTF)
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