
 

Creating Your   Database 
RefWorks is a web-based bibliography and database manager.  With RefWorks you can create your own personal database, import references 
from SJU's databases, automatically format your papers and bibliographies.  Set up a personal account and follow the directions below to get 
started. 

 

Importing Data Directly 

 
 
 

 
 
1. Under the save or export function within the online service, 
select or click onto the save to RefWorks option. 
2. If you have your RefWorks account already open, the import will 
automatically begin. If not, you will be taken to the RefWorks login 
page; after you login, the import will automatically begin. 
3. Select View Last Imported Folder to review the imported 
records. 
 
Helpful Hint: Every reference added to RefWorks (whether 
imported or entered manually) is given a print or electronic 
designation called Source Type. This assists in ensuring you have 
all the relevant data REQUIRED in your bibliography. You can set 
your own source type in the Tools menu, Customize area. 

 

Converting References from Other 
Bibliographic Management Products 
 

RefWorks is compatible with a number of other bibliographic 
management products. You can easily convert an existing 
bibliographic management database such as EndNote into 
RefWorks. For details on this process, please refer to the online 
Help section of RefWorks. 

 

Importing Data from Saved Text Files 

 
 
References can be imported into RefWorks from a text file (.txt) 
created by saving references from a wide variety of online services 
and other bibliographic management programs. 

 
1. Retrieve the results you want to export from the online service 
or bibliographic manager, and save them to a text file. If the 
database vendor lists several different formats for saving the 
references, see the RefWorks Help file for further details on the 
appropriate selection. 
2. Access your RefWorks account and click References from the 
drop-down menu; then select Import. 
3. On the subsequent menu, access the drop-down menu next to 
Import Filter/Data Source and click the source of the data. 
4. Click on Database drop-down menu and select the source 
database. 
5. Click on the Import References Into menu and designate the 
specific folder where you want to file the imported references. If 
you do not choose a folder, the references will automatically go 
into a folder titled Last Imported Folder. 
6. Enter file name into Import Data from the following Text File 
by browsing and selecting or manually typing in the file name. 
7. Click on Import at the bottom of the screen. When the import is 
complete, select View Last Imported Folder, or the folder into 
which the references were imported, to review/ modify the 
imported references. 
 

Helpful Hint: An up-to-date listing of all the online services and 
databases that are supported by RefWorks can be found in the 
Import area by clicking on the List of Filters and Databases link. 
 

Manually Entering References  
 

 
 
1. Select References from the pull-down menu tool bar and then 
choose Add New Reference. 
2. Select a potential bibliographic output style (e.g., APA, Chicago, 
MLA) under View fields used by. 
3. Designate the type of reference you are entering (e.g., journal, 
book or dissertation) under Ref Type. Field names marked with a 
green checkmark indicate recommended information needed to 
produce an accurate bibliography for the selected output style and 
reference type. These fields are not required to save the actual 
reference. 
4. Enter information in boxes provided and click Save when 
finished. 
 

 
 
 
 




