
Refworks Tutorial 
 
ADDING A NEW REFERENCE 
 

1. Go to www.refworks.com 
2. Click the “Login” Button above the giant quotation marks 

 

 
 

3. If you don’t already have an account click the “sign up for an individual account” link 

 
 



4. Fill out your information and click register 

 
 
5. When that’s complete your window should look like this: 
 

 
 
6. This is your homepage, and right now you do not have references in your account. 
Let’s fix that! 
 



7. First we need to create a folder where you can store your references. You can create as 
many as you want, but for the purpose of this tutorial, let’s make one. 
8. Click on “folders”  
9. Click on “create new folders” 
 

 
 
10. Give your folder a title and click “OK” 



 
 
11. Next go to “References” and “Add a New Reference”  

 



12. Select your output style in the “view fields used by”. Most likely you’ll want APA 5th 
edition. 
 

 
 
13. Then begin filling in the fields with Green Checks. Those are fields used by that 
output style. Try to fill in as many as you can, but some of them will not be relevant. 
 

 
 



14. Once that is complete click the “Save Reference” (see above)  
15. Click on “View” then “View all References” 
 

 
 
16. Check the “Ref I.D.” box and then “put in folder” 



 
 
17. You have successfully imported a reference and organized it in your account. Well 
done. 


