
Refworks Tutorial 
 
IMPORTING A REFERENCE 
 

1. Choose a database that you’re comfortable with. 
a. Note: conceptually the databases all operate the same way when dealing 

with refworks. The trick is to figure out the language and where to locate 
the correct buttons. 

2. For this tutorial we are going to use  EBSCO HOST’s Academic Search 
Complete. 

 
3. Search for your information in the “Find” Field. (see green arrow) 
4. When you find your results, click the “Add” button to the right of the citation 

 
5. This should turn the folder yellow and it will say “Added” 

a. You may do this with as many articles as you like. There’s no limit to the 
number of references you can import at once. 



 
6. At the top of the web page you will see an icon that says “folder has items”. When 

you are done with your information search, and ready to export to Refworks, click 
on that icon. 

7. This will take you to a new webpage called “Folder Contents” that looks like this: 

 
8. Keeping in mind that other databases operate in a similar way, you want to find 

the export link, which in this case is located just above your references. 
9. When you click on that you will be taken to a new page that looks like this 

(you’re almost done): 

 



10. Make sure you’ve selected the appropriate format for your export, in this case it 
should be Refworks 

11. Click “Save”. 
12. As long as your “pop-up blocker” is turned OFF your web browser should open a 

new window and ask you to sign into your Refworks account. 

                                                                                               
13. Refworks should automatically import your reference and show the following 

window: 

 
 
14. From this window you can view your “last imported folder” and make edits, move 
the reference to another folder or just admire it. The choices are endless. 


