
 RefWorks II: Creating Your Personal Database 
 
Add references to your RefWorks database through one of six methods: 

o downloading via  
o importing directly from an online database 
o importing from a saved text file 
o manually entering information 
o searching remote databases from within RefWorks 
o importing data from RSS feeds 

 

Creating your Database:  
 
The  button found in many Stanford-licensed databases includes the 
Download option to move a selected citation into RefWorks. 
 
1. Obtain a search result in the online database 
2. Click on the  button 
3. Under the 

Download 
option, select 
RefWorks f
the pulldo
menu, and click 
Go. 

rom 
wn 

utomatically 

 

6. In RefWorks, 

 

 
ded 

3 

4. If not already 
logged in, 
RefWorks will 
launch and 
prompt you to 
log in. 

5. Reference will 
be a
imported into 
the Last 
Imported
folder 

click on View 
Last Imported
Folder to 
confirm the
reference loa
correctly 
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Creating your Database: Direct Import 
 
A “direct import” feature for RefWorks is available in several Stanford-licensed online 

y for 

. Obtain a search result in the online database 

Export, RefWorks, or similarly labeled 

databases. This feature allows a single record or a selection of several records to be 
imported into RefWorks with a single button click. Details on importing vary slightl
each database but the general directions are below.  
 
1
2. Mark records to be imported into RefWorks 
3. Select Marked Records, View/Print/Email, 

option to begin copying your selected reference into RefWorks. If you need help, select 
the Help link in the online database. 

 

3

4. If not already logged in, RefWorks will launch and prompt you to log in. 
5. References will be automatically imported into the Last Imported folder 

 
6. Click on View Last Imported Folder to confirm the references loaded correctly 
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Creating your Database: Importing a Text File 
 
Most online databases allow references to be saved as a tagged text file. RefWorks can 

se requires a 

. Obtain a search result in the online database 

 file in “tagged” or other appropriate 
 

4. 
der the References menu, choose Import 

import the text file via “filters” to translate each database’s field tag into the 
corresponding RefWorks field, e.g. “AU” translates to “author”. Each databa
separate filter. General directions for importing via filters are below. 
 
1
2. Mark records to be imported into RefWorks 
3. Download or save the records as a text (*.txt)

format. See the database’s Help for the recommended format to use for RefWorks.
Log in to RefWorks 

5. From any window, un
 

 
 

5 

6 

9 

10

6. For Import Filter/Data Source, select the database company 

t references added to the default Last 

9. ing Text File, click Browse to select your file 

11. ort at the bottom of the window 
nfirm references loaded correctly. 

7. For Database, select the name of the database 
8. For Import References into, if you do not wan

Imported folder, select a folder 
For Import Data from the follow

10. Or, copy and paste your text file content into the Import Data from the following 
Text box 
 Click Imp

12. Click on View Last Imported Folder to co
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Creating your Database: Importing a Text File from Socrates 
 
Records from Socrates can be imported by using a filter. However, three caveats: 

mation will not import 

First, format records for output from Socrates: 
y clicking on the Mark button for the 

2. rking records, click on Email/Print/Save above the search results. 

o Socrates can only format 50 records at a time 
o Library/Location (e.g. GREEN/Bender Room) infor
o Call number imported may not be the correct call number 

 

1. In Socrates, mark the desired records for output b
record. 

 After ma
 

 
 

 

3 
 

4 

3. Confirm that desired items are included in the list of marked records. 

hen, import records into RefWorks 

se Import 
SI Library Software” 

atalog (Socrates)” 

ds from the View/Save/Print or Emailed Socrates display into 

 
aste a single record into the Import Data from the following Text box 

10.
ences loaded correctly 

4. Choose View/Save/Print or Email to obtain formatted records. 
 
T
5. Login to your RefWorks account 
6. Under the References menu, choo
7. For Import Filter/Data Source, choose “SIR
8. For the Database pulldown, choose “Stanford University’s Online C
9. a. Click Browse and select the saved text file 
 or 

b. Paste formatted recor
the Import Data from the following Text box 
or 

 c. Copy and p
[Note: any call numbers and URLs in the record will fail to transfer with this method] 
 Click on Import 

11. Confirm that refer
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Creating your Database: Entering References Manually 
 
1. Log in to your RefWorks account 
2. From any window, under the References menu, choose Add New Reference 
3. Optional  If you know what output style you might use, select it from the View 

required fields for drop-down menu.  
4. For In Folder(s), select a desired folder to place the reference. A “?” will appear next 

to the selected folder until the reference is saved. 
5. For Ref Type, select the type of reference. The fields will then change to only those 

appropriate to that reference type. A green “ ” will appear next to 
required/recommended fields if an output style was selected under View required 
fields for at the top 

 

 

2 & 
8 

3

4 & 5 
7 

 
6. Enter information for the reference 
7. Click Save Reference when done 
8. To view the reference, choose View from the top Folders menu and select the folder 
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Creating your Database: Searching Remote Databases from RefWorks 
 
Most public databases, such as library online catalogs, implement a Z39.50 standard 
protocol which allows you to use the RefWorks interface to search the remote database 
and save references directly into RefWorks. Note: Searches performed through RefWorks 
may lack the precision and functionality available through the database’s own interface 

 
1. From RefWorks, under the Search menu, choose Online Catalog or Database  
2. Select the remote database to search from the Online Database to Search list 
3. Adjust the Max. Number of References to Download 
4. For a Quick Search, enter terms and then hit the Search button to the right 
5. For a Boolean Advanced Search, enter search terms and hit the Search button at the 

bottom of the window 

 

1

2 3
4 

5 

6. Results appear in a new window. 

 

8 

7 

7. Select references to import (click to place checkmark in box) 
8. Select folder (optional) and click Import 
9. To confirm the reference imported correctly, choose View from the top Folders menu 

and select the folder 
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Creating your Database: Importing Data from RSS Feeds 
  
RefWorks has an integrated RSS Feed Reader. Moving headlines, short descriptions, and 
other information in the RSS Feed into RefWorks is a simple one-button click. First the 
feed must be added to the RefWorks RSS Feed Reader. Then the RSS news item is easily 
imported from the Feed Reader into your database of citations. 
 
First, to add an RSS Feed to RefWorks: 
 
1. Locate the RSS feed you wish to include. 
2. Copy the RSS feed’s URL 
3. From RefWorks, under the Search menu, choose RSS Feed 
 

 

3

4 

 
4. Paste the shortcut into the RSS Feed URL box and click on Add RSS Feed  
 
5. Once added, the RSS Feeds will be listed alphabetically by the feed title, as provided 
by the feed itself. The list will display below the Add RSS Feed button. Also included is 
the feed’s description, if provided by the feed itself.  
 

 

5 
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Then, to add a news item from an RSS feed into your database: 
 
1. From the RefWorks RSS Feed page, click on the name of the feed. 
2. A new RefWorks window opens, containing RSS feed “articles”. 
3. Checkmark the individual references to move into your citation database. Or move a 
selected amount of the references via the radial buttons above the Import button. 
 

 

3 

3 

3 

 
4. To confirm the reference imported correctly, choose View 
 

 
4 
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