
 

 

 

 

 

 

 

 

 

 

 

Citation Management with RefWorks: Quick Start Guide 
For further information, or if you have any questions, please contact Shaun Bennett (sbennet@ncsu.edu) 

 

 

 

 

 

 

 

 

 



 RefWorks is a cloud-based citation management program, which is purchased through funds at the 
NC State University Libraries. RefWorks is available to all students, faculty, and staff at NC State, and 
students who graduate from NC State will retain access to RefWorks as long as NC State continues the 
RefWorks subscription.  

 This guide is meant to function as a quick entry point into RefWorks. For more detailed tutorials, 
please visit https://www.lib.ncsu.edu/citation-management/refworks.  

 To get started, go to https://refworks.proquest.com, 
and click on the “Create Account” link, as seen in Figure 1. 
When prompted for your email address, use your NC State 
(@ncsu.edu) address. The Libraries strongly suggests that 
you do not use your Unity password for your RefWorks login, 
to maintain the security of your NC State ID.  

 To import items into RefWorks, you can export 
citations directly from library databases, upload PDFs into 
RefWorks, or even create references from scratch yourself. 
To export citations into RefWorks from library databases, 
look for “Export” or “Save” functions inside the databases. 
Figures 2 and 3 show examples of this, in Summon and 
EBSCO respectively.  

 

Note that these imported citations will not be full-
text, but instead will just be the citation; the basic metadata 
(information about) for the cited item, such as title, author, 
date, etc.  

RefWorks also 
supports importing 
full PDFs into the 
program. This 
allows you to store 
your research in the 
cloud and access it 
from anywhere, in 
addition to allowing 

full-text search, comments, and annotations through RefWorks. 
RefWorks will automatically generate the citation for the PDF 
once it is uploaded. To upload a PDF, click on the “Add” button inside RefWorks, then click on “Upload 
document” as shown in Figure 4. You may also create a reference from scratch at this menu. 
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https://www.lib.ncsu.edu/citation-management/refworks
https://refworks.proquest.com/


 Now that you can add citations to RefWorks, you can organize them. Note that when you import a 
citation or upload a PDF, it is placed by default under the “Last Imported” menu on the left side. It is 
strongly suggested that you use the folder system to organize 
items as soon as you upload it, otherwise it can be easy to 
lose a citation.  

Under the “My Folders” menu on the left side, you 
can Add Folders, and by clicking on the small dots to the right 
of each folder, create sub-folders. You can then either drag 
citations to these folders, or click on the selection box next to 
a citation and click on “Assign to Folder” at the top of the 
screen, as shown in Figure 5. You can see the sub-folders for 
the EAC 551 folder in the same figure. You can assign 
citations to multiple folders if desired. 

To use RefWorks when writing a paper, there are plugins for both Microsoft Word and Google 
Docs. To download the Google Docs plugin, open up a Google Doc and click on the “Add-ons” menu at the 
top, then “Get add-ons”. Search for RefWorks in the marketplace, and install the RefWorks plugin. Once the 
plugin is installed, it will appear under your Add-ons menu.  

To install the Microsoft Word plugin, open up Word and click on the “Insert” menu at the top, then 
the “Store” button. Search for RefWorks, and install the plugin. Once the plugin is installed, it will be 
available under the “My Add-ins” button on the same “Insert” menu. Microsoft Word 2013 and earlier have 
a different version of the RefWorks plugin that can be installed through the “Tools” menu in RefWorks.  

Both plugins have the same functionality and a similar 
user interface. Figure 6 shows the Microsoft Word interface, 
while Figure 7 shows the Google Docs interface. The red box 
shows where to click to change your citation style, the blue 
box shows where to see your folder structure and pick which 
folder to select from, and the yellow box indicates where you 
can search for your references. 

 Once you’ve found the reference you want to cite, 
hover over the citation and click on “Preview & Edit” (“Edit & 
Cite” in Google Docs). This will give you options for how you’d 
like the citation to appear in your paper. Click “Insert Citation” 
and the citation will appear where your cursor is located in the 
document, and a references list will be automatically created 
(and updated) at the bottom of your document.  

If you have any further questions about RefWorks or 
run into any problems, please contact Shaun Bennett at 
sbennet@ncsu.edu, or reach out to our Ask Us service at https://lib.ncsu.edu/askus. 

Figure 6 – Microsoft Word 2016 & newer 

Figure 5 

Figure 7 – Google Docs as of 2019 

 

 
 

 

 

 


