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Summary: This guide overviews the RefWorks Write-N-Cite plugin, which enables you to move and format citations from your RefWorks account into an MS Word document.  This guide primarily provides instructions for a PC running Windows XP; other systems may present some differences.

What is Write-N-Cite?

Write-N-Cite is a downloadable program that allows RefWorks to exchange information with Microsoft Word (PC or Mac versions).  You can use Write-N-Cite within Microsoft Word to access citations you have imported into your RefWorks account and have RefWorks create and format in-text citations and bibliographies within your Word document.

Getting Started

If Write-N-Cite has not been downloaded onto your computer, log in to your RefWorks account at http://www.lib.muohio.edu/refworks/.  Within RefWorks under the Tools drop-down menu, click Write-N-Cite.  Follow the download instructions for your computer type.

Using Write-N-Cite from off-campus

If you are using Write-N-Cite off-campus or on a laptop, you will need to set the program’s proxy configuration utility.

On a PC: Start -> Programs -> RefWorks -> WNC Proxy Configuration Utility – enter http://www.lib.muohio.edu/indexes/redirect/491
On a Mac: open Write-N-Cite -> Preferences -> Proxy – enter http://www.lib.muohio.edu/indexes/redirect/491
When off-campus, log in to RefWorks through the Libraries web site, just like other resources.
Writing with Write-N-Cite

Open MS Word and click the red Write-N-Cite button in the tool bar, and log in to your account; or, go to Start -> RefWorks -> Write-N-Cite and log in (MS Word will start automatically).

A Write-N-Cite window will be open, along with your MS Word window.  You can choose the “Always on Top” option to keep your Write-N-Cite window visible on the screen at all times.  You can use the Write-N-Cite window to search through references in your database, view the references in your folders, etc.

Begin composing your Word document as normal.  To insert a citation, place the cursor where you want the citation to appear, then switch to Write-N-Cite and click the Cite link for the appropriate reference.  A placeholder in curly brackets will appear in your Word document.  If adding multiple citations at this location, click the cite link for the second reference.

Editing a Citation

To change the contents of an in-text citation (e.g., so that the author name does not show in the citation because you mentioned the name in the main text), insert the cursor within the placeholder for the citation in the Word document.  Next in Write-N-Cite click the Edit Citation link (in the upper right hand).  In Edit Citation, you can remove the author name, remove the year, add text before or after the citation, and add a specific page number for the citation.  Save to Word when finished.  The placeholder in the Word document will be altered.

Creating the Final Formatted Citations and Bibliography

First, save your Word document with the placeholder citations.  It’s a good practice to hold on to this file with the placeholders.  For Office ‘07/’08 users, Write-N-Cite seems to work best with the .doc extension, not .docx.

To create the formatted file, in Write-N-Cite click “Bibliography”, next select the Output Style for your paper, and select “Create Bibliography.”  The new file will appear with formatted citations and a final bibliography, according to the style you chose.

In the Mac version of Write-N-Cite, upon formatting your citations in the document, Write-N-Cite will create a new Word file with the formatting, with the same name you give your file preceeded by “Final-“.  (If you need to edit the document after this point, e.g. to a different style, or such that references or reference numbers change, edit the original saved document (i.e., the file with the citation placeholders, not the “Final-“ document), and rerun the bibliography process again.)

In the current PC version (v III), your formatted references will be inserted directly into the current file.  Note that in this version you can later reformat the citations in this file to a different style.

Notes

Like any program, RefWorks/Write-N-Cite is not foolproof.  Most obviously, the exact points of insertion of your citations into your document (e.g., before or after a comma, before or after a period) must be chosen carefully.  Always look at the output for correct placement of your citations in the text, and if necessary edit the location of the placeholders, add spaces, etc. in the text of your document.  Expect this to take a couple rounds of tweaking for a given citation style.

Write-N-Cite does not create footnote-style citations per se, but Write-N-Cite can create formatted citations within the footnotes created by MS Word.

RefWorks provides much more detailed help with using Write-N-Cite at http://www.refworks.com/Refworks/help/Refworks.htm#Using_Write-N-Cite.htm (or look under the Help tab in your RefWorks account).

When using RefWorks off-campus you may at some point be asked to supply your “Group Code.”  Miami’s Group Code is RWMiamiUO.  Ideally this shouldn’t happen, but your Group Code will be in the email delivered to you when you ask for an account password reminder.

