RefWorks
I.
Signing in
a)  Go to www.shu.edu and click on University Libraries on the bottom, left corner of the page.

b)  Under the Help category, click on RefWorks and then the RefWorks Access Link                                (http://www.refworks.com/Refworks/mainframe.asp)
c)  On the Login screen, create an account by clicking on Sign up for an individual account.  Follow the prompts to create your username and password

II.
Adding references -  You are now ready to add references manually.  This is the first step in creating your personal database:
a)  Click on References and then Add New Reference
b)  Click on the View Required Fields and select APA, Annotated with Abstracts from the dropdown menu.  RefWorks will automatically identify which fields are required for the chosen format (i.e. APA).
NOTE:  RefWorks offers the option to organize your materials through the database with the Folders option.  You can create separate folders for any number of criteria (i.e. class, topic, project, etc.).  If you do not utilize the folders option, all references will go into the general database and be considered “unfiled.”  You will still be able to access all of the references and generate a formatted Bibliography.

c)  Next you will select the specific type of references you are using (i.e. journal, book, etc.) from the Ref Type dropdown menu.  RefWorks will automatically generate a screen of necessary fields marked by red asterisks to indicate what you need to fill out for the appropriate formatting of your List of References based on the selected style.  On some browsers, you can move the cursor over the red asterisks and a note will appear detailing information specific to that field and the chosen style.  You can also click on the asterisks or simply go to the bottom of this page where you will find a table that details this information.
When you have entered all necessary information, return to the top of the page and hit Save Reference.  To confirm that you’ve successfully added the source click on View at the top, right side of the page and select All References.  Note: If you have chosen to utilize the Folders option, you can select the appropriate folder.
Notes on inputting information:  

RefWorks will automatically generate the Bibliography based on the chosen format.  It does not proofread so please make sure that you review the document that is generated from the database for errors. 
Separate multiple authors with semicolons

If you have any trouble determining the required information, a good place to verify is on a book search engine such as www.amazon.com.  The information from the “Product Details” section may be helpful.
III.  Generating your Bibliography:

a)  To generate your Bibliography, go to your list of references or the appropriate folder (should you chose to utilize this option) and select the appropriate sources that you have used in the specific project by clicking on the boxes to the left of those sources.  A checkmark will appear, indicating that those sources will be included.

b)  Click on Bibliography.  Choose Format a Bibliography from a List of References and choose Word for Windows from the dropdown menu.  Click on Create Bibliography.
If the Bibliography does not automatically open in Word, you can either click on Download it or you can email it to yourself.  

NOTE:  RefWorks does not proofread!  Make sure that spelling, capitalization, punctuation, etc. is correct. 

