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(Creating in-text citations, bibliographies, and paper-formatting) 

 

Quick Reference Card 3: 

Manually Creating a Reference 
 

You may have found some resources that are not in databases or that cannot be electronically 

imported.  In this case, you may have a book that does not appear in any of the electronic 

databases, but you want to cite it in your reference page. In this case, you may manually enter 

the resource(s) into your database. 

 

Step 1  

Log into RefWorks (see QRC 1.) 

 

Step 2  

Choose References –> Add New Reference. 

 

 
 

Step 3  

Complete the required information on the screen using the information from your 

resource(s).  You will need to scroll down to see all of the information required to 

compose your reference. 
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Be sure to scroll down and add all of the information required by APA for your reference 

type (e.g., book, article, Web site, etc.)  Please note that the green checkmark to the right 

of certain fields indicates that this field may be mandatory depending on the citation style. 

For more detailed information on mandatory fields, hover over the green checkmark, and 

a pop-up box will present itself to show the required information.  You may also click on 

the green checkmark to see a list of general requirements for APA citations.    

 

When you have entered all of the information, click on the Save Reference button.  This 

is located at the top and bottom of this screen. Click on the Save and Add New button to 

continue entering citations manually. 

 

 
 

Step 4  

View your saved reference(s) by accessing your chosen destination folder.  The default 

folder (if you do not specify one) is References Not in a Folder. For more information 

on Folder Management, see QRC 4. 
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