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

Quick Reference Card 4: 

Folder Management 

 

    You now know how to create references in RefWorks. As you accumulate references, it will 

be important for you to be able to organize those references so they are easier to retrieve.  To 

help you to manage your references, you can create folders in RefWorks.  For example, you may 

be conducting research on a particular topic for a BSAD 320 paper.  When you are ready to start 

work on a paper for another course, such as BSAD 495, you will want to keep your references 

separate so that they are organized and more easily retrieved.  In the following steps, you will 

learn how to create folders for different projects, and then how to move your references into the 

appropriate folder. 

 

Step 1  

Login to RefWorks (see QRC 1). 

 

Step 2  

Choose Folders –> Create New Folder. 

 

 
 

Step 3  

In the resulting screen, type the name of your new folder.  You may use mixed case and 

spaces in the folder name. There is no restriction on the length of the entry. 

 

 

 

 

 

 

 

 

 

 

http://www.franklin.edu/library/files/QRC1.pdf
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Step 4  

To view the new folder, choose Folders --> View, and then the name of the newly-

created folder from the list. 

 

 

 
 

 

 

Step 5  

Now you are ready to move your references into the new folder.   

In this case, we will move the references into the BSAD 320 folder.  First, you must be in 

the folder where your references are currently stored.  In this example, we will move 

references from the Last Imported folder.  You can choose to move references from 

References Not in a Folder, from All References, or from any other folder in your list. 
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Remember:  References only stay in the Last Imported folder until you complete 

another import or leave the system.  Items are then automatically moved to References 

not in a Folder.  To make best use of the system, it is a good idea to put your references 

into a relevant folder promptly. 

 

Step 6  

When you select View –> Folder –> Last Imported, a list of references contained in this 

folder will be displayed.   
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Step 7  

 
 

Hint:  You may click on the “Find it” icon        at any time to retrieve an 

electonic article in your RefWorks database. 

 

Step 8  

You may now view the contents of your new folder by using Folders –> View –> “folder 

name.” 

 

 

FYI: 

 

To delete a folder:  Choose Folders –> Organize Folders, then click the delete link to 

the left of the appropriate folder.  There is no “undo” for this action and references 

within these folders will also be deleted. 
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    Now you know how to create, move, and delete folders to better organize and retrieve 

citations for your research. Maintaining folders in RefWorks is just like maintaining a physical 

filing cabinet in your office: it’s a little tedious at the time, but in the long-term it is a very wise 

investment of your time. 

 


