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When creating citations for your bibliography/reference(s) document, ensure that the 

citation you create is correctly identified as either a Print or Electronic resource. Global 

Edit is just that, it will edit all of your citation records at once, and make them all either 

Print or Electronic Resources. This does affect the format of your final bibliography 

creation.  

 

RefWorks automatically defaults to identify all resources as “Electronic” when a citation 

is created. Therefore, the default needs to be reset when/if the material you are citing is in 

print instead of from an electronic database such as Business Source Complete (EBSCO) 

or the Electronic Journal Center.  

 

If you are using articles from our databases to create your bibliography/reference(s) 

document, Global Edit will allow you to set your preferences in the APA format and save 

them within the Refworks database. Note that if you subsequently use a different 

database, you must make the appropriate changes in Refworks 

 

It is a good idea to make changes prior to Bibliography/reference(s) document creation.          

Therefore, we use the Global Edit feature located in RefWorks. When selecting the 

citation record(s) that you want to modify, one of the three following choices are 

available to you: (a) Items Selected (by checking off each record), (b) Page or (c) All in 

List. Another option to ensure that your bibliography/reference(s) document is in the 

appropriate APA format is to manually change each citation once your document has 

been created.   
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This is a screenshot of the full view of a citation record that has been imported into 

RefWorks without changing the global edit feature. Under Source Type it says 

‘Electronic’ which is correct since it was imported from the Electronic Journal Center 

database. 
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Instructions on how to use the Global Edit feature: 

 

 

      Step 1                Log into RefWorks as mentioned in QRC1: Logging into  

                                 RefWorks. 

 

 

 

 

 
The next screen that appears is the Standard View screen that lists all the citations you 

have assembled into RefWorks to create your bibliography/reference(s) document. 

  

 

http://www.franklin.edu/library/files/QRC1.pdf
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      Step 2                  Go to Tools. Scroll to the Customize option. 

 

 

 
 

 

 

Results: 

 

A screenshot of the Customize page: 
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         Step 3                    Look at the Import Option Section: 

 

 

 
 

 

            Step 4                 If you make any changes to the import options, click the   

                                        Save button. 

 

 

a. After saving, you must log out of RefWorks for these changes to apply. The next 

time you need to use RefWorks, it will be ready to make your electronic citations 

properly. 

Note:  

 

Remember that you will need to set up the Import Option default according to the 

material type you are referencing in your bibliography/reference(s) document. The 

import option should always match the material type of your reference source. 

Ex: If you locate a print resource, such as a book, from the Franklin University Library 

search catalog you will want your option to be set as PRINT before you import your 

citation into the document that you are creating with RefWorks. However, you will want 

the import option to be set on ELECTRONIC, if you are importing an e-book record from 

the Franklin University Library search catalog.  


