
  
 

Write-N-Cite 
 

 Allows you to run an abbreviated version of your RefWorks database on your computer; Write-N-Cite is 
an add-in to your Word application 

 
 Enables you to use your reference lists to create in-text citations and a corresponding bibliography in a 

selected style with a click of a button.  Allows you to modify in-text citations/footnotes 
 

 Displays Author, Title and Year as the default but allows you to view all the information about the 
reference that you have in your full RefWorks database 

 
 Requires that you install a small utility onto your computer.  You will run Write-N-Cite from within your 

Word application, a Write-N-Cite shortcut icon on your desktop, or from Start  Programs  RefWorks 
 
 
1.  Installing Write-N-Cite 
 
Locate under the Tools  Write-N-Cite  
 

 
 
A window will open that indicates how to download Write-N-Cite for both Windows and Macintosh users.  Select 
the appropriate download link. 
 

 
 
Save the application 
 

   
 



Run the application by clicking on the desktop icon   
 
 
    
 
 
 
 
 
 
Choose the appropriate install options; below is an example for multi-user computers. 
 
Note:  It is recommended that you enable the use of offline working and add the Write-N-Cite toolbar to your 
Word application. 
 

 
 
Click Next  Finish 
 
Write-N-Cite will open a window for logging into your RefWorks database if you are not already logged in to 
RefWorks. 
 

 
2. Using Write-N-Cite 



 
Once loaded on to your computer, you can access the Write-N-Cite tool from Start Programs Refworks 
folder; your desktop if you added it; or from the Word application toolbar.  Once launched, the following 
abbreviated database view will appear, sorted by Primary Authors with cite and full view options for the record: 

 

 
 
The Cite option is used when the user wants to include an in-text citation.   
 
Place the cursor where an in-text citation is desired.  Click on the cite link that is next to the reference you want 
to cite.  A RefWorks placeholder will appear.  Do not change the syntax of the placeholder as this will affect how 
Write-N-Cite renders the final in-text citation.  Continue through the document before creating a bibliography.  
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1.   Always on Top  
Forces the WNC window to remain 
on top of other windows opened.  
Cannot be minimized. 
 
2.   Work Offline 
Enables users to use the RefWorks 
database offline via WNC after 
downloading the database.  
 
3.   MS Word Status 
Identifies the document being 
edited with WNC. 
 
4.   View 
Shows list of folders from which to 
view citations.  
 
5.   Bibliography  
Allows bibliography and in-text 
citations creation based on  user-
selected format. 
 
6.   Tools  
Allows conversion of documents, 
language options and other 
advanced tools. 
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Once all in-text citation placeholders are created using the Write-N-Cite window, click on the bibliography from 
the menu bar. 
 

 
 
Select the Output style.  Remember that styles that are user defined (i.e. you created) are in red; default styles 
(i.e. standard styles such as APA, MLA, Chicago) for formats are in black type. 
 

 
 

Click on Create Bibliography      
 
The placeholders are rendered into approved formats and a bibliography from your references is created. 
 

 



C.  Modifying In-Text Citations and Footnotes  
(from http://refworks.scholarsportal.info/Refworks/help/Modifying_an_In-Text_Citation_or_Footnote.htm) 
 
To modify in-text citations or footnote without changing the references in your RefWorks database use a 
“switch”, or a code, to the temporary citation placeholder RefWorks uses to read and format in-text 
citations or footnotes.  All of the switches listed below can be used with an in-text citation with the 
following exception: 

• numeric styles cannot have switches 
• the /s switch cannot be used with an in-text citation UNLESS that style has been defined to 

ALWAYS include page numbers in the in-text citation (MLA is an example of an in-text style that 
includes pag{{66 Anonymous 2008/s5}}e numbers for which you could use the /s switch) 

If you want to INCLUDE a page number in your in-text citation and your output style IS NOT defined to 
include a page number, then you must use the /f switch to add the page number. 

/y     Suppress the year field.  This switch is used to hide the year field of a specific reference.  Your citation 
should look like this, {{1 Smith 2003/y}} where the RefId number is 1.  After formatting it would be: (Smith).  

/a     Suppress the author field.  This switch is used to hide the Primary Author field for a specific reference. 
 Your citation should look like this, {{1 Smith 2003/a}} After formatting it would be: (2003).  

/h     Hide text.  This switch is used to hide an entire citation.  This switch takes precedence over all other 
switches.  It will not only hide the reference it is attached to, but all other references in the specific citation 
location as well.  The hidden references will, however, still be included in the bibliography.  A hidden 
citation would look like this: {{1 Smith 2003/h}}.  When formatted it would not appear at all.  

/f     Following text.  This switch is used to place text at the end of a specific reference citation in an output 
style that does not normally contain page numbers in the in-text citation or footnote (if your potential 
output style DOES include page numbers, you must use the /s switch below...).  You could use this switch 
to add page numbers after the author and year information.  Your citation would look like this: {{1 Smith 
2003/f p. 43}}.  After formatting it would be: (Smith 2003 p. 43).  

/p     Preceding text.  This switch is used to place text in front of a specific reference citation.   All text up to 
the next switch or the end of the reference citation is used as the preceding text, including spaces and tab 
characters.  Your citation would look like this: {{1 Smith 2003/pUnpublished work by }}.  After formatting 
the citation would be (Unpublished work by Smith 2003).  

/s     Cite a specific page in-text or in a footnote or endnote.  The /s switch is an override for the page 
numbers stored in the database record.  By applying this switch you can cite specific page numbers both 
in-text citation and in a generated footnote or endnote.  For example, a footnote citation would look like {{1 
Smith /s43}}.  The footnote will include the page number 43 instead of the page number(s) in the reference 
itself.  Note: The original page number in your reference will print in the bibliography -- not the number you 
use in the in-text citation or endnote. 

Note:  Make sure your switch is placed before the semi-colon in your citation placeholder.   Also include 
any spacing and punctuation you want between the citation and the additional information you are adding. 
 For example:  if you want an in-text citation to be (Smith 2003, p.43) your temporary placeholder with the 
switch would look like this {{1 Smith 2003/f, p. 43}}. 



Using Switches in Footnotes  
Footnotes can be modified only with the /s switch and the same rule about the /s switch applies -- the page 
number MUST be defined in the footnote.  Chicago and Turabian are examples of styles that have footnotes with 
page numbers. 
 
Citing Specific Page Numbers 
Citing specific page numbers in your in-text citation or footnote can be confusing -- do you use the /f switch or 
the /s switch...The easiest way to tell if you can use the /s switch is when you are in WNC and using the citation 
editor....if you see a page number in the in-text citation or footnote preview, then you can modify it with the 
Specific Page (aka /s) feature.  If you do not see a page number in the preview, then you must use the Text After 
(/f) feature.   
 
If you are not using Write-N-Cite and the citation editor, you can use the output style preview utility to see 
whether your potential output style uses page numbers in-text or in the footnote. (Bibliography  Preview 
Styles) 

 

 
 

 

If you have any questions about using Write-N-Cite, please contact the Education 
Library at edref@uflib.ufl.edu or at 352.273.2780. 

 Last updated 05/27/09 


