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Customizing an Output Style

Overview

Creating your own output style can seem like a daunting task - however, if you
follow these steps, you will find that with a little practice, it is a fairly straight
forward process.

One key is good Instructions to Authors (which you have no control over!). The
more detailed, the better.

Also, it’s always easier to start with an existing style and modify it to suit your needs
(when possible).

The best way to learn how to modify a style is to “play” with one. Follow the
instructions on the following pages and just practice...You’ll be a pro in no time!

So, get ready, get set - GO!
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Getting Started

1.

Before you begin creating a style, you need to locate the Instructions to
Authors for the journal style you want to create (or have any manual ready
for the larger styles).

Sometimes, these instructions are difficult to find. We suggest you first do a
web search (using your favorite search engine) for the journal you are
interested in. Once you locate the journal’s website (or the publisher’s
website), scan the webpage for any of the following terms (this is just a
partial list):

e Manuscript Submission
e Author Information

« Instructions to Authors
« For Authors

e Author’s Guide

Once you have the instructions, read through them carefully. The information
you need may be in various sections of the instructions. Some things to look
for:

- line spacing for the references—- which may or may not differ from the
spacing of the manuscript

- should the bibliography start on a new page?

- is there a heading for the bibliography page?

- in-text citations or footnotes and how should those appear? (How
many authors should display, how should the names appear, etc.)

- how should the bibliography list be printed (usually in numeric order or
alphabetically)

After you have read through the instructions, you are ready to look for an
existing style to modify. You can do this using the Output Style Preview
Utility (Tools, Preview Output Styles) or by simply opening the Output Style
Editor (Bibliography, Edit button -- to the right of the output style drop-
down).

The Output Style Preview Utility is the easiest way to see both in-text
citations and bibliography entries for many reference types all on one page,
so we recommend using this tool to locate the style to modify. Since there
are many styles to browse through, we suggest trying to find an existing style
that may be in the same “area” you are interest in (i.e., Medicine,
Humanities, Management, etc.). Also, deselect the option to use your
references when previewing output styles. Instead, use our default
information to see the most complete definitions of every reference type for
each style.
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Option to use your references as samples,
or RefWorks’ data as samples.

3 Qutput Style Preview Utility - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help "‘l

@Back Sl > ) |£| Ig ;"| jr’Search N Media %“t i _‘,_ @ 7 7' ﬂ J}) P s0° Fnretastmﬁﬂ‘“iﬁzﬂ

Links g? Customize Links  "¥? Yahoo! “¥? Yahoo! Mail & Add a bookmark  [NEree ACL & Unlimited Internet : Wieh assistant @v
T

*waw.refwarks‘comm

| - —

Google - L |G search - @Ne"“! £ | 5 %ck ~ S Autolink

Search the Wehl Search ~ | fddress

SPreviewer, asprformat=3138selected=08sampleD:

i EOptions o g

RefWOPkS ¥ Output Style Preview UtiIil:yA'

Preview |[EiR

Lrue

Bibliography]
[ use References from your account

Abstract

Bibliography: Beutler, Earl Buford, C. Stempien, K. E. Schneider, 5. G. Mayhbo III, Eileen P, Campbell, M. Dunie, and Tina Long. This would be
the Title: Primary, Abstract. Journal of Irreproducible Results 10, no. 1 (June 19, 2001); 190-199, http: /fwwew refworks .com
(accessed lanuary 1, 2003).

In-Text Gitation: (Beutler and others 2001, 190-199)

Notes: Earl Buford Beutler and others, "This would be the Titde: Primary," Ahstract. Journal of Freproducible Results 10, no. 1 (June 19,
20013, 190-199., httn: ffwww . refworks.com (accessed January 1, 2003).

Artwork

Biblingraphy: Eeutler, Ead Buford, C. Stempien, K. E. Schneider, 5. G. Maybo 111, Eileen P. Camphell, M. Dunie, and Tina Long. This would be
the Title: Primary. This would be the Title: Secondary., Edited by Bart Simpson, Homer Simpson [Este seria preliminar o
t0Olo]. Translated by C. T, Capen, Edited by Daffy Duck. 3rd ed, Wol, 10, Encinitas: SIMD Publishers, 2001,
bttpeffwewew refworks.com (accessed January 1, 2003).

In-Text Citation: (Beutler and others 2001, 190-199)

MNotes: Earl Buford Beutler and others, Fhis would be the Title: Primary [Este seria preliminar o tOlo], ed, Daffy Duck, trans. C. T, Capen,
3rd ed,, Yol 10 (Encinitas: SIMD Publishers, 2001), 190-199, http: ffwww. refworks.com (accessed January 1, 2003).

Bills/Resolutions
Bibliography: Capen, C. T. This would be the Titie: Primary. 10. 1 sess, Journal of Irreproducible Results, no. 3, This would be the identifying
phraseflune 19, 2001): 190-199, http: /fwww.refworks.com (accessed January 1, 2002).
In-Text Citatinn: (Reutler and others 2001, 190-199) .
& & Trusted sites

Output Style Preview Utility

4. Once you have found a style to modify, you will need to access the Output
Style Editor to make any modifications. To do this, go to the Bibliography
area. Select the output style you wish to modify from the drop-down and
click the “edit” button to the right of the drop-down. This will launch the
Output Style Editor.

Page 5 of 12 ©2008 RefWorks



Modifying an Output Style

The Output Style Editor has three main sections - in-text citations, bibliography and
notes (footnote or endnote). You have to set up each section that is appropriate for

your desired output. The output style editor always opens to the bibliography
section.

Tip: The RefWorks online help has detailed information on each of these three
sections (check the section called Using the Output Style Editor). We suggest you

read through the help files for a thorough understanding of all the options available
to you.

Here’s how the output style editor looks when you first open it:

p‘:‘ Output Style Editor - Windows Internet Explorer

|
#£ | httpsiffrwt. refworks, com/Refworksfoutputmainframe. asp?ID=132 _j % |
RefWorks Output Style Editor

Style: | MLA 6th Edition

=l (Read-Only) _ Save As... New |

Comments:

Created: Monday, June 18, 2001 2:39:07 #M
Modified: Friday, December 07, 2007 5:07:06 PM
When citing material from a service to which a library or -_-J
library system subscribes, complete the citation by stating the
name of the library or library system (with a city, a state
abbreviation or both) and the date of access. Also MLA would ;i

Name: [MLA 6th Edition

Link: [http://www.mla.org/store&hzid=5178

<J Bibliography || In-Text Citation || Notes |

Reference Type: | Generic [defined]
Fiem

Define Alternate Language what's this?

Citation Type: | In-Text Citations and Notes x|

x| 8 Undefinad types will use Generic format Bibliography Settings

E * - Field Comments # Any special comments about this field for this reference type Feall
Add Text t Authors, Primary B =
Ref ID Title, Primary Undefined, Using Generic.

Ref Type Add Text to Cutput ad
Source Type Authars, Quaternary Field Settings © Use \n for carriage return, \t for tab or \f for page break
Output Language Authors, Secondary =

Authors, Primary Edition ‘| |Include Field IAlwavs =1

Title, Prima Volume

Periodical B Blace of Publication ™ Bold I Underline I~ 1talic I superseript [T subscript

Pub Year Publisher !_ ,_

Pub Date Free Form = I Pub Year DE\I Soede wirt) Follow with

Volume Database r Settings

Issue Data Source

Pages Retrieved Date I IncNge All or Show no more than 13_ If more, show first !1_
Descriptors Links

Ahstra;c}:t followed by I, etal | using I™ Bold [T underline
mﬁ;s Sy I™ ttalic ™ Superscript I Subseript
it Saegnoa Copy Fields from:

Edition i Abstract - Anonymous: ¥ Use Title or Show Anonymous asl

Publisher Li

Copy

Preview of Bibliography Output  Update... |

Separators:

If cnly 2, use |, and
nore than 2, usel, sefore Last |, and

Beutler, Earl Buford, et al. This would be the Title: Primary. Trans. C. T. Capen. Ed. Daffy Nlﬁwgua]témth é‘ﬂTﬁlréélU]lﬁ%ﬁfsgélﬁti'

1, 2003 <http:/fwww.refworks.com=>.

(Bibliography, In-Text Citation
Notes) of the output style edit

Done

DNS

1 4
r here.

T T T (3w

[0 =

You can access each of the three sections by clicking on the appropriate tab.
For each of the three sections, there are two components:

= The Settings: There are overall settings for the Bibliography, the In-Text
Citations and the Notes that determine line spacing, headings, sort order, etc.
You determine the settings for each area as necessary.

= The Format: Each of the three areas (Bibliography, In-Text Citations and
Notes) can have defined formats where you decide exactly which fields of
information are used, the order of the fields, as well as any punctuation,
spacing and text attributes for every reference type you need to have for your
final output (i.e., a book, a journal, a web page, a dissertation, etc.).
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Created: Monday, June 18, 2001 2:39:07 PM
Modified: Friday, December 07, 2007 5:07:06 PM
Py Comments: t l h r
Refe re nce I:[rx:ﬁl_x‘hh Editicn Aﬂg material from a service to which a library or

library system subscribes, complete the citation by stating the
d ro p-d ow IN Link: [ntte://www.mia.org/storetihzid=5178

All of these items need to be considered when creating or modifying a style.

First time, select Save As,
after that, just use Save

ﬁ:‘- Dutput Style Editor - Windows Internet Explorer

I =lof x|
£ | https:{frwt.refworks, comRefvworks foutputmainframe: asp?IL=132. j: E |
RefWorks

Output Style Editor

Style: |MLA 6th Edition ~| (Read-Only) Save AR é nd me

name of the library or library system (with a city, a state
sbbreviation or both) and the date of access. Also MLA would ;i

DCefine Alternate Language | what's this?

Bibliograi In-Text Citation || Notes ‘ Citation Type: |1n—Te>ct Citations and Notes =] 4—

Reference Type: |Gener\: [defined]

5 O unsctived types will che Gubmne farnat Sibliography Settings
Fields for this type Output Field Order Field Comments # Any special comments about this field for this reference type el
Authors, Primary =
Ref ID Title, Primary ; undefined, Using Generic,
Ref Type Add Text to Output ud
Source Type Authars, Quaternary Field Settings ® Lse \n for carriage return, \t for tab or \f for page break
Qutput Language Authors, Secondary - )
Authors, Primary Edition 4 Jinclude Field | Alw: =l
Title, Primary Volume iV
Periodical Place of Publication " Bold I Underligle [ Italic I Superseript [T Subscript
Pub Year Fublisher . . ,_
Pub Date Free Form > I Pub Year DE\I Prebeds with Fallow with
Volume Database Author Settin,
Issue Data Source
pages Rethioved Date ™ Include &1l fr Show no more than [3 | 1f mare, show first [T
Descriptors Links i
Ahstrait followed by |. etal | using [~ Bold [T Underline
Motes
Autheors, Secondary = = Fo rm at [ ntalic ™ Superscript O Subscript
Title, Secondary Copy Bk fram: =
Edition Abstract = Anonymous: [¥ Use Title or Shew Anonymous asl Settl n g s
Fublisher = Copy Separators: IFonly 2, use [, and |
If more than 2, usai. Before Last |, and LI

Preview of Bibliography Output  Update... |

Beutler, Earl Buford, et al. This would be the Title: Primary. Trans. C. T. Capen. Ed. Daffy Duck. 3rd ed. Wol. 10. Encinitas: SIMD Publishers, 2001. MEDLINE. CSA. January
1, 2003 <http://www.refworks.com=.

Citation
Type

Dorie \ ,_ ,_ ,_ ,_ ,_ m@ Internet ENTE

N

Before you start to modify the style you have found, we suggest renaming it (it
cannot be the same name as the original) and saving it. In the area that says
Name (located just below the output style drop-down), type in your new name and
click the Save As button located near the output style drop-down..

Preview

Your new style will now appear in the output style drop-down in red lettering

(note: Not all browsers support the display of colors in the drop-down. Only you
will see this style in your personal account.

Now that you have located a style and renamed it, you are ready to modify it to
meet your needs.
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3. Remember, there are two components to each style —- the Settings and the
Format. You will need to check and/or modify any or all settings and defined

formats to suit your needs.
To modify a style you will:

- Check the Citation Type to

make sure it is appropriate for your output style.

th a bibliography at the end of the paper, select In-

For Notes at the bottom of each page or at the end of your document, select

Notes Only. This feature works with your Word Processing software’s

 For In-text citations wi
Text Citations Only.
footnote/endnote feature.

For a combination of in-text citations and footnotes, select In-Text Citations

and Notes (also includes a bibliography if needed).

text citations are numeric)

Check the Settings (determine the overall layout and spacing and whether in-

. Note: In-text citations that are author-date are

defined similarly to Formats (below). You will select fields and apply punctuation.
Numeric in-text citations do not require any fields to appear in the Output Field

Order column.

To access each of the Sett

ings areas, you first select which section you want by

clicking on the appropriate tab, then click on the Settings button and finally,

create the settings.

ﬂ‘- Dutput Style Editor - Windows Internet Explorer

#£ | https:firmt.refworks, com/Refworksfoutputmainframe. asp?[D=132

aloix]
=&

RefWorks

Output Style Editor

style: [MLA 6th Edition

=l (Read-only) _Save As.. | New|

Comments:

Created: Monday, June 18, 2001 2:39:07 PM

Name: IMLA 6th Edition

on

Modified: Friday, December 07, 2007 5:07:06 PM
When citing material from a service to which a library or
library system subscribes, complete the citation by stating the

Link: Ihttp:ﬁwww‘m\a‘org/store&hzld:sl?ﬁ

1. Choose Section

\b

J Bibliography ‘I In-Text Citation || Notes ‘

7 2. Click
name of the library or library system (with a city, a state
abbreviation or both) and the date of access. Also MLA would ;i Settl ng s

Define Alternate Language

button

|What'5 is?

Citation Type: [In-Text Citations and Notes x|

Reference Type: I Generic [defined]
Fields for this type

Dutput Field Order
Primary

Ref ID Title, Primary

Ref Type Add Text to Output
Source Type Authors, Quaternary
Qutput Language Authors, Secondary
Authors, Primary Edition

Title, Primary Volume

Periodical Place of Publication
Pub Year Publisher

Pub Date Free Form ;I Pub Year

Volume Database

Issue Data Source

Pages Retrieved Date
Descriptors Links

Abstract

MNotes

Authors, Secondary
Title, Secondary
Edition

Publisher

- |

Copy

Preview of Bibliography Output_ Update... |

Copy Fields from:
Abstract =

;.i B Undefined types will use Generic format Bibliography Settings

&
Field Settings ® Use \n for carriage return, \t for tab or \f for page break

3. Create S

Field Comments & Any special comments about this field for this reference type

Undefined, Using Generic.

Include Field | Always
[T Bold I Underline ™ Italic [ Superscript [T Subscript

Precede with Follow with

‘Author Settings

attings
™ include Al or Show no more than i3_ 1f more, show first !1_

followed by I, etal using [ Bold [T Underline

™ 1ttalic I Superscript I Subseript

Anonymeous: I¥ Use Title or Show Anonymous asl
Separators: If anly 2, use |, and

If more than 2, useI, Before Last |, and _'J

1, 2003 <http:/fwww.refworks.com=>.

Beutler, Earl Buford, et al. This would be the Title: Primary. Trans. C. T. Capen. Ed. Daffy Duck. 3rd ed. Wol. 10. Encinitas: SIMD Publichers, 2001, MEDLINE. CSA, January

Done

T T

0% -
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- Check the Formats. Formats are created for each reference type example that is
provided in the instructions to Authors. At a minimum, you MUST create a Generic
format. To see which formats have been defined already, click on the reference type
drop-down (located just above the Output Field Order box) and wherever you see
[defined] next to a reference type, this is what the output style is using. At the
bottom of the output style editor, you will see a preview pane. Changing the
reference type from the Reference Type drop-down located above the Fields for
this Type and Output Fields Order boxes will change the preview pane.

Reference types that do not say [defined] next to them use the Generic format.

Remember, detailed information on formats and settings for each of the three
sections (Bibliography, In-Text Citation and Notes) is available in the online help.

Tip: Make sure your final reference type format matches the examples in the
Instructions to Authors. Look for the proper order of the elements, as well as
punctuation and text attributes (bolding, italicizing and underlining) where
appropriate.

Click on any of the individual fields in the Output Field Order box to change any
established formatting. Each field will have its own Field Settings that you can
modify. You can also use the up and down arrow buttons or the del buttons to
change the order of the fields or remove a field completely. For details about the

individual Field Settings, see the online help. 3. Place fields in proper order

ﬂ..':“l]utput Style Editor - Windows Internet Explorer L] 2 IDIE
£ | https:firwt. refrarks.comfRefworksfoutputmainframe: asprID=132 _ji % ] 1

RefWorks / Output Style Editor
J

Style: |MLA 6th Edition 7| (Read-Opffy) _SaveAs.. | New | created: Monday, June 18, 2001 2:33:07 PM
Modified: Friday, December 07, 2007 5:07:06 FM

omments:

When citing material from a service to which a library or ﬂ
library system subscribes, complete the citation by stating the
name of the library or library system (with a city, a state
abbreviation or both) and the date of access. Also MLA would ;I

Name: [MLA 6th Editien

1. Choose Référénce Type ="

Bibliograpml In-Text Citation H Notes |

Define Alternate Language | What's this?

Citation Type: | In-Text Citations and Notes x]

Reference Type: | Generic [defined] ‘J B Undafined types will Gse Genaric format Bibliography Settings
Fields for this type Output Field Order Field Comments 8 Any special comments about this field for this reference type =
Primary = = =

Ref 1D 3 ary Undefined, Using Generic. ﬂ
Ref Type Add Text to Output & =
Source Type Authors, Quaternary ings © Use \n for carriage return, \t for tab or \f for page break
Output Language Authors, Secondary »
Authaors, Primary Edition 4 |Include Field Y =
Title, Primary Volume W ” " y .
Periodical Place of Publication I™ Bald I underline I” Italic I=1 Subscript 4 S I t ! h f_ Id
Pub Year Publisher ,_ . l_
Pub Date Free Form = | |Pub Year oel Precede with Follow with - e e( eac Ie
Volume Databasze Author Settings H
Jeaie Data Source and set formatting.
Soiss it ot e I Include All or Show no more than [3 | If mare, show first [T
Descriptors Links
R followed by [, etal | using I Bold I Underline
gﬁ;ﬁzrs S ™ ttalic I superseript I Subscript |
Title Séc;nda Copy Fields from: :
Edlt\’nn ry Abetract = Anonymous: ¥ Use Title or Show Anonymous asi

2 S I f. :PI'JHShEV = & d Copy Separators: If only 2, use [, and

. Select fields to print an
If more than 2, usel, Before Last|, and
move them [to Output Field First Author: Warme [Last, First Middis =] tritial [First middie =] it

o rde r col u nﬁfﬁiew of Bibliography Output Update... |

Beutler, Earl Buford, et al. This weuld be the Title: Primary. Trans. C. T. Capen. Ed. Daffy Duck. 3rd ed. Vol. 10. Encinitas: SIMD Publishers, 2001. MEDLINE. CSA.
January 1, 2003 <http:/,

www.refworks.com=.

[T T 3@ mternet [®100% ~ 4
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3. Once you have checked and modified your formatting, make sure to save your
changes. To locate your new style, click your browser’s refresh button or click
on the Bibliography button in RefWorks to load the updated output style
selections. Custom output styles are automatically added to the Output Style
Manager and will be displayed in red type. We suggest you generate a trial
bibliography using your new style in the Bibliography area of RefWorks or
view your style in using the Output Style Preview Utility (click on the
Preview Styles button in the Bibliography area). Make sure you have
references in your RefWorks database that will produce good results (i.e.,
complete records in a variety of reference types!)

4. Check the formatted citations and references. To make any further changes,
locate the name of your output style in the Bibliography area of RefWorks
and click on the Edit button.
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Sharing A Style With Others

Once you've created a style, how do you share it with other users? Well, there are
two options for sharing output styles:

« Share one-to-one
* Post for all users in an institution.

Sharing One-to-One

Any user can use the Backup feature (Tools, Backup/Restore) to export an output
style (or styles) and email the style to other users (who would then use the Restore

feature to put it in their account).

@Back - @ Ii] Ig D /7:Search Favortes @ veds &8 (- o F - | i é}) (T 80° | Forecast [ 60°j62°

Links g} Customize Links  "¥? Yahoo! “¥? Yahoo! Mail ,éj Add a bookmark, Free A0L & Unlimited [nkernet : Wieb assiskant ef:v

search the web | searh - ke [[€) il refwerks comiRefwertsnaiiane, <p B
Google - | v (Gl search = | @M g9 | M check - UK Auolink - i options

Welcome, Stephanie. Log out

Re I ww OPkS New RefWorks Release - details Refwotks University )

—}
Search Refitorks

References »|Search v View ~|Folders » Bibliography Tools v/ Help =
=

Backup/Restare

/ 1- ChOOSQ BaCkUp option Back to Reference List

@ Backup CRestore

[Cinclude References

Select Output Styles to Backup: [ Check Al | [ Uncheck Al |
[Fl scademy of Management Review SF
[“ladvances in Physiology Education SF

[CImLa &th Edition my way
[JHurse Practitioner Journal
=] Grganization Science 2

A . W] Organization Science 3
[eams Neulletin of the American Meteorological Society SF : x .
[15F &Pa, Annotated with Abstracts - American Psychological Association, Sth Edition

BibTex - NefWworks ID*2
A ores [ sf chicaga 15th Edition (Motes & Bibliography)

[ribTex 5F i 1
[ uUrifarm 3. CIICk Perform Backup

[ canadian 1oNpal of Forestry Flveteny Beatingy

f Electrical and Electronics Engineers, Hari button to save .Zi p fi Ie to
| Perform Backep ] your computer.

2. Check styles to share.

&] Done: & Trusted sites

Posting an Output Style for All Users in an Institution

The RefWorks Administrator can post a style for all users in their subscription to
access. This is done in two parts - using the Master Administration account and the

Administrator tool.

If you create your custom output style in the Master Administration account, you are
one step ahead of the game. If not, use the Backup/Restore feature to move an
output style into your Master Administration account.
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After you get the style in the Master Administration account, log into the
Administrator Tool .

Select Preferences, then Site Wide Output Styles.

Output Styles contained in the Master account will be listed in the All Output Styles
in the Master Account box (on the left-hand side of your screen).

1. Click on the name of the style you want to add.

2. Click on the Make Site Wide button.

1. Select Preferences, Site Wide Output
Styles from the toolbar.

[ =]x]

ll

[=] Ig N frESEarch \ Favortes @Pmede &2 (- 2 BF 0| ) il é}) M 80°  Farecast [ 80°j62°

Links @ Customize Links ‘fahool 7 Yahoo! Mail & Add & bookmark [ Free A0L & Unlimited Internet : Wieb assistant @v

|- -

Search the Web | Search = Address I@j hittp: f v refworks  comfuserlog/Adminfainframe, asp v Go
Google - | | (G search ~ QN g | ME check ~ TR Adtolink - wikerll g optiors: 8

Logout

. Ref i g OP& Site Administrator Tool for RefWorks University

Administrator Central | | Subscriber = Preferences - Cllsmmize ~|Help

Set Prefe rences

Site Wide OUtp ut St‘f'esne Wide Output Styles!

This feature allows you to make an | |Site WMSI{QS |sty|e availahle to all users at your location. The master account is a special Refwarks login and
password for you to test 3 site wide style under prior to allowing everyone at your location to use it.

Site Wide Output Styles

All Output Styles in the Master Account
AMA - American Medical Association, 9th Edition SF

FaMu MLA

Choice SF MLM - Mational Library of Medicine SF

FAamMU MLA
JADA - Journal of the American Dental Association
JADA - Journal of the American Dental Association

iy test
l ry test
MLM - Wational Library of Medicine SF
MLM - National Library of Medicine SF

2. Select a style to publish
site wide.
Make Site Wide > L Delete Site Wide Output Style il

Motet All changes will autormatically be made to v, efrorks site,
| <« Move Back to Master Account ]

3. Click Make Site Wide
button. Style will move to Site

@ http: v refworks, comfusetlogfAdminSiteWide . asp @ Trusted sites

You can easily move the style out of the site wide location, but still retain it in your
master account by clicking on Move Back to Master Account. You can also delete
the output style completely by clicking on Delete Site Wide Output Style.
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