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About This
Manual

Introducing Reference Manager

Welcome to Reference Manager—the complete reference
solution!

¢ Reference Manager is an online search tool—it provides a
simple way to search online bibliographic databases and
retrieve the references directly into Reference Manager.
(Reference Manager can also import data files saved from a
variety of online services and library databases.)

¢ Reference Manager is a reference database—it specializes in
storing, managing, and searching for bibliographic
references in your personal reference database.

¢ Reference Manager is a bibliography maker—it formats
citations in Microsoft® Word or Corel® WordPerfect® with

the Cite While You Write' " feature. Watch the reference list
grow as you insert citations in your manuscript.

See “New Features in Reference Manager 12” on page 21 for a list
of the most recent features added to Reference Manager.

This manual assumes that you know how to use Windows, your
word processor, and the mouse. For help on these topics, consult
your computer owner’s guide or your word processor manual.

Often there is more than one way to select a command in
Reference Manager. A single command may be available from
one of the main menus, from a context-sensitive right-click
menu, from a toolbar icon, or with a keyboard command.

Button names in this manual are indicated by italics, as in “Click
Apply.” The following representations for key combinations are
used:

Instruction Explanation
CTRL+M While holding down the CTRL key, press
the M key.

CTRL+ALT+ENTER ~ While holding down the CTRL and ALT
keys, press the ENTER key.

In most cases, this manual gives instructions for selecting
commands from the main menus. If a menu command has a
keyboard equivalent, the keyboard command appears next to the
menu item.
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Online Help

Another way to access information about using Reference
Manager is by consulting the online Help file.

From Reference Manager’s Help menu, select Help Topics to view
the various topics.

Customer Services

Register Your
Copy of
Reference
Manager

Customer
Service

If you haven’t done so already, please mail, fax, or email your
registration to Thomson Reuters (go to

http:/ /www.refman.com/rmcontact.asp). You also have the
opportunity to register during installation. Even if you
purchased Reference Manager directly from Thomson Reuters,
do not assume that you are registered. Registered users receive:

¢ free technical support
¢ special upgrade offers

¢ notification of new Reference Manager versions that are
compatible with the latest version of your word processor

Contact Customer Service for registering your software,
ordering new copies or upgrades of Reference Manager, quantity
discounts, referrals to dealers, and general product, billing, or
payment information.

Sales Information

Phone: 760 438 5526 (country code is 01)
Fax: 760 438 5573 (country code is 01)
Web/Email: http://www.refman.com/rmcontact.asp

Customer Support (Orders, Billing, and Shipping)
Phone: 800 336 4474 (country code is 01)

Fax: 215 386 2911 (country code is 01)

Web/Email: http://www.refman.com/rmcontact.asp
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Technical
Support

International
Customer and
Technical
Support

The Reference
Manager
Website

The Reference
Manager
Discussion
Forum

Contact Technical Support if you encounter problems while
using Reference Manager. Before contacting us, have a clear
description of the problem and know the version of your
operating system, Reference Manager, and your word processor.
(To find the Reference Manager version, start Reference Manager
and choose About Reference Manager from the Help menu.)

For web/email or phone contact, please see:
http:/ /www.refman.com/rmcontact.asp

For hours and holiday closures, please see:
http:/ /scientific.thomson.com/support/techsupport/hours/

Technical support tips are also available on the Reference
Manager website (click the Support & Services link).

For customer support or technical support outside of North
America, please visit our website to check for a local distributor.

Go to http://www.refman.com, click on Contact Us, and then
click on International Distributors to find a local distributor.

The Reference Manager website (http://www.refman.com)
contains technical support tips, utilities for data transfer, and
information about the latest versions of Reference Manager. You
can learn about the various training options. You can also find
updated styles, filters, and other related documents at this site.
Go to the website and look under Support and Services.

To easily locate incremental updates available on the website, go
to the Help menu in Reference Manager and select Updates.

If you wish to join an ongoing forum of Reference Manager users
like yourself, go to the Reference Manager website at

http:/ /www.refman.com, click on Support & Services, and then
scroll down and click on the link to go to the Reference Manager
Discussion Forum. You can browse several Reference Manager
message lists, easily search for topics, and join to add messages.
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New Features in Reference Manager 12

New Database Features

¢

Default to opening your database with Read-Write Exclusive
access, rather than Read-Write Share access. See “Default
Open Database Access” on page 484.

NOTE: A database that is set up for Read-Write Web publishing access
cannot be opened as Read-Write Exclusive.

¢

Easily transport file attachments with your library. Rather
than attaching files to references with an absolute path to the
file, you can copy the files to a common folder and use a
relative path. See “File Attachments” on page 131 and
“Attachments Options” on page 495.

Quickly move to the previous or next reference in the
Reference window with Previous and Next arrows. See
“Previous and Next Reference Commands” on page 107.

Spell check a single reference or all references in your
database. See “Spell Checking” on page 137.

Add to your periodical term lists to standardize data entry or
print journal abbreviations. In addition to Chemical,
Humanity, and Medical terms, import terms from
Anthropology, Astronomy and Astrophysics, Bioscience,
Economics, Law, Philosophy, Religion, and Zoological
Records. See “Copying Periodical Lists” on page 257.

Opt to ignore punctuation in author names when comparing
possible duplicate references. See “Duplicate Search
Options” on page 493.

Online Searching

¢

Set a preference to automatically download a specified
number of references from each Web of Knowledge or
PubMed search. See “Internet Search Options” on page 496.

Cite While You Write for Word

¢

Cite While You Write with a Reference Manager tab on the
Word 2007 ribbon. See “Basic Instructions” on page 272.

Citation and Bibliography Formatting

L4

Sort your in-text citations and bibliography references in the
order of your choice. See “Citation Settings” on page 396 and
“Bibliography Layout Settings” on page 400.
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¢ Differentiate between ambiguous citations, such as multiple
works by the same author. See “Ambiguous Citations” on
page 398.

Web Publisher

¢ You no longer need to have Reference Manager open on the
host machine to allow access to your published databases.
Instead, you can install Web Publisher as a service that starts
up each time you start your computer or server. See
“Installing Web Publisher as a Service” on page 512.
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Before You Install Reference Manager

Please read the Requirements and Installation Options sections
below before you proceed with the installation.

NOTE: See Chapter 19 for information about installing and using
Reference Manager in a network environment.

Requirements

Reference Manager is available on CD or by downloading. For
Reference Manager distributions on CD, you need a CD-ROM
drive to install the program.

System Requirements:

Reference Manager runs under the following operating systems:
¢ Windows XP, with Service Pack 2 or later applied

¢ Windows Vista

Hardware Requirements:

¢ A 450 MHz or higher Pentium-class CPU

¢ A minimum of 256 MB of available RAM

¢ A hard drive with at least 180 MB of free space

¢

In order to use Reference Manager’s Internet Search
command or to use the Web Publisher component, an
Internet connection is required. To use the Open Link
command to access a website, you also need a Web browser
installed.

NOTE: Make sure that your computer meets the system and hardware
requirements before continuing. If necessary, contact the distributor,
dealer, or store where you purchased Reference Manager to arrange
for a full refund. If you have any problem obtaining a refund, contact
Thomson Reuters Customer Service directly. You must do so within 30
days of purchase.
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Installation
Options

Are you installing the full program after experimenting with
the Demo version?

Please uninstall the Demo version before installing the full
program. See “Uninstalling Reference Manager” on page 35.

Are you upgrading Reference Manager?

We suggest that you back up any styles, import filters, and
databases that you don’t want overwritten before installing
Reference Manager 12. While it is not required, we recommend
uninstalling all previous versions of Reference Manager before
installing Reference Manager 12. See “Upgrading from an Earlier
Reference Manager Version” on page 29.

Are you installing Reference Manager onto a network server?

Chapter 19 covers installing and using Reference Manager in a
network environment.

Do you plan to use Reference Manager to format citations in
your word processor documents?

As of June 2008, Reference Manager is compatible with:
4 Microsoft Word for Windows 2003 and 2007
¢ WordPerfect for Windows 9, 10, 11, 12, and 13

The Cite While You Write feature adds Reference Manager
commands to Word or WordPerfect. It allows Reference
Manager to format citations and create a bibliography for the
document that is open in Word or WordPerfect. You can format,
unformat, and reformat a single document—without ever exiting
your word processor. In Word 2003 or WordPerfect, Reference
Manager commands appear on the Tools menu. In Word 2007,
Reference Manager commands appear on a Reference Manager
tab.

If a supported version of Microsoft Word or WordPerfect is
installed on your computer, the appropriate Cite While You
Write files are automatically installed when you install
Reference Manager. These features can be used with a shared
copy of Word or WordPerfect on a network.

In order for Cite While You Write to install properly:

¢ Microsoft Word or WordPerfect must be correctly installed
on your computer prior to installing Reference Manager.

¢ During the Reference Manager installation process, you will
need administrative rights to the local machine.
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Installing Reference Manager

Follow these instructions to install the Reference Manager
program.

If you are upgrading from a previous version of Reference
Manager, please see “Upgrading from an Earlier Reference
Manager Version” on page 29.

See Chapter 19 for information about installing and using
Reference Manager in a network environment.

To install Reference Manager:

1.

Log in to the local machine with administrative rights. Make
sure no applications are running, including virus protection
software.

Start the Reference Manager installation program.

If you downloaded the installer: Double click the installer
file to start the Setup program.

If you received Reference Manager on a CD: Insert the CD
into your CD-ROM drive.

The Reference Manager Setup program will start. If you do
not have Autoplay enabled, choose Run from the Start menu,
type “d:\setup” (use the drive letter appropriate to the drive
containing the installation CD) and press ENTER.

Follow the instructions on the screen to complete the
installation. Use the Next button to move forward through
these installation dialogs:

Welcome: Thank you for purchasing Reference Manager!

Read Me Information: Read late-breaking news about this
version of Reference Manager.

User Information: Enter your name, organization, and serial
number.

License Agreement: You must select “I accept the license
agreement” in order to continue with the installation.

Select Destination: By default, Reference Manager is
installed in the C:\Program Files\Reference Manager 12 folder.
You can use the Browse button to change the folder selection
if you wish.

The check box is selected to “Install content files to common
documents folder.” This installs import filters, output styles,
and sample files to a shared folder. We recommend that you
install to this shared location to allow sharing and editing of
the files. If you clear the box, content files will be installed in
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the Reference Manager 12 program folder. Windows does
not recommend editing files located in the Program Files
folder.

Select Features: By default, both Reference Manager and
Web Publisher are installed. Web Publisher is explained in
Chapter 18, “Publishing Databases with Web Publisher.”

Select Default Citation Manager: (Microsoft Word 2007
only) If the installer detects Microsoft Word 2007, it asks
whether to “Use Reference Manager as my default citation
manager.” Cite While You Write will be installed in Word
2007 in any case, but when this item is selected the installer
will suppress Word’s native Citations and Bibliography
commands (the group normally found on the References tab
in Word) in order to avoid confusion for the user.

Ready to Install: You can still click Cancel to stop the
installation. Once you click Next, the installation program
will begin installing Reference Manager files.

On the final “Reference Manager 12 has been successfully
installed” dialog, you may opt to register the product or click
Finish to close the installation program.

To make sure the program installed correctly, see “Checking
Your Installation” on page 30.

Installed Files

The full Reference Manager installation includes the following
default folders and files.

Program Folder
C:\Program Files\Reference Manager 12

¢
¢

® & & o o

RM12.exe is the Reference Manager application file

Reference Manager.chm is the help file

You can double-click the file to view it. In the Reference
Manager program, select Help Topics from the Help menu.
Pressing the F1 key on your keyboard or clicking a Help or ?
button in the program brings up a context-sensitive topic.

IFE.exe is the Import Filter Editor application file
IFE.chm is the IFE help file

Readme.txt text file contains late-breaking news
Reference Manager.pdf is the full electronic manual

RMGettingStartedGuide.pdf gives a tour of the program
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4 Spell folder
This folder contains spell check dictionaries for the
Reference Manager spell checker.

¢ Term Lists folder
Term list files end with the extension .PST. These lists
contain thousands of journal names and standard
abbreviations. Import a list into your database’s Periodical
term list to standardize data entry and use the abbreviations
in your bibliographies.

¢ Shortcut folders

Many system setups, especially under Windows Vista, do
not allow users to make changes in the Program Files folder.
So that you can easily edit and share certain Reference
Manager files, these shortcut folders point to a shared
Reference Manager 12 folder.

Database shortcut folder

Styles shortcut folder

BKWrAPI shortcut folder

Import shortcut folder

¢ Various additional folders and files are installed to support
the Reference Manager program and to integrate Reference
Manager with other software programs.

Shared Folder

Open the Shared Documents or Public Documents folder in
Windows Explorer to locate the Reference Manager folder at:

Windows XP: C:\Documents and Settings\All Users\Documents\
Reference Manager 12

Windows Vista: C:\Users\Public\Documents\Reference Manager 12

¢ Database folder
This folder contains a Sample database. You can use the
Sample database to follow the guided tour found in Chapter
3 and the Getting Started Guide, and to experiment with
while learning Reference Manager. You may want to use this
shared folder to store your databases, so that they are
available to all users on your computer. Each database is
made up of two files, ending with the extensions .RMD and
RMX.

¢ Styles folder
This folder contains the full collection of over 1,000
bibliographic styles. Style files end with the extension .OS.

¢ BKWrAPI folder
This folder contains import filters to connect to and search
online bibliographic databases. Filter files end with the
extension .CAP.
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4 Import folder
This folder contains filters for importing text files
downloaded from online bibliographic databases. Filter files
end with the extension .CAP.

¢ Samples folder
This folder contains sample files of references downloaded
from various online sources.

Preferences Folder

Depending on your settings, these folders may be hidden from
view in Windows Explorer.

Windows XP: C:\Documents and Settings\[UserName]\
Application Data\lSI ResearchSoft\RefMan

Windows Vista: C:\Users\[UserName]\App Data\Roaming\ISI
ResearchSoft\RefMan

While many Reference Manager preferences are stored in the
Windows registry, some are stored in your personal preferences
folder. It contains saved search strategies, your casing term
dictionary, and various other settings.

Upgrading from an Earlier Reference
Manager Version

Converting
Old Reference
Manager
Databases

Before you begin, back up all databases, custom output styles,
and custom import filters.

While it is not required, we recommend uninstalling all previous
versions of Reference Manager before installing Reference
Manager 12. See “Uninstalling Reference Manager” on page 35.

Make sure Reference Manager 12 is installed in a new folder (not
the same folder as the older version of the program.) By default,
Reference Manager 12 is installed into C:\Program Files\Reference
Manager 12. The latest output styles, import filters, and Internet
database configuration files available with Reference Manager
12 are installed in the Styles, Import and BkwrAPI folders; see
“Shared Folder” on page 28.

Reference Manager 12 can automatically update databases
created with Reference Manager version 10 or later to the version
12 database format. (To convert databases from earlier versions
of Reference Manager, please contact technical support at
http:/ /www.refman.com/rmcontact.asp.)
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Customized
Files

To convert an existing Reference Manager database:
1. Start Reference Manager.
2. Go to the File menu and choose Open Database.

3. On the file dialog, select Read-Write Exclusive access rights,
locate and highlight the old database, and click Open.

4. On the Upgrade Database dialog, click the appropriate
button to either convert the database for this version of
Reference Manager or leave the database in its current form
and open it with Read Only access.

Reference Manager 12 provides complete, updated sets of styles
and filters. However, if you want to keep any of your older,
modified files to use with Reference Manager 12, you can move
the files that you want to use into the Styles, Import, or BkwrAP!I
folders installed with Reference Manager 12.

Reference Manager 12 can use styles created by Reference
Manager version 8 or later. In order to use a modified Reference
Manager style from a previous version, first open and save the
style in Reference Manager 12.

To convert journal formats created with Reference Manager 6 or
7, use the Convert Journal Formats command from the Tools menu
in Reference Manager.

Checking Your Installation

Checking
Microsoft
Word Support

To run Reference Manager 12, click the Start button, choose All
Programs or Program Files, select Reference Manager 12, and then
choose Reference Manager 12. To check the version number of
Reference Manager, choose About Reference Manager from the
Help menu.

If you have trouble accessing the program, repeat the installation
steps to verify that the program was correctly installed.

To see whether Cite While You Write is correctly installed, start
Word.

In Word 2003, click on the Tools menu and you should see
Reference Manager commands on a Reference Manager 12
submenu. In Word 2007, you should see a Reference Manager tab.
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Word 2003 Tools menu and Reference Manager 12 submenu

Tools I

| Reference Manager 12 3

Go To Reference Manager

Insert Citation. ..
Insert Marked Reference(s)
Instant Formatting. ..

iMmA%DL

Generate Bibliography...

=

Edit Citation{s)...
Insert Note...
Edit Database Reference(s)

R

Revert to Original Text

e

Remove Field Codes

o

Export Traveling Library...

Cite While You Write Preferences...

< 2

Help

Word 2007 Reference Manager tab

I Reference Manager 12

:_@\ R},q Go to Reference Manager Styles Modern Language Associat., = | % Export to Reference Manager -

N :J' Edit Citation(s) \Ff Update Citations and Bibliography Qh Preferences

Insert

Citr;:ietjn - ¥ Edit Database Reference(s) 3) Convert Citations and Bibliography = || ‘? Reference Manager Help

Citations Eibliography (F] Tools
Checkmg To see if Cite While You Write is correctly installed, start
WordPerfect WordPerfect and click on the Tooils menu. You should see a
S t Reference Manager 12 submenu with various Reference Manager
uppor commands.

WordPerfect Tools menu and Reference Manager 12 submenu

Insert Citation

Insert Marked References
Recall Last Search

Scan Document

Generate Bibliography

Find Previous Unlinked Citation
Find Next Unlinked Citation
Unformat Cikations

Revert ko Original Text

Help

Installing Word Processor Support Later

When you install Reference Manager, the installer program looks
for Microsoft Word and WordPerfect on your computer. If it
finds a compatible version, the appropriate Cite While You Write
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word processor files are installed. There are several instances,
though, where you may need to reinstall these files after
Reference Manager is installed.

Installing CWYW Support

When you install Reference Manager 12, Cite While You Write
(CWYW) tools are installed for the current workstation. In Word
2003 or WordPerfect they appear on a Tools>Reference Manager 12
menu. In Word 2007, they appear on a Reference Manager 12 tab.
However, if you installed or upgraded Word or WordPerfect
after installing Reference Manager, the appropriate files may not
be installed and registered.

If you do not see CWYW commands in Word or WordPerfect:

1. Run the Reference Manager 12 Installer again. You can
either:

¢ Double click the installer file on disk or CD.

¢ From the Windows Control panel, choose Add or Remove
Programs, highlight Reference Manager 12, and click
Change.

If the program has already been installed on this computer,
you will be given the option to Modify, Repair or Remove.

2. Select “Repair” and proceed with the installation.

Reference Manager 12 commands should now appear in your
word processor.

Setting the Default Citation Manager for Word 2007

When Word 2007 is detected as you install Reference Manager,
Cite While You Write (CWYW) tools are installed in Word 2007.
You are given the option of selecting Reference Manager as the
default citation manager for Word.

When you select Reference Manager as the default citation
manager for Word 2007, the Citations and Bibliography group on
the References tab in Word is suppressed. This keeps users from
inadvertently using native Word citation commands rather than
using commands on the Reference Manager tab to Cite While
You Write.

To change the default citation manager setting for Word 2007:

1. Log in to your Windows user account with full read and
write access rights.

2. Do one of these:
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¢ From the Windows Start menu, choose All Programs, then
Reference Manager 12, then Configure Reference Manager.

¢ Use Windows Explorer to navigate to the Program
Files\Reference Manager 12 folder. Double-click on the
RefManConfig.exe file.

3. Choose the option to "Configure Reference Manager
components for me."

=

& Reference Manager Configuration

Reference
Manager

“+ Search online resources

Select Components

[] Use Reference Manager as default citation manager

Choose this option to suppress the Citations and

 Direct export from your Bibliography group of Word 2007's Reference tab.

favorite online sources

“* Manage references and o " .

link to full text PDF files [] configure Reference Manager Web Publisher settings
Choose this option to initialize or reset the directories
and necessary configuration files to start the Apache
server for Reference Manager Web Publisher,

<+ Search, edit and create
bibliographies across
up to 15 databases

& Collaborate with others WARNING: The current settings will be lost.

using Web Publisher

[ < Back ” Mext > ] [ Cancel ]

4. Select the “Use Reference Manager as default citation
manager” box to suppress the Citations and Bibliography
group in Word 2007. Or, clear the box to restore the Citations
and Bibliography group in Word 2007.

Updating Files

Use the automated update feature to check for and install new
updates to Reference Manager.

NOTE: Back up all databases, plus custom filters and styles, before you
begin.

To update Reference Manager 12:

To update Reference Manager 12, go to the Start menu and select
Programs, then Reference Manager 12, then Update Reference
Manager 12.
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Or, in Reference Manager, go to the Help menu and select
Updates.

NOTE: To update Reference Manager Network edition, see “Updates”
on page 542.

We continually update output styles and filters. The latest
versions are included with program updates, but you can also
download the latest files at any time from

http:/ /www.refman.com/support/RMsupport.asp.

Repairing Your Reference Manager
Installation

You can repair your Reference Manager installation at any time
with the “Add/Remove Programs” function on the Windows
Control Panel. Use the repair command to resolve missing or
corrupt files, registry keys, and shortcuts, or to reinstall original
styles and filters.

NOTE: Please back up custom styles and filters before you begin. If you
have modified a supplied content file, and have not changed its name,
it will be overwritten during the repair.

The repair feature uses the answers from your initial installation
to reinstall the program. Registry settings are set to defaults and
the original content files are copied again.

To repair the Reference Manager 12 program:
1. Make sure Web Publisher is disabled.

a. From the Tools menu in Reference Manager, select Web
Publisher.

b. Click on the Configure tab.

c. Select the button to “Disable Web Publisher.”
d. Click OK.

e. Exit Reference Manager

2. From the Windows Start menu, select Control Panel, or
choose Settings and then Control Panel.

Select Add or Remove Programs.
4. Select the Reference Manager 12 program.
Click the Change button.
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6. Select the Repair button.

Your program folders are left intact, so additional files saved
along with the program files are preserved, including custom
content files.

Web publisher settings that are set through the options panel are
not overwritten unless changes were made outside of Reference
Manager to the Apache configuration file.

Uninstalling Reference Manager

Before you remove Reference Manager, back up your databases
and any other files that you have created or customized.

Uninstall Reference Manager by using the “Add/Remove
Programs” function in the Windows Control Panel.

NOTE: To uninstall Reference Manager Network edition, see
“Uninstalling Reference Manager” on page 545.

To uninstall the Reference Manager 12 program:
1. Make sure Web Publisher is disabled.

a. From the Tools menu in Reference Manager, select Web
Publisher.

b. Click on the Configure tab.

c. Select the button to “Disable Web Publisher.”
d. Click OK.

e. Exit Reference Manager

2. From the Windows Start menu, select Control Panel, or
choose Settings and then Control Panel.

3. Select Add or Remove Programs.
4. Select the Reference Manager 12 program.
5. Click the Remove button.

The Uninstall program removes only files, groups, and icons
installed by the Reference Manager installer the last time it was
run.

It will not delete your databases or any new files you have
created. It will not delete folders if they contain files you created.
You will need to manually delete those files with Windows
Explorer.
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To remove any modified Reference Manager files that remain:

We purposely do not remove any Reference Manager databases
or customized files. You can manually delete these files with
Windows Explorer. Once you are sure you do not want to save
any of the files contained in the following folders, you can delete
them:

Windows XP

C:\Program Files\Reference Manager 12

C:\Documents and Settings\All Users\Documents\Reference Manager
12

C:\Documents and Settings\[UserName]\Application Data\lSI
ResearchSoft\RefMan

Windows Vista

C:\Program Files\Reference Manager 12
C:\Users\Public\Documents\Reference Manager 12
C:\Users\[UserName]\App Data\Roaming\ISI ResearchSoft\RefMan
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Introduction to the Guided Tour

Tour
Objectives

Using the
Sample
Database with
the Exercises

Database
Capacity

This Guided Tour walks you through a series of exercises to get
to know the basics of Reference Manager. It is best if you take the
tour one step at a time.

After completing the exercises in this Guided Tour you should
be able to:

¢ Understand the major uses of Reference Manager as a
bibliographic database program

¢ Easily navigate references in a database with commonly
used features

¢ Build a database by importing references and entering
references manually

Search a Reference Manager database
Use term lists for easy global editing and creating synonyms

Build bibliographies in Microsoft Word or WordPerfect

* & & o

Print bibliographies and subject bibliographies directly from
Reference Manager

The exercises in this Guided Tour use the Sample database that
is automatically installed when you install Reference Manager.
You will use the Sample database to learn how to navigate a
database, enter references, search a database, and build
bibliographies. When you are done with the Guided Tour, you
can experiment further with the Sample database.

Depending on your system’s resources, you can create an
unlimited number of Reference Manager databases, each with an
unlimited number of references. In Reference Manager, all text
fields are variable length and can include almost any type of
information. The manner in which information is entered is
directly related to producing correctly-formatted in-text
citations and bibliographies.
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Reference
Types

Online Help

It is possible to have many different reference types in a
Reference Manager database. For example, you can store
Audiovisual Material with Journal Article and Book references.
Reference Manager comes with 35 predefined reference types for
you to select when entering references.

While Reference Manager is designed and used for bibliographic
references, you can use the program to store records of any type.
You can use any of the predefined reference types or you can
modify them to create a custom reference type. Each reference
type can include up to a maximum of 37 fields.

When using Reference Manager, many of your questions can be
addressed using the online help that comes with the program.
There are several ways you can access online help when using
Reference Manager:

¢ From the Help menu, choose Help Topics to find a topic using
the Contents, Index, or Search tab.

¢ In many Reference Manager windows, click the Help button
to see information related to the current activity.

¢ DPress the F1 key to display context-sensitive help. If no
context-sensitive help is available, choose from the list of
topics that appears.
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Part I: Navigating a Database

Exercise —
Opening the
Sample
Database

In this section of the Guided Tour you will learn to:

¢

* & & o

Open an Existing Database
Customize the Reference List
Customize the Database Sort Order
Click Sort on Column Headings
Drag and Drop between Databases

To open the Sample database:

1.

From the Windows Start menu, locate the Reference Manager
12 program group and choose Reference Manager 12.

The Open Reference Manager Database dialog appears.

If you have previously used Reference Manager, the last
Reference Manager database used may automatically open.
Check the database tab at the bottom of the screen to be sure
the Sample database is open. If it is not, close the current
database by going to the File menu and choosing Close
Database. Then, from the File menu, choose Open Database to
continue.

=

Open Reference Manager Database

Look in: |_} Reference Manager 12 j & & EB-
A Ccwyw
uﬁ =) Export

My Recent I plugins
Documents ICProduct-Support

' I5pell
|1 WebPublisher
Deskdop |2 xmiConfigFiles
. () BkWrAPT
o
(52 Import
My Documents 2 5amples
= 5 Styles
58
My Computer

| COpen |

“:‘] File name: |Database.lnk j
D
My Network Files of type: |Database (".RMD;refmani.dat;” PDT;". ENL) j Cancsl

Places
Help

Acess fights : | Read*wiite Exclusive

In the Open Database dialog:

a) In the “Look in” box, navigate to the Reference Manager
12 folder. The default location is C:\Program
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Files\Reference Manager 12. Open the shortcut to the
Database folder.

b) At the bottom of the dialog, in the “Access rights” box,
select Read-Write Exclusive.

NOTE: By default, databases are opened with Read-Write Exclusive
access rights so that you can make global changes; nobody else can
open the database while it is open with Read-Write Exclusive rights.

¢) In the Database folder, locate the Sample database
(Sample.rmd) and either double-click on it or highlight it
and click Open.

2. Reference List - Sample Database: Book, Whole Reference ID 99
Ref Type* Book, Whole

Ref ID* 99
Book Title Bottlenose dolphins of Galveston Bay:at the top of the bay's food web

CEX

5] /1997 Other v
Authors I

™ 9 Bottlenose dolphins of Galveston Bay:at the top of the b

] =Global Biodivers Species: Phocoena phocoena

] Anderson, L. Arion and the dolphins: based on an ancient Greek legend

] Angel H. Life in the oceans: the spectacular world of whales, dolphins, giant <
] Au W Atlantic bottlenose dolphin (Tursiops truncatus) hearing threshold foi
] Au W Automatic gain contral in the echolocation system of dolphins

] AuWWL Application of the reverberation-limited form of the sonar equation to

] Baird, R.W. Status of the bottle-nosed-dolphin, tursiops-truncatus, with special r
] Ballance,L.T. Habitat use patterns and ranges of the bottle-nosed-dolphin in the G
] Barlow.J. An assessment of the status of harbour porpoise populations in Cali & I
[T\ Sampie / el | il

0 Marked Reference 1of 155

Notice that the Sample Database window has two panes: the top
pane is the Reference Display, and the bottom pane is the
Reference List.

The Reference Display, the top pane in the Database window,
details the reference highlighted in the Reference List. You can
edit the highlighted reference in the Reference Display.

The default Reference List shows the Reference ID, Author, and
Title fields. (Later, you will learn how to customize this view to
include any field.) The Reference List provides a way to browse
through single-line references, mark or unmark references, or
display records in full for viewing or editing.

Next, take a closer look at how to navigate the Reference List.
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Exercise —
Customizing
the Reference
List

While the default Reference List shows three Reference Manager
fields (Reference ID, Author, and Title), the list can be
customized to display up to 31 fields.

In the following exercise you will customize the Reference List
by selecting different fields to display and then changing the
column widths.

To select the fields to display:

1. From the Tools menu, choose Reference List Display.

=

Reference List Display

Fieference List Fields To Display

Field Order] 1 2 3 [
Header |Ref D Authors Title
Field Type |RefID Authers, primary Title, primary

-
Current List:| D atabase | Mumber of Columns:| 3 ﬂ Inzert Cal | Remave Cal |

QK | Cancel | Save | Copy To Al | Help |

Each column represents a field appearing in the Reference
List.

¢ Field Order—The first row allows you to specify the
order in which the fields appear.

¢ Header—The second row allows you to modify the text
appearing as a Header.

¢ Field Type—Row three allows you to select the field you
want to view.

2. Move the mouse pointer over the number 3 in the Field
Order row. When the cursor changes to a downward arrow,
click the mouse to highlight the entire third column.

3. Click the Insert Col button.

A new column is inserted before the third column; the
original third column moves to the right. The newly inserted
column defaults to Ref ID as the Header and Field Type.

4. Click the Field Type row in the new column and select Date,
primary from the drop-down list that appears. The list is
alphabetized, so you will need to scroll up to find Date,
primary.
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The Header row automatically changes when you select a
new Field Type.

NOTE: When you select the File Attachment field to display, the header
for the field is a paperclip icon. For each reference that includes a file
attachment, a paperclip icon will appear in the reference list.

Exercise —
Changing the
Column Width

5. Click the Header row in the new column and change “Date,
primary” to Date by deleting the word “primary.”

6. Click OK to save your changes. Reference Manager displays
a message asking whether you would like to copy this
reference list format to all reference lists. Click Yes. The Date
field now appears in the Reference List.

You can resize the width of the columns easily by dragging
between column titles. Use the next exercise to change the width
of the Date field in the Reference List.

You can adjust the width of the Date column to allow more room
for the Title column.

To adjust column widths:

1. In the Reference List, place the cursor on the vertical line
separating the Date and Title column headers.

The cursor changes to a left/right directional icon allowing
you to reset the width.

2. Drag the vertical bar to the left to reduce the width of the
Date field.

2. Reference List - Sample Database: Book, Whole Reference ID 99 g@g|
Ref Type* Book, Whole -

Ref ID* 99

Book Title Bottlenose dolphins of Galveston Bay:at the top of the bay's food web

[ /1997 Other
#Fitle

9 Bottlenose dolphins of Galveston Bay:at the top of the bay’
] =Global Biodivers 20 Species: Phocoena phocoena

I Anderson, L. 1978  Arion and the dolphins: based on an ancient Greek legend
[~ 86 Angel H. 1976  Life in the oceans: the spectacular world of whales, dolphin
I 144 Au W 2002 Atlantic bottlenose dolphin (Tursiops truncatus) hearing thre
- 139 Au W 2003 Automatic gain contral in the echolocation system of dolph
- 54 AuWWL 1992 Application of the reverberation-limited form of the sonar eq
r M Baird, R.W. 1993 Status of the bottle-nosed-dolphin, tursiops-truncatus, with
- 55 Ballance,L.T. 1992 Habitat use patterns and ranges of the bottle-nosed-dolphin
r m Barlow.J. 1990  An assessment of the status of harbour porpoise populatior
[T\ Sampie / el fl

0 Marked Reference 1of 155
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Exercise —
Customizing
the Database
Sort Order

3.

Experiment with changing other column widths.

Several sorting options are available in Reference Manager. You
can specify a custom database sort order to be applied anytime a
Reference List appears, as well as a separate sort order applied
to search results. You can also perform instant sorts using the
column headers in the Reference List.

To change the database sort order:

1.

2.

To change the database sort order for an existing database,
go to the Tools menu and choose Change Database Sort Order.

r B]

Change Database Sort Order

[atabaze to Change
Sart
Default Reference Sort m
- * Ascending
Sort by |Auth0rs, prirnary j ‘® Diesezneg Help

j + Azcending

Then by |Date, primary  Descending

* Ascending
Then by |<None> j ™ Descending

Text Sort
% Character Set Sort (RM 8 compatible]

" System-dependent Word Sort
" Intemational *ord Sort |General j

Frogress

In the Database to Change box, make sure the Sample
database is selected.

NOTE: If the Sample database does not appear as an option in the
Database to Change box, you did not open the database with Read-
Write Exclusive access.

5.

Author is already set up in the primary Sort By box. You will
set up a secondary sort order for Title and Date fields.

Click the drop-down list in the first Then By box (the second
level of the sort) and change the field to Title, primary. Select
Ascending order.

Click the drop-down list in the second Then By box (the third
level of the sort) and change the field to Date, primary. Select
Descending order.

Click the Sort button.
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Exercise —
Changing the
Sort Order
Instantly

Exercise —
Copying or
Moving
References
from One
Database to
Another

Reference Manager displays the message “Resort
successfully completed” when the sort is complete.

6. Click OK to close the dialog box, and then click Close to see
the results of your settings.

You can also set up the database sort order when you create a
new database. To see how this works, from the File menu, choose
New Database and then click the Advanced button. Click Cancel to
leave without making changes.

Instant sorts can be performed on any column header in the
Reference List when you want to adjust the sort order without
making permanent modifications.

To use the click sort method to sort by a displayed field:

1. To sort by the Date field, click the Date column header. The
references are sorted by date in ascending order. Click a
second time to change the sort order to descending.

2. Experiment with sorting the references by another column
header. Click on the Author column header and locate the
name “Marten, Ken.” Use the scroll bar to the right of the
Reference List; notice the scroll tip that appears to show you
your location in the list.

Reference Manager makes it easy to copy or move references
between databases. To copy or move references, you need to
have two databases open. For this exercise, we will first create a
new empty database.

To create a new database and then copy references:
1. From the File menu, choose New Database.

2. On the file dialog, enter a new name for the database — type
“Test” for this exercise — and click New.

You should have two Reference Manager databases open
now, Test and Sample. Notice the two tabs with the database
names at the bottom of the window.

KT » |
0 Marked Reference 0 of 0

The status line indicates that
there are no references in
the Test database.

M\Sample ,\Telst/

|
The Test database is active. Click
on the Sample tab to display the
Sample database.

3. Click the Sample database tab, and highlight a reference in
the Reference List.
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You can highlight multiple references by using CTRL-CLICK
to select non-contiguous references or SHIFT-CLICK to select a
range of references. Once you highlight more than one
reference, the top Reference Display goes blank, as it can
only show a single reference.

To copy the highlighted reference(s), hold down the CTRL
key, drag them to the Test database tab, and release the
mouse.

(To move references, you would use the same process, but
without holding down the CTRL key.)

Reference Manager displays messages, asking you to
confirm the copy or move of each reference. You can click Yes
for each reference or Yes to All if you want all the selections
to copy or move automatically.

NOTE: You can also copy reference(s) between databases using the
Copy Between Databases command. From the Reference menu,
choose Copy Between Databases.

Related
Sections

5.

Click on the Test tab to view the Test database, then click on
the Sample tab to return to the Sample database.

The following chapters provide more information about topics
mentioned in this section of the Guided Tour.

¢

¢

To learn more about opening and working with databases,
see Chapter 4.

To learn more about customizing the Reference List window,
see “Changing Display Fields”in Chapter 4.

To learn more about changing sort orders, see “Sorting the
Database” in Chapter 8.

To learn more about copying and moving references, see
Chapter 5.
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Part II: Building a Reference Manager
Database

Searching an
Online
Database from
Reference
Manager

Exercise —
Searching an
Online
Database

In this section of the Guided Tour you will learn to:

¢ Search an Online Database from Reference Manager

¢ Import References from Online, CD-ROM, or Web-based
Services

¢ Enter and Edit References
¢ Spell Check Selected Text or an Entire Reference

¢ Launch Web Pages or Files from a Reference

As you build your database, you may search a variety of sources.
You can search an online database directly from Reference
Manager, and access the ISI Web of Knowledge, PubMed, or
hundreds of Z239.50 sites (such as academic and public library
catalogs, the Library of Congress, and more). The references you
find using Reference Manager’s Internet Search are placed in a
temporary database that you can save permanently. You can
move individual references to an existing database using drag
and drop (or copy between databases).

You may also search other commercial and bibliographic
services. Bibliographic data sources are generally available in
these forms: CD-ROM, online, and Web-based services.

The exercises that follow show you how to search online
databases from Reference Manager and import a text file
previously downloaded from PubMed.

This exercise guides you through the basic steps of connecting to
and searching an online database. You must be at a computer
with Internet access — with either a dial-up or direct network
connection.

For this exercise, you will connect to PubMed, which is made
available by the U.S. National Library of Medicine and provides
access to bibliographic and full-text databases. PubMed is the
online database we will search; National Library of Medicine is
the information provider. PubMed comprises the full Medline
medical database, and the pre-Medline records.

To search PubMed:
1. Display the Sample database.
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2. From the Tools menu, choose Internet Search.

&% Search

PubMed + |V Internet search @4 | Cja Iz

&' Hosts: PubMed: MEDLINE

Connector Field | Parameter ~

i feics |

3. From the drop-down list on the Search toolbar, select
PubMed. The Internet Search box is already selected.

4. Now, build your search expression.

For this exercise, let’s say you are interested in information
about the success of corrective eye surgery, such as lasik.

¢ In the first box under the Field column, select All fields if
it doesn’t automatically display, and press ENTER. The
cursor moves to the Parameter column.

¢ In the Parameter box, type “lasik”.

5. To start the Internet search, click the Start Search toolbar
button (the binoculars) or press F12.

NOTE: If you haven't already established a connection, your dial-up
configuration should automatically dial and connect. If the connection is
not successfully established, Reference Manager alerts you with an
error message and stops the search attempt.

As the search progresses, Reference Manager displays status
messages.

In our example, over 3000 records were found. PubMed
displays a dialog allowing you to select a range of references.

=

Internet Search Result

Fieference Manager found 3322 reference(s]

matching your search parameters.

Cancel

Feferences' range to retrieve

1 through |3322

NOTE: PubMed is updated regularly, so you may find a different
number of references than illustrated here.
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If the result set seems too big, you can always refine the
search to get closer to exactly those references you want.

One technique to narrow your search is to retrieve some of
the references, then open individual references to see what
keywords are typically used in the online database. Then,
use one of those keywords in your next search strategy.

6. In this case, click Cancel to stop retrieval and return to the
Search window.

7. We will refine this search by looking for references that
mention both lasik and infections:

¢ Leave the first search line as entered.

¢ In the Connector box of the second line, select AND from

the list.
¢ In the Field column of the second line, select MeSH
Major Topic.
¢ In the Parameter column of the second line, type
“infections”.
B=1e3
PubMed + |V Internet search ]| ¢4 Ein ETY Iz % % %Op?
&' Hosts: PubMed: MEDLINE
Connector| Field | Parameter e
All fields lasik

AND MeSH Major Topic infections]

8. Click Start Search. This time 120 references are found.

=

Internet Search Result

Fieference Manager found 120 reference(s]

matching your search parameters.

Cancel

Feferences' range to retrieve

1 through |120

The number of references found with the same search can
change daily as online libraries are updated.

9. Click OK. These references appear on a Search 2 tab.

Subsequent searches would appear on a Search 3 tab, then a
Search 4 tab, etc.

Browse the results or click sort your column headings to
organize the reference list quickly.
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To save the retrieved references:

You can save the entire set of references to a permanent database
using Save As from the File menu. When you use Save As, do not
give the new database the name of an existing database in the

same folder; the old database would be replaced by the new one.

Or, for this example, identify the references you want to keep so
you can drag and drop them into a permanent database.

1. Highlight two or three of the references.

You can hold down the SHIFT key to select adjacent
references, or hold down the CTRL key to select references
that are not next to each other.

2. Holding the mouse button down, drag the references to the
Test database tab.

3. Let go of the mouse button to drop them into the Test
database.

4. When a Confirm Move Reference dialog appears, click Yes to
All to move each of the highlighted references.

If you do not save the references, you will be asked whether to
save the database when you close either the Search tab or the
Reference Manager program.

NOTE: As you copy or move references between database tabs, it is
likely that you will receive a message about duplicate reference IDs.
Unless a reference is already linked to a Word or WordPerfect
document, it is fine to reassign reference IDs.

To close the Search tab:

You can execute as many Internet searches as you wish, with
each search retrieved to another Search tab (up to a total of 15
database tabs). This can get confusing once you have many
database tabs to scroll through!

When you have saved the references you want from a temporary
Search database, you can close the tab to discard the temporary
database.

1. Click on the Search 2 tab.

2. Right click on the reference list to display a shortcut menu.
3. Select Close Search 2 Database.
4

On the Closing Temporary Database dialog, click Close to
throw away the Search 1 temporary database.
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A Note about
the ISI Web of
Knowledge

Exercise —
Importing
References

It is not necessary to close Search tabs. When you close the
Reference Manager program, you will be asked whether to save
the references from any open Search tabs. As the program closes,
all Search tabs are removed.

The ISI Web of Knowledge provides seamless access to several
ISI Web of Science databases which contain current and
retrospective multidisciplinary information from approximately
8,500 of the most prestigious, high impact journals in the world.
Through ISI Web of Knowledge Links, the ISI Web of Knowledge
also offers navigation to electronic full-text journal articles,
genetic information, and chemical and patent databases.

If you have a paid subscription, searching the ISI Web of Science
databases is essentially the same as searching other online
databases. You may copy your search results directly to a
Reference Manager database. If you do not currently have
prepaid access, you can go to

http:/ /scientific.thomsonreuters.com to learn more about it.

Another way to build a database without typing references is to
import references. For example, you might search a resource
provided by your institution (for example, Web of Science,
Current Contents, Ovid, etc.). The results or selected references
are downloaded into an ASCII text file, in a structured format.
Reference Manager has predesigned import filters that move
these references into your database with a few simple steps.

Before importing records, you must first download the records
from the database service. In this example, we will use a text file
that was previously downloaded from ToxLine. You will find
samples for supported services in the Reference Manager
12\Samples folder.

To import a text file of references into Reference manager:

1. You should currently have two database tabs open: the Test
database and the Sample database. (It is okay to also have
one or more Search tabs open.)
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http://scientific.thomsonreuters.com

2. From the File menu, choose Import Text File.

=

=

B Import Text File §|

Database: (IEE]

Fiter: | = | e
Testfie: | =] J View Text File...

Fieference range Additional keywords
e Al

" Fram:

[ =

Drefault reprint status

Status:  |Mot in File -

3. On this dialog, set these values:

¢

¢

From the Database drop-down list, select the Test
database.

Next to the Filter drop-down list, click the Browse button
[...]. Locate the Reference Manager 12\Import folder where
you will find the import filters supplied with Reference
Manager. Locate the Toxline.CAP file, highlight it, and
click Open.

Next to the Text File drop-down list, click the browse
button [...]. Locate the Reference Manager 12\Samples
folder, where you will find sample download files.
Locate the Toxline. TXT file, highlight it, and click Open.

The Reference Range setting can remain All. You can set
a range if you imported a partial file and would like to
pick up where you left off (for example, 50 to 124).

The Default Reprint Status area helps you keep track of
articles you maintain in your physical collection. You can
browse the drop-down list and select any of the three
settings: In File, Not In File, and On Request. The On
Request option is useful to help you track the date of
your reprint requests.

You can use the Additional keywords box to add
keywords globally to the entire set of imported
references.

For this exercise, place your cursor in the first empty

space and type “ToxLink.” A dynamic list of keywords
associated with the target database appears and follows
your keystrokes. If the term “ToxLink” is on the list and
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highlighted, you can press ENTER. If this term is new to
the database, press Tab.

You might also find it handy to add today’s numerical
date to track when the reference entered the database.

You can use the buttons at the bottom — Font, Greek, and
Symbol - to change characters in the terms you are
assigning.

Your dialog box should now look like this:

r B

B Import Text File §|

D atabase: |Test j

Filter: |E:\Documents and Settingshall Users\ch J Edit Filter....
Text file: |E:\Documents and Settingshall Users\ch J “Wiew Text File...

Fieference range Additional keywords
= Al |Toudink
" Fram: |

Diefault reprint status |
Status:  |Mot in File - |

RN B
Import | Cloze | Options... | Help |

4. Click Import to import your records.

Once the import is complete, Reference Manager displays a
message, telling you that the import was successful.

5. Click OK.

An import log dialog box appears to confirm the number of
references imported, the number of duplicates detected, and
other details about the import process. Click Close to return
to the Reference List.

You will now see an additional tab at the bottom of the
Reference List labeled Imported. This tab shows the newly
imported references visually separated from the Test
database for easy editing. These records are already saved in
the Test database; any edits made on the Imported tab are
reflected in the Test database. If you delete a reference from
the Imported tab, it is also deleted from the Test database.

To close the Imported tab:

When you are done working with the imported references on the
Imported tab, you can close the tab to remove the temporary list.

1. Click on the Imported tab.
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Exercise —
Inserting a
New Reference

2. Right click on the reference list to display a shortcut menu.
3. Select Close Imported Reference List.

The temporary Imported reference list disappears, but the
references are still in the Test database.

It is not necessary to close the Imported tab. When you close the
Reference Manager program, the Imported tab is removed.

You will save time using the previous search and import
methods to build your database. However, there may also be
references that require keyboard entry, such as theses,
dissertations, and conference proceedings. In Reference
Manager, you use the same steps to both enter and edit
references.

The following fields in Reference Manager work differently than
regular text fields: Authors, Keywords, and Periodical. These
fields provide dynamic access to names, terms, and titles that
already exist in a given database, and are managed in Term
Manager, which is discussed later in this tour.

To enter a new reference:
1. Click the appropriate tab to access the Sample database.

2. From the Reference menu, choose New.

S Sample Database: Generic Reference ID 191

Generic -

Ref ID* 191
Title, primary
Authors, primary
Date, primary 5]
Notes

Keywords

Reprint

/72008 Other

Mot in File

Start Page

End Page

Periodical

Volume

Title, secondary

Authors, secondary

Issue

Pub Place

Publisher

User Def 1 v
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3. Click in the Reference Type field at the top of the Reference

Edit window. From the drop-down list that appears, select
the Journal reference type.

NOTE: The Journal reference type is used for an article within a journal,
while the Journal (Full) reference type is used to identify an entire
journal, rather than an article.

By default, a Ref ID (Reference ID) is sequentially assigned
as each reference is entered in a database.

In the Title field, type the following title, using the Font
toolbar to add italics to the Latin name. Note that
punctuation is not added to the title field; it is added later by
the selected output style.

The behavior and feeding ecology of the
Pacific coast bottlenose dolphin Tursiops
truncatus

NOTE: Do not apply text styles to an entire field. If a bibliographic style
requests italicized titles, the italics will be applied by the output style.

In the Authors field, type the first author’s last name,
“Shell”. The dynamic pop-up browser appears and follows
your keystrokes. Locate and highlight “Shell, E.D.” Press
ENTER to insert this author’s name into the new reference.

Add your own name as the second author using the format

Lasthame,F.M.

The dynamic pop-up browser appears, but you likely will
not see your name on the existing author list. If you press
ENTER, the highlighted name will insert. Instead, type a semi-
colon (;) to leave your name and move to the next entry
point. Your name turns blue to identify it as a new name in
the author list.

Use the icon next to the Pub Date field name to switch
between displaying the Year Only or the Full Date. The year
automatically defaults to the system date on your machine.

For this exercise, change the field to Year Only and enter
2007 as the date of this article.

The Web/URL, File Attachments, Link to Full-text, Related
Records, and Image(s) fields are used to store links to Web
pages or to documents on your computer.

For example, you can create a link to the full text article if it
is publicly accessible on the World Wide Web. You could
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10.

11.

12.

13.

14.

also enter a link to your own research paper on your hard
drive by using the Link to command from the References
menu. For this exercise, create a link to the Thomson Reuters
Reference Manager website.

In the Web/URL field, type “www.refman.com”. Click on
another field to transform the text into a hot link. Then, click
the URL to launch your Web browser and go directly to the
Reference Manager website.

Switch back to Reference Manager to continue entering the
reference.

Use the Notes field to store your personal annotations or
anything related to this reference. For now, you can either
type a note or leave the field blank.

Keywords are useful for instantly retrieving a related group
of references in your database.

If you have the automatic setting on to scan titles, notes, and
abstracts for existing keywords, you already have keywords
in this new reference (you can change this setting by going to
Tools>Options>Reference Edit).

If the automatic keyword scan is off, and the keyword field
is empty, type the following keywords. Use the same steps as
with the author names; type a few characters and the
dynamic pop-up browser appears. Remember to use a semi-
colon when inserting new terms.

dolphin
behavior

If the keyword field already has entries, verify that these two
terms are present. If not, move your cursor to the end of the
keywords field and insert them.

Click in the Reprint field and select In File from the drop-
down list.

In the Journal Name field, start typing Marine, and then
select the journal name Marine Mammal Science from the
pop-up list and press ENTER.

Press TAB to move your cursor progressively through the
next few fields, entering the following information.

Volume -3
Issue -2

Start Page — 125
End Page - 128

You can type up to 32K of text into the Abstract field. For this
exercise, type your own short abstract, or the following:
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This is a detailed article about the food
chains existing along the Pacific coast

User Defined fields are available for you to customize and
use as you wish. For this exercise, leave the rest of the fields
blank.

Your new reference should look something like this:

S Sample Database: Journal Reference ID 191

"

Ref Type* Journal -

Ref ID* 191

Title The behavior and feeding ecology of the Pacific coast bottlenose
dolphin Tursiops truncatus
Shell E.D.; Smith, R.P_;

B 2007 Other
b/URL 8 www._refman.com

File Attachment 8

Link to Fulltext @)

Related Links L]

Image(s) 8l

Notes

Keywords behavior; bottlenose dolphin; coast; dolphin; ecology; feeding: food
chains; truncatus; tursiops: tursiops-truncatus; tursiops truncatus;

Reprint In File 06/20/08
Marine Mammal Science
3

55 2

Start Page 125

End Page 128

Conference Title

Editors

Pub Place

Publisher

Conference Location

Abstract This is a detailed article about the food chains existing along the
Pacific coast

ISSN/ISBN

Availability

Date Accessed [5s] I Other b

15. To save the reference, choose Save from the File menu, and
then close the reference window. Or, simply close the
reference edit window, and save the reference when
prompted. Either choice will return you to the reference list
window.

When you want to edit an existing reference, you can do so in the
top pane of the reference list window, or you can double-click
the reference in the reference list to open a full edit window. Edit
a reference following the same rules as when you entered a new
reference.
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Exercise —
Spell
Checking a
Reference

Reference Manager includes a spell checker to help identify
incorrect words in all fields except authors and periodicals. You
can also spell check a specific selection by highlighting a word or
phrase.

To use the spell checker:

1. Activate the Sample database and highlight the reference by
Anderson,L.

2. In the top pane, click in the Notes field of the highlighted
reference and type:

This book is about a famos Greek legend.

We are asking you to misspell “famous,” so that you fix it
with the spell checker.

3. Click in the field above the Note field, then, from the Tools
menu, choose Spell Check.

r al
Check Spelling
Mot in Dictionary: Ignare
famos: lanare &l
Suggestions: Add
r_ A~
Amog Change
farmsz b Q
Change All
Add wards o —
|userdic.tlx j Suggest
| Options... | Dictionaries...| Help... | Cancel |

4. The Spell Check dialog appears and the word “famos” is
identified as Not in Dictionary. Under Suggestions, select
“famous” and click Change.

Reference Manager continues to spell check the reference.
You can click Cancel to close the spell checker.

5. Click on another reference in the reference list, and Reference
Manager will advise you that changes were made to the
current reference. Click Yes to save changes.

The spell checker always begins searching at the cursor location.
If the spell check starts in the middle of a reference, at the end of
the reference you will be asked whether to go back to the top and
spell check the entire reference. Once the spell check is
completed for the reference, you are asked whether to continue
spell checking the entire database. You can click Cancel at any
time to close the spell checker.
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Sections
¢
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The following chapters provide more information about topics
mentioned in this section of the Guided Tour.

To learn more about Internet searching, see Chapter 6.

To learn more about importing references saved to tagged
text files, see Chapter 7.

To learn more about manually entering references, see
Chapter 5.

To learn more about the Reference Manager spell checker,
see “Spell Checking” in Chapter 5.
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Exercise —
Creating a
Search
Strategy

Part III: Retrieving References in a Database

In this section of the Guided Tour, you will learn to:
¢ Create a Search Strategy and Perform a Search
¢ Save a Search Strategy

You can search your Reference Manager databases to locate
specific references for editing or printing bibliographies. Once
you have located specific records, you can mark, delete, edit as a
group, or print the references. You can search every field in a
reference or limit the search to specific fields. After you create a
search strategy, it can be saved with a name and recalled for later
use.

A search strategy is a description of the criteria you would like
Reference Manager to use when finding references in one or
multiple open databases.

A search strategy contains the following items:

¢ Field—Select a single field or groups of fields to search, such
as Authors.

¢ Parameter—Enter the word or phrase you want Reference
Manager to locate.

¢ Connector—Use one of the logical connectors (AND, OR, or
NOT) when more than one search parameter is used.

The Results column lists the number of references found.
To create and use a search strategy:

1. The Sample database should be open. From the References
menu, choose Search References.

The Search window appears, and you will notice the Internet
Search box is cleared.

2. From the drop-down list on the toolbar, select Sample to
search the Sample database.

When you have multiple databases open, you can use this
drop-down list to search across All Open Databases.
However, if you have only the Sample database open, the
“All Open Databases” choice may not be available.

3. Click in the Field column and type “K” to add “Keywords”
to the Field column.

4. Click in the Parameter column and type “dolphin”. A
browser pops up, listing all of the keywords in the database.
Once dolphin is highlighted, double-click on it. The term is

Chapter 3: The Reference Manager Guided Tour 61



62

entered into the parameter field. Add an asterisk to the term
to search for variations of “dolphin” such as the plural
“dolphins.”

5. Narrow the search to include references related to behavior.
Click the AND connector toolbar button. Type “behavior”
and when the term when is highlighted, double click it to
insert it. Click the X to close the term list.

6. Press TAB to move your cursor to the second line in the
Connector column and type A (for AND).

7. In the Field column, type Y (for year).

In the Parameter column, type 1995-1996, and close the
browser list. Your search strategy should look like this:

& Search

Sample +|[" Internet search dh Ein EM Iz %Op?

Connector| Field | Parameter |Results| ~
Keywords {dolphin*} AND {behavior}

AND Year 1995-1996

9. Click the Start Search toolbar button (the binoculars) or press
F12 to begin the search.

The Results column displays the number of references that
satisfy each level of the retrieval. In our example, the first
line shows how many references contain both “dolphin*”
and “behavior” in the Keywords field. The second line shows
how many references meet the criteria of the first line plus
contain dates from 1995 to 1996.

10. To view results, click the appropriate Results button on any
line.

A Retrieved tab appears, with the search results listed.

Similar to the Imported tab, the Retrieved tab is a visual
representation of references that are stored in the open
databases— it is not a database itself.

Each time you display new search results, the Retrieved tab is
updated with the new list of matching references.
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Exercise —
Saving a
Search
Strategy

It can be useful to save search strategies that you use frequently.
This exercise will teach you how to save the Search Strategy
created in the steps above.

To save a search strategy:

1.

To open the Search window, from the References menu, select
Search References. The search you just created should remain
intact.

Click the Strategy Files tool button, located to the right of the
Start Search toolbar button. The Search Strategy dialog
appears.

r B

Search Strategy

Current Strategy

Save

Cloze

el D

Help

Click Save and give the Search Strategy a name, for example,
“Dolphin.”

Click OK to save your strategy.

For this exercise, click Strategy Files again on the toolbar to
confirm your search is saved for future use.

(Later, you can return to this dialog, highlight one of your
saved strategies, and select Load.)

Click Close to return to the Search window.

Click one of the Results buttons again to return to the
Reference List window.

To close the Retrieved tab:

If you want to close the Retrieved tab, do it the same way you
closed the Imported tab.

1.

Click on the Retrieved tab to activate it.

2. Right click on the reference list to display a shortcut menu.

3. Select Close Retrieved Reference List.

The temporary reference list of search results disappears, but the
references are still in the Sample database.

It is not necessary to close the Retrieved tab. When you close the
Reference Manager program, the Retrieved tab is removed.
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Related The following chapter provides more information about topics
Sections mentioned in this section of the Guided Tour.

¢ To learn more about searching Reference Manager
databases, and about saving and using search strategies, see
Chapter 8.
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PartIV: Managing Reference Manager Term

Lists

Exercise —
Globally
Editing Term
Lists

In this section of the Guided Tour you will learn to:
¢ Globally Edit Term Lists

¢ Create Synonyms

¢ Copy a Periodical List

¢ Retrieve References using Term Lists

You may remember the pop-up browser from previous exercises,
and wonder how to remove unused terms, or perhaps merge
terms that are synonyms with varied spelling (variations of
words such as singular versus plural, or American English
versus British English). Reference Manager provides Term
Manager to quickly modify, combine, populate, and even
retrieve references using your term lists of keywords,
periodicals, and authors.

The exercises that follow show you how to perform a global
replace or delete, combine or add terms to create synonyms,
populate your periodical list with full and abbreviated journal
names, and use Quick Retrieval to locate references.

You can use the Global edit feature to correct misspelled terms
or delete terms in Authors, Periodical, and Keywords fields
throughout your database. This is especially helpful if you have
a misspelled Author’s name, Periodical title, or Keyword.

NOTE: You must open your database with Read-Write Exclusive
access rights before you can use the Term Manager edit options. This
requirement ensures you are the only one accessing the database
during this process.

To globally edit a term list:
1. Activate the Sample database tab.

2. To open the Term Manager window, go to the Tools menu,
choose the Term Manager submenu and then Activate.
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The Keywords tab is typically active. Double-check that you
are working on the Sample database; it appears in the drop-
down list on the toolbar.

HHl Term Manager - Sample E'E'E'
1- trichloro-2 W | e 0 & Sample v

Keywords l Periodicals] Authors] )

Synonyms: 1- trichloro-2 4
2-his(p-chlorophenyl)ethane)
3-triiodothyronine
ABSCORBENCY

abundance

acclimation

accommodation

acid

Acoustic Stimulation
Acoustics

acquisition

adults

3. Click the Authors tab and highlight the author name
“Anderson,L.”

4. From the Tools>Term Manager menu, choose Global Edit.
The Source text box contains “Anderson,L.”
5. Type “Ankersen,L.” in the Destination text box.

The browser list appears and can be closed with the close
button (x) in the top right corner.

" Global Edit )
Fant
Source: |Andersen.L.
Greek
Destination: 5
yrbol
Feplace | | Cloze Help |

6. Click Replace.

NOTE: You can delete a term on the same Global Edit dialog box by
using the Delete button.

7. Click OK to confirm the change.
8. Click Close to close the Global Edit dialog.

The Authors list now lists “Ankersen, L.” rather than “Anderson,
L‘I/
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Exercise —
Creating
Synonyms

Exercise —
Copying a
Periodical List

To create synonyms:

1. Ensure that the Term Manager window is active. If it is not,
from the Tools menu choose Term Manager and then Activate.

2. Click the Keywords tab.

3. Locate the term, “east-coast,” by starting to type the word.
The highlight follows your keystrokes to help you find the
term.

Notice that there are two versions on the Keywords list:
“east-coast” and “east coast.” Minor differences such as this
are introduced into your database as you import data from
various data sources. It can be difficult to maintain a clean
list. Reference Manager gives you the opportunity to
combine these terms for retrieval purposes.

4. Highlight both terms using the CTRL key. Then, from the
Tools>Term Manager menu, choose Combine Terms. When the
edits are complete, each term includes the other as a
synonym. Now you can search on one of the synonym terms
to locate references with either term.

The Periodicals list works differently than the Keywords and
Authors lists. Each periodical entry (including journals,
magazines, and newspapers) can include up to four synonymes.

The synonym list is preset to store the full journal name and up
to three abbreviations. This synonym table is essential when you
are submitting to a variety of publications with different
formatting requirements. The selected Reference Manager
Output Style determines which form of the periodical name is
used.

Building a list of periodical names can take quite some time if
you enter them manually. Reference Manager provides
extensive periodical lists, including: Chemistry, Humanities,
and Medicine. You can also copy a periodical list from another
database. Copying one of these periodical lists automatically
populates your database with both the full and abbreviated
periodical name.

To copy a periodical list:

1. Ensure that the Term Manager window is active. If it is not,
from the Tools menu choose Term Manager and then Activate.

2. Click on the Periodicals tab.
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3. From the Tools>Term Manager menu, choose Copy Periodicals.
The Copy Periodical dialog box appears.

=

Copy Periodicals

Copy From: | Database

Select D atabaze: |

QK | Cancel | Help

A

4. Use the drop-down list in the Copy From field to select the
Medical list.

The Select Database line becomes inactive.
5. Click OK.

This is a large list, so it may take some time to copy it all into your
database.

Once the copy process is complete, you can highlight a periodical
name to view its full and abbreviated names, which are ready to
use in your formatted bibliographies.

Exercise — Term lists allow you to very quickly find references by keyword,

Retrieving periodical name, or author name. These fields are indexed for
fast retrieval.

References

using Term To retrieve references with term lists:

Lists 1. Ensure that the Sample database is active, and that the Term

Manager window is active.

To activate Term Manager, from the Tools menu choose Term
Manager and then Activate.

2. Click on the Keywords tab.

3. Scroll down the Keywords list to locate “animal
communication” and “animal culture.” Use the CTRL key to
highlight both of these terms.

4. From the Tools>Term Manager menu, choose Quick Retrieval
(or use the binoculars toolbar button) to initiate the search.

5. When the quick retrieval connector dialog appears, select OR
and click OK.

You are returned to the reference list window with a new
Retrieved tab and the results of your quick retrieval.
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Related The following chapter provides more information about topics
Sections mentioned in this section of the Guided Tour.

¢ To learn more about Term Lists and using the Term
Manager, see Chapter 9.
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Part V: Citing References in a Document

In this section of the Guided Tour you will learn to:

¢ Open a Word Processing Document and View the Reference
Manager Commands

¢ Cite Reference Manager References in your Manuscript
¢ Generate a Reference List

Reference Manager 12 installs Cite While You Write menu items
and a toolbar in Microsoft Word for Windows 2003 and
WordPerfect for Windows 9, 10, 11, 12, or 13. It installs a
Reference Manager tab in Microsoft Word 2007. These integrated
tools provide you with the ability to search your database(s) and
create instant bibliographies without leaving your word
processor.

The exercises that follow show you how to search for citations
and insert citation place holders in your document, scan your
document for identifying text, and create a manuscript with
appropriately formatted in-text citations and a reference list.

Exercise — Open a document and locate Cite While You Write commands:
p

Opening a 1. With Reference Manager active, start Microsoft Word or

Word WordPerfect.

Processing 2. Open a New Document.

Document 3. Word 2003 and WordPerfect: View the Tools menu. You

should see a Reference Manager 12 submenu, with a right
arrow and more selections.

Word 2007: Click on the Reference Manager 12 tab. You
should find several groups of Cite While You Write
commands.

As you write a manuscript, you will want to cite specific
references. Once these citations are inserted into your
manuscript, you can reformat the in-text citations and reference
list as many times as you want and in any style you want.

To begin citing references:

¢ If you are using Microsoft Word, continue with the next
exercise.

¢ If you are using WordPerfect, jump to the following section,
“Exercise — Inserting and Formatting Citations (WordPerfect
9-13)” on page 76.
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Exercise —
Inserting and
Formatting
Citations
(Word 2003 or
2007)

You can search for Reference Manager references and insert
them without ever leaving Microsoft Word. Citations can be
inserted in an existing manuscript or as you write. As you work,
Instant Formatting updates a reference list at the end of the
document.

To insert citations in Microsoft Word:

1.

Open the Reference Manager database(s) that contain the
references you wish to cite—in this case, the Sample
database. Then, open a Word document.

If you have been following the Guided Tour, and followed
the previous exercise, you are ready. The Sample database is
open, and you are in a new Word document.

Type the following:

Bottlenose dolphins respond to boat traffic in
various ways.

Now you are ready to insert a citation.
Display the Reference Manager Find Citations dialog:
Word 2003: From Word'’s Tools menu, select the Reference

Manager 12 submenu and Insert Citation.

Tools I

| Reference Manager 12 4 " Ryt  Go To Reference Manager

% speling and Grammar... F7 |Q Insert Citation... [

Insert Marked Reference(s)

Templates and Add-Ins...

Customize. ., Instant Formatting...

il 2 B

Options... Generate Bibliography. ..

¥

%

Edit Citation(s)...
Insert Mote...
Edit Database Reference(s)

3 i e

Revert to Original Text

S

Remove Field Codes

Export Traveling Library. ..
Cite While You Write Preferences. ..

Help

< & i
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Word 2007: On the Reference Manager tab, in the Citations
group, click the Insert Citation text and then Find Citation.
(Or, click on the magnifying glass icon to immediately
display the Find Citations dialog.)

': | RM Go to Reference Manager | Style: Mature 2 Export to Reference Manager ~
& ;_‘r Edit Citation(s) 52 Update Citations and Bibliography @ Preferences

lqgim - gqg Edit Database Reference(s) 3,’ Convert Citations and Bibliography = ? Reference Manager Help
i, Find Citation... Bibliography ] TeelE

Insert Note
| Insert Marked Citation(s)

4. In the Find text box, type “dolphin.” Then click Search.

=

Reference Manager 12 Find Citation(s)

Find: | dolphin A4 | [ Search
Example: Enter Billoski dinosaur extinction to search for these terms in all fields
Author Year Title +
1997 Bottlenose dolphins of Galveston Bay:at the top of the bay's food web W
Angel,H. 1976 Life in the oceans: the spectacular world of whales, dolphins, giant squids, sharks
Angel,H. 1976 Life in the oceans: the spectacular world of whales, dolphins, giant squids, sharks
Ankersen,L. 1978 Arion and the dolphins: based on an andent Greek legend
AuWLW, 2003 Automatic gain control in the echolocation system of dolphins
AuWLW, 2002 Atlantic bottlenose dolphin (Tursiops truncatus) hearing threshold for brief broadbi
Au,WLWLL 1992 Application of the reverberation-imited form of the sonar equation to dolphin echa
Baird,R. W, 1993 Status of the bottle-nosed-dolphin, tursiops-truncatus, with spedial reference to C%
< | >
Ref Type: Book, Whole ~
Ref ID: 99 E
Book Title: Bottlenose dolphins of Galveston Bay:at the top of the bay's food web
Pub Date: 1997 ]
Notes: Caption title Shipping list no.: 97-0078-F
Keywords: bay; bottlenose dolphin; bottlenosed dolphins Texas Galveston Bay; dolphin; dolphins; food chains
Reprint: Mot in File v
[ Insert ] [ Cancel ] [ Help ]
IDatabase: Sample 140 items in list

The matching references are listed. Notice the number in the
bottom right corner, which indicates the total number of
references in the list. You should find over 100 references,
which means you need more detailed search criteria to find
the reference you want.

NOTE: Reference Manager will search the Authors, Date, Keywords,
Titles, and RefID fields to locate references for you to cite. Separate

each item with a space or a comma. Surround phrases with quotation
marks.

5. Narrow the list by adding another term to the Find box.

This time, add the year 1996, so that the search item is
“dolphin 1996”. Click Search again. Now you have less than
20 references to review.
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10.

Select two or more references to cite in your document, using
SHIFT-CLICK to select a series of references or CTRL-CLICK to
select a random group, and then click Insert.

Because Instant Formatting is turned on by default, the
citation should format according to the current output style,
and a reference list should appear at the end of the
document.

If Instant Formatting is not enabled, you will see
placeholders that look something like this:

{Connor, 1996 6/id;Hesse, 1996 88/id}

This unformatted citation contains two references, and
shows the first author’s last name, the year, and the reference
ID number from Reference Manager.

Start a new paragraph, and type:

The wild dolphin feeding program causes
concern among experts.

Switch to the full Reference Manager application.

Word 2003: From the Tools menu, choose Reference Manager
12 and then Go to Reference Manager.

Word 2007: On the Reference Manager 12 tab, in the
Citations group, click on Go to Reference Manager.

In the Sample database, mark a reference by checking the box
in the left column of the reference list.

Switch back to the Microsoft Word document. With your
cursor placed after the new sentence:

Word 2003: From the Tools menu, select Reference Manager 12
and then Insert Marked Reference(s).

Word 2007: On the Reference Manager 12 tab, in the
Citations group, click the Insert Citation text and select Insert
Marked Citation(s).

The new citation appears in the document.

You can continue adding citations as you write the paper, using
both the Insert Citations command and the Insert Marked
References command.

To format the citations and bibliography in various styles:

Instant Formatting works as you cite references. Reference
Manager uses the currently selected style to format citations and
update the bibliography. By default, Instant Formatting is
enabled.
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However, to change the style or layout of references, you must
use the Generate Bibliography command. This formats your
paper whether Instant Formatting is enabled or not. You can
reformat as many times as you want, after adding more citations
or to change the style or layout settings.

NOTE: Each time you use the Generate Bibliography command and
select a different output style, that style becomes the default style for
instant formatting.

1. First, display the Generate Bibliography dialog:

Word 2003: From the Tools menu in Word, go to the Reference
Manager 12 submenu and select Generate Bibliography.

Word 2007: On the Reference Manager tab, in the
Bibliography group, click the bottom corner arrow.

=

Reference Manager 12 Format Bibliography

Bibliography | Fields || Instant Formatting | Databases

Qutput style:

Modem Language Association w E]
Fant: Size:

Calibri 11 v
Bibliography title:

Reference List
Bibliography order: In-Text citation order:
Author/Date v | | Citation Order v

[ Number bibliography., starting with: |1

First line indent: |0.000in Line spacing: | Double w
Hanging indent: |0.500in Space after: Single w
[ QK ] [ Cancel ] [ Help ]

2. Inthe Output Style section near the top, click the drop-down
list to select the output style titled American Psychological
Association 5th ed.

If no output styles are listed, click the browse button [...] and
select American Psychological Association 5th ed from the
Reference Manager 12\Styles folder.

3. When you select an output style, the settings on this tab are
updated from the style. You can change options on this
screen to override the settings in the output style.
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You may want to type a different Bibliography Title to print
before your reference list, or select a different Bibliography
order, or modify the line spacing.

Click OK.

The citations in your manuscript are automatically
converted to the in-text citation format for the American
Psychological Association (APA), and the reference list is
formatted in the APA style.

Bottlenose dolphins respond to boat traffic in various ways. (Connor,
Richards, Smolker, & Mann, 1996; Hesse, 1996)

The wild dolphin feeding program causes concern among experts.
(Baird, Walters, & Stacey, 1993)

Reference List
Baird, R. W., Walters, E. L., & Stacey, P. J. (1993). Status of the bottle-
nosed-dolphin, tursiops-truncatus, with special reference to
Canada. Canadian Field-Naturalist, 107, 466-480.

Connor, R. C., Richards, A. F., Smolker, R. A., & Mann, J. (1996).
Patterns of female attractiveness in Indian Ocean bottlenose
dolphins. Behaviour, 133, 37-69.

Hesse, K. (1996). The music of dolphins. New York:Scholastic Press.
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You can go through the steps again to select a different output
style. This is the same paper formatted in the numbered Nature
style.

Bottlenose dolphins respond to boat traffic in various ways. 1.2

The wild dolphin feeding program causes concern among experts. 3

Reference List

L Connor, R.C., Richards, A. F., Smolker, R. A., & Mann, J., Patterns
of female attractiveness in Indian Ocean bottlenose dolphins.
Behaviour 133, 37-69 (1996).

Hesse, K., The music of dolphins. (Scholastic Press, New York,
1996).

3 Baird, R.W., Walters, E.L., & Stacey, P.J., Status of the bottle-
nosed-dolphin, tursiops-truncatus, with special reference to Canada.
Canadian Field-Naturalist 107, 466-480 (1993).

Exercise — To insert citations in WordPerfect:
Inserting and 1. Open the Reference Manager database(s) that contain the
Formattin references you wish to cite—in this case, the Sample

. . & database. Then, open a WordPerfect document.
Cifations If have b following the Guided T d

you have been following the Guided Tour, you are ready.

(WordPerfect The Sample database is open, and you are in a new
9-13) WordPerfect document.

2. Type the following:

Bottlenose dolphins respond to boat traffic in
various ways.

Now you are ready to insert a citation.

3. From the Tools menu, choose Reference Manager 12 and then
Insert Citation.

Insert Citation g|

Identifying Text: -
Ingert

s o o]
Cancel

Look Ir:

|[AIIDpen [atabazes] j J Help

Citation Format:
| uther Date ReflD |
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4.

In the Identifying Text field, type “dolphin”. In the Look In
area drop-down list, select the Sample database.

NOTE: Reference Manager will search the Authors, Date, Keywords,
Titles, and ReflID fields to locate references for you to cite. Separate

each item with a space or a comma. Surround phrases with quotation
marks.

Click Insert.

Reference Manager searches the database and returns a
selection list if there is more than one item that meets the
search criteria.

M Insert Citation: Select Matching Reference

|dentifying Text:
| dalphiin

v SI

[01] Ref Type Book, Whale ~
[02] Ref ID B3 3
[03] Book Title Dialphin's first day: the stoy of a bottlenose dolphin
[04] Authors Zoehfeld K., Petuccio,5.
[05] Pub Date 1954
[33] Web/URL
[34] FileAttachment
[35] Link to Full-text e
ReflD 7+ |Author | Title: Date ~
E7 Smith.E.5.; LewinT. A, dolphin goes to school: the story of Squitt, a trained dolphin 1986
B8 Behrens.l Whales of the world 1987
[ £3 — <
Biazua-Duran,C.; Auww, The whistles of Hawaiian spinner dolphing 200212
T4 O'Del5 Island of the Blue Dolphins 1960
75 LEngle . A ring of endless ight 1980
TE MM ally, R So remorseless a havoo: of dalphing, whaleg, and men 1981
7 Anderson L. ; Adams A, Airion and the dolphing: based on an ancient Greek legend 1978
78 Gambell,A The concize illustrated book. of whales and dolphing 1991
M Reed,D.C.; Caral P.; Caral W, The dalphing and me 1989
gz Coffey,D.J Dolphinz, whales, and porpoises :an encyclopedia of sea mammals 1977
83 Doak W, Encounters with whales & dalphins 1989
a5 0'Dels. Island of the Blue Dalphins 1978
86 AngelH. Life in the oceans: the spectacular world of whales, dolphing, giant squids, sk 1976 il
[ Insert ] [ Cancel ] [ Help ]
D atabase: C:\Program Files\Reference Manager 1200 atabase\Sample. imd 129 items in ligt

The matching references are listed. Notice the number in the
bottom right corner, which indicates the total number of
references in the list. You should find over 100 references,
which means you need more detailed search criteria to find
the reference you want.

Narrow the list by adding another term to the Search for box.

This time, add the year 1996, so that the search item is
“dolphin 1996”. Click the magnifying glass to restart the
search with the new parameter. Now you have less than 20
references to review.
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78

7. Select two or more references to cite in your document, using
SHIFT-CLICK to select a series of references or CTRL-CLICK to
select a random group, and then click Insert.

The placeholders can be author-date- ID or ID number and
will look like this once inserted in your document:

{Connor, 1996 6/id;Hesse, 1996 88/id}
8. Start a new paragraph, and type:

The wild dolphin feeding program causes
concern among experts.

9. Switch to the full Reference Manager application and mark
one or more records by checking the box in the left column of
the reference list.

10. Switch back to the word processing document. With your
cursor placed after the new sentence, go to the Tools menu,
select Reference Manager 12, and then Insert Marked
Reference(s). The new citation appears in your document.

To format the citations and bibliography in various styles:

When Reference Manager placeholders are inserted, they are
linked to references in a Reference Manager database. You are
ready to format the citations and generate a bibliography. The
format is determined by the chosen Output Style and can include
text (such as the author name and year) or numeric citations.

1. From the Tools menu, select Reference Manager 12 and then
Generate Bibliography.

Bibliography Setup g|
Reference List l Fort and Fields ]

Output Style:

Modern Languac

Reference List Title:

Reference List

Reference List Order: In-Text Citation Order:
| futhor/Date/ Title | | Citation Order |
Mumbering
I™ MNumber References, Beginning 'with: ’1—
Prefix:
Suffis: ’7 Alignment: ’m
Indentation Spacing

First Line: 0.000 in Line Spacing: | Double -
Hanging: 0.500in Space After. | Single -

QK | Cancel | Help |
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2. In the Output Style area, click the browse button [...] and
select American Psychological Association 5th ed from the
Reference Manager 12\Styles folder.

3. When you select an output style, the settings on this tab are
updated from the style. You can change options on this
screen to override the settings in the output style.

You may want to type a different Reference List Title to print
before your reference list, or select a different Reference List
order, or modify the line spacing.

4. Click OK.

The citations in your manuscript are automatically
converted to the in-text citation format for the American
Psychological Association (APA), and the reference list is
formatted in the APA style.

Bottlenose dolphins respond to boat traffic in various ways. (Connor,

Richards, Smolker, & Mann, 1996; Hesse, 1996)

The wild dolphin feeding program causes concern among experts.

(Baird, Walters, & Stacey, 1993)

Reference List

Baird, R. W., Walters, E. L., & Stacey, P. J. (1993). Status of the bottle-
nosed-dolphin, tursiops-truncatus, with special reference to
Canada. Canadian Field-Naturalist, 107, 466-480.

Connor, R. C., Richards, A. F., Smolker, R. A., & Mann, J. (1996).
Patterns of female attractiveness in Indian Ocean bottlenose
dolphins. Behaviour, 133, 37-69.

Hesse, K. (1996). The music of dolphins. New York:Scholastic Press.

5. Select the Generate Bibliography tool button or menu option
again, set the Output Style to Journal of Clinical
Investigation, and click OK to view a completely different
style with the same document.

Related The following chapters provide more information about topics
Sections mentioned in this section of the Guided Tour.

¢ To learn more about using Cite While You Write with
Microsoft Word, see Chapter 10.

¢ To learn more about using Cite While You Write with

WordPerfect, see Chapter 11.
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Part VI: Printing Bibliographies from
Reference Manager
In this section of the Guided Tour you will learn to:
¢ Print a Bibliography directly from Reference Manager
¢ Print a Bibliography grouped by Subject

Exercise —
Printing
References

To print a list of references directly from Reference Manager:
1. In Reference Manager, activate the Sample database tab.

2. Selecta print command in one of these ways (each one brings
up the same Bibliography Setup dialog):

4 From the File menu, select Print (CTRL+DP).
4 From the File menu, select Print Preview.

¢ From the Tools menu, select Bibliography and then
Generate from Reference List (CTRL+L).

¢ Click the Print toolbar button (the icon that looks like a
printer).

Bibliography Setup

General lBiinDglEth‘r’] Page |

References to include Destination
(+ Al references in list ' Printer
™ Print Preview
™ Marked references in list  Fle
Qutput Style

|C:"-.Prng|am Files"Reference Manager 12"-.Sty|esj J

Default Fort and Size Optional Fields
|Aria| |1|} ™ Reference ID
AngsanallPC I S [ MNotes
Artique Olive 5 [~ Abstract

Arabic Transparent 10 ™ Reprint Status

11 88 ™ Keywords

QK | Cancel | | Help |

3. For this exercise, select these items on the General tab:
4 Under References to include, select All references in list.
4 Under Destination, select Print Preview.
¢ Under Output Style, select the style of your choice.
¢ Under Optional Fields, clear all options.
4. Click OK to print a preview of the bibliography onscreen.
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5. You can use the buttons along the top of the window to move
between pages, and to Zoom In to enlarge the page.

When you are done viewing the preview, you can click the Print
toolbar button to print to your printer if you wish. Click Close to
close the preview and return to the Reference List window.

Exercise — A subject bibliography is made up of a series of reference

S listings, each appearing under a distinct heading. Despite the
Prm-tmg a name, a subject bibliography can be based on any Reference
Sub]ect Manager field or combination of fields.
Bibliography This exercise walks you through creating a subject bibliography

based on keywords.
To print a subject bibliography:
1. In Reference Manager, activate the Sample database tab.

2. From the Tools menu, select Subject Bibliography to display a
Subject Bibliography Setup dialog.

=

Subject Bibliography Setup

General ]Biblioglaphy] Page ] Subject]

Create a Subject Bibliography for:

|AII References in list j

Qutput Style

“\Program Files'\Reference Manager 12\Stylegid J

Default Fort and Size Optional Fields
|Aria| |1D ™ Reference ID
AngsanallPC I S [ MNotes
Artique Olive 5 [~ Abstract

Arabic Transparent 10 ™ Reprint Status

11 88 ™ Keywords

QK | Cancel | | Help |

3. For this exercise, select these items on the General tab:
¢ Under References to include, select All references in list.
¢ Under Output Style, select the style of your choice.
¢ Under Optional Fields, clear all options.
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4. Click on the Subject tab.

=

Subject Bibliography Setup

Geneml] Bibliogmphy] Page Subject

Reference List Include
" Subject Temms Only ™ Subject Temm Counts
+ Subject Temms and Reference List ™ Reference ID List
™ Repeating Subject Temms * On Same Line
¥ Recycling Reference Numbers " On Next Line

Subject Term Layout

Order: Prefix: New Paragraph “p
{* By Tem - Alphabetical New Line A
By Tem - Alphabetical . Tob .

" By Tem - Inverse Alphabetical

" By Tem Count - Ascending Suffie:

" By Tem Court - Descending PP
Styles

Subject Temms: [T Bold [ talic [ Undedine [~ UpperCase

Subject Tem Counts: [~ Bold [ Halic [ Undedine
Record Number List: [~ Bold [ kalic [ Underine

QK | Cancel | | Help |

5. The Subject tab determines the layout and style of subject
headings.

¢ For this subject bibliography (versus a simple subject
list), it is important that the Reference List selection be
set to Subject Terms and Reference List.

¢ In the Suffix box, enter Ap”p to insert a blank line after
each subject heading.

¢ At the bottom of the tab, under Styles, select the Bold
style for Subject Terms.

You can leave the other settings in their current state.
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6. Click OK to save changes to the Subject Bibliography Setup
tabs and display a list of the Reference Manager fields by
default field name.

=

Subject Fields

Selected Fields:

01] Ref Type A Select Al
02] Ref ID

03] Title:, primary Clear Select

04] Authors, primary Bar Selectionis)

05] Drate, primary

0B] Maotes

07] Keywords

03] Reprint

09] Start Page

10] End Page

11] Periodical
12]Wolume

13] Title, secondary
14] Authors, secondary

18] lzsue
16] Pub Place b
Iv List each author separately

I In other fields, list each entry that is separated by slash, carriage retumn, or
line feed. [Keywords entries are always listed separately. ] Help

7. For this exercise, terms from the Keywords field will serve as
subject headings. Highlight the Keywords field and click OK
to display a list of all keywords found in the references.

=

Subject Terms

Selected Tems # Records |~ Select Al
1- trichlaro-2
Clear Selection(s]

2-big[p-chlorophengyllethane]
F-triiodothyronine
ABSORBENCY

sbundance

acclimation

accommodation

acid

Acoustic Stimulation
Acoustics

acquizition

adults

adverse effects

aerial

Africa

age

aldosterone

alliances

altruism

amyloid

< > Help

0 Term(z) Selected

Cancel

b 03 b L0 R L b L) b b ) b 4 1

e

8. Click Select All to quickly select all terms in the list. You can
then click on individual terms to deselect them.

9. Click OK to format the subject bibliography on the screen.

NOTE: Subject headings print as they appear in your records. When
you see variations in capitalization and uppercasing, it becomes clear
that standardizing data entry and keywords is important.
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10. You can try customizing your subject bibliography.

¢ If you want to modify the term selections you just set, to
either add or remove keywords as headings, click the
Terms button.

¢ If you want to modify options that affect the layout and
style of subject headings, click the Layout button.

11. When you are done viewing the subject bibliography, click
Close to return to the Reference List window.

Related The following chapters provide more information about topics
Sections mentioned in this section of the Guided Tour.

¢ To learn more about printing directly from Reference
Manager, see Chapter 12.

¢ To learn more about creating subject bibliographies and
subject lists, see Chapter 13.

Congratulations!

You have successfully completed this guided tour! Now you are
ready to begin searching the Internet, creating your own
personal reference collection, and building perfectly formatted
bibliographies.
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The Reference Manager Database

Important
Points About
Databases

Back Up Your
Databases

A Reference Manager database is a collection of references, each
containing the information required to create a bibliography.
Additional information such as keywords, notes, and abstracts
can also be stored in these references. This chapter provides an
overview of the Reference Manager database, including
instructions for opening and creating databases, and navigating
within a database.

Listed below are some important points about the Reference
Manager database. Detailed information about each of these
items follows.

¢ There is no limit to the number of databases you can create,
assuming that you have the disk space to store them. We
recommend that you keep all the references you cite in your
papers in one main database.

¢ There is no limit to the number of references you can create
in a Reference Manager database. It is recommended that the
number not exceed 100,000 to maintain efficient performance
managing the database.

¢ The Reference List window can be resized and the display
font can be changed to any font or size that you prefer.

¢ The Reference List window displays a multi-column list and
reference display preview. By default, the first column
shows a check box to mark or unmark references. Then, the
reference ID, the first author’s last name, and the title are
displayed for each reference. You can change the displayed
fields by using the Tools>Reference List Display setting.

¢ Each database can have a unique database definition, which
specifies the database’s reference types, reference fields, and
field labels. The database definition for one database can be
copied to other databases. Additionally, the default database
definition can be customized for new databases.

Your Reference Manager database becomes increasingly
valuable to you as you add references to it. Consequently, it is
imperative that you back up your databases, along with any
other important documents. A Reference Manager database
consists of two files; the *.RMD file and *.RMX file. When
backing up your database, remember to back up both files. See
Appendix A for more information about making backup copies
of your files.
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The Reference List Window

When you first open a database with Reference Manager you see
a Reference List window, showing the list of references in the
lower pane and the full selected reference in the upper pane.
Each reference in the reference list pane is displayed on a single
line showing first a check box, then the Reference ID, the first
author’s last name, and the title. Use the scroll bar to move
through all of the references in the database.

Resizing the Like most windows in Reference Manager, the Reference List

Reference List window can be resized by clicking and dragging to the desired
. size.

Window

Reference Manager remembers the new size of the Reference List
window as well as its location on the screen, so the next time you
open a database, it appears with the same dimensions and in the
same location as when you last closed it.

You can adjust the size of the Reference List and Reference
Display panes by clicking and dragging the dividing bar, located
between the two panes, to the desired location.

When multiple databases, including search results, are open,
they are indicated with tabs at the bottom of the Reference List

window.
2. Reference List - Sample Database: Book, Whole Reference ID 99 mmlml.ze’
Ref Type* Book, Whole maximize,
’ and close
Ref ID* 99 buttons
Book Title Bottlenose dolphins of Galveston Bay:at the top of the bay's food web
- /1997 Other click and
click column drag the
headmgs to r 9 Bottlenose dolphins of 2ston Bay:at the top of the & foo d|V|d|ng
sort r =Greater Milford Who has time for a family meal? bar to
- a7 Anderson,L. Arion and the dolphins: based on an ancient Greek legend adjust
[~ 86 Angel H. Life in the oceans: the spectacular world of whales, dolphins, gia panes
I 144 Au W Atlantic bottlenose dolphin (Tursiops truncatus) hearing thresholc
- 139 Au W Automatic gain contral in the echolocation system of dolphins
- 54 AuWWL Application of the reverberation-limited form of the sonar equation
r 41 Baird,R.W. Status of the bottle-nosed-dolphin, tursiops-truncatus, with speci click and
database [~ &5 Ballance L.T. Habitat use patterns and ranges of the bottle-nosed-dolphin in the drag the
and search r m Barlow.J. An assessment of the status of harbour porpoise populations in ( corner to
tabs bt 1[4 Sample ADolphins £ Retrieved / el | L,_‘ resize the
0 Marked Reference 1of 155 window
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The Reference
List Display

The Reference
Display

There are a number of ways to browse through your references
in the Reference List pane.

¢ Scroll through the list of references in the Database window
by clicking in the vertical scroll bar with the mouse.

¢ The T and { keys move up or down from the currently
selected reference, or if nothing is selected they select the last
or first reference in the database, respectively.

¢ You can quickly sort the references by clicking on a column
heading. For example, click Authors to sort by author. A
second click will change the order of the sort from ascending
to descending.

¢ To find specific references, choose Search References from the
References menu. (See Chapter 8 for more information.)

¢ Navigate to different open databases and search results by
clicking the tabs at the bottom of the Reference List pane.

The Reference Display pane displays the reference that is
highlighted in the Reference List pane in a standard display or
output style display.

To toggle between the Standard Display and the Output Style
Display, use the View menu to select one. Both are described
next.

NOTE: If multiple references are selected, the top pane is empty.
Highlight a single reference to view it in the top pane.

The Standard Display

The Standard Display, selected by default, lists the contents of all
fields for that selected reference. You can directly edit the
reference here.

You can browse through the fields in the standard display in any
of the following methods.

¢ Scroll through the reference’s fields by clicking in the vertical
scroll bar with the mouse.

¢ Using the TAB key to move down to the next field and
SHIFT+TAB keys to move up to the preceding fields.
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Database
Display Font

The Output Style Display

The Output Style Display provides a preview of the reference
formatted in a selected output style.

2. Reference List - Sample Database: Book, Whole Reference ID 99

1997. Bottlenose Dolphins of Galveston Bay:at the Top of the Bay's Food Web Galveston Bay Fact
Sheet Series, Webster, Tex.:Washington, D.C.: Galveston Bay Foundation;U.S. Fish and
Wildlife Service, 1996.

Authors

I Bottlenose dolphins of Galveston Bay:at the top of the ba

- 190 =Greater Milford Who has time for a family meal?

I Anderson, L. Arion and the dolphins: based on an ancient Greek legend

[~ 86 Angel H. Life in the oceans: the spectacular world of whales, dolphins, giar
I 144 Au W Atlantic bottlenose dolphin (Tursiops truncatus) hearing threshold

- 139 Au W Automatic gain contral in the echolocation system of dolphins

- 54 AuWWL Application of the reverberation-limited form of the sonar equation

r M Baird, R.W. Status of the bottle-nosed-dolphin, tursiops-truncatus, with speciz
- 55 Ballance L. T.  Habitat use patterns and ranges of the bottle-nosed-dolphin in the
r m Barlow.J. An assessment of the status of harbour porpoise populations in C o I
[T\ Sampte / el | il

0 Marked Reference 1of 155

To confirm or select a different output style:
1. From the Tools menu, choose Options.

2. In the General tab’s Reference Display section, select the
Output Style Display.

3. Select an output style from the list of recently used styles, or
browse to a style using the “...” button.

Choose a different font and size for the text displayed in the
Database window by using Reference Manager’s Options. The
list of references and the reference display in the Database
window use a general font setting. Changes made to the display
font applies to all Reference Manager databases opened on that
computer.

To change the Database Display Font:
1. From the Tools menu, choose Options.
2. Click the General tab.

3. Select a different display font and/or size from the Font and
Size lists.

4. Click OK to save the changes and close the Options dialog.
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Changing
Display Fields

Changing the display font does not affect the font Reference
Manager uses when it creates a bibliography in a word
processor. Reference Manager uses the font of your paper for the
bibliography.

When printing directly from Reference Manager, a Bibliography
tab is available for you to select a font and size for printing.

In the Reference List window, Reference Manager defaults to
showing first a check box, then the Reference ID, the first
author’s last name, and the title. You may display other fields,
change the order of the fields displayed, or change the names
used for the column headings in the Reference List pane.

To customize the Reference List window display:

1. From the Tools menu, choose Reference List Display.

=

Reference List Display

Fieference List Fields To Display

Field Order] 1 2 3 [
Header |Ref D Authors Title
Field Type |RefID Authers, primary Title, primary

-
Current List:| D atabase | Mumber of Columns:| 3 ﬂ Inzert Cal | Remave Cal |

QK | Cancel | Save | Copy To Al | Help |

2. Use the Number of Columns item to determine the number
of columns to display in the Reference List. Or, you can use
the Insert Col and Remove Col buttons to insert or remove
individual columns. The number of columns you can display
is limited to 31.

You can select any combination of the 37 fields to display,
but remember that each reference is displayed on a single
line.

3. Under each numbered field, click in the Field Type row to
pop up a list of fields to select from for display.

4. Asyou select a field, Reference Manager inserts a column
Header that reflects the Generic name of the field. You can
edit the Header if you wish.

When you select the File Attachments field for display, a
paperclip icon is inserted as the column header. Each
reference that has an attached file will display a paperclip in
the column.
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The Reference
List Sort Order

5. These settings apply to the reference list type displayed next
to Current List. You can apply these settings to any or all of
the list options in the Current List:

Database Reference List
Retrieved Reference List
Imported Reference List
Duplicates Reference List

L 2R 2B 2R 2

The references listed in the Reference List window are
automatically sorted by the first author’s last name and then the
primary date.

The easiest way to change the sort order is to click on a column
heading. To switch between ascending and descending, click the
same column heading again.

You can customize the default sort order for new databases, as
well as the sort order for each database opened in Read-Write
Exclusive mode. Use the Change Database Sort Order option
available from the Tools menu. The Database Sort Order settings
apply to the database selected in the Database to Change field.

NOTE: Databases must be opened with Read-Write Exclusive access
in order to change Database Sort Order settings. Databases opened
with Read-Write Share or Read-Only Share access will not appear in
the Database to Change field.

Alphabetical sorting is carried out according to the rules of your
operating system unless you specify a different language in the
Text Sort fields of the Change Database Sort Order dialog.

The sort order for retrieved reference lists can be defined and
customized by going to the Tools menu, choosing Options, and
then clicking on the Retrieval tab.

When importing references, Reference Manager displays the
references in the order in which they were imported. This
behavior greatly enhances the speed of this function.

For more information about sorting and sorting options, see
“Sorting the Database” on page page 244.
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Creating Databases

Creating a
New Database

92

Although you can create as many databases as you like, you
could keep all of your references together in one main Reference
Manager database. Having all of the references you need in one
place avoids unnecessary complexity when you are writing
papers, creating bibliographies, or moving files between
computers. Instead of making different “specialty” databases,
you may find it more useful to create one database and use the
Keyword field together with Reference Manager’s Search
References and Change Database Sort Order commands to help you
organize and categorize your references.

To create a new database:

1.

From Reference Manager’s File menu, choose New Database.

Reference Manager presents a dialog prompting you to name
and save the new database:

=

New Reference Manager Database

Look in: |_} Database j (o] £k E-
%Dolphins.rmd

|
I_»,ﬁ %Research.rmd

My Recent R sample.rmd
Documents

Desktop

iy

My Documents
=1
5

My Computer
“:‘] File name: | j New

3
My Network  Files of type: |RM Databases (~RMD) | Cancel

Places

Help
Advanced..

Enter a name for your new database. If you include an
extension, use the extension “.rmd” which stands for
“Reference Manager Database.” If you do not include an
extension, Reference Manager will add “.rmd”
automatically.

Using the “Look in” list, choose the location where you
would like to save the database.

Select the Advanced button to:
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¢

¢

Copy Database Definitions from Reference Manager or a
customized database. The Reference Manager standard
definition is selected by default.

The database definition determines which reference
types and fields are available. For more information
about Database Definitions, see “Copying Database
Definitions” on page 99.

Copy Periodical Synonyms either from a list defined in
another database, or from the supplied Chemical,
Humanity, or Medical list.

Define the field sort order. Choose the first, second, and
third field to compare when sorting references.

Enter the database author and subject.

5. Click New and the new database appears as an empty
Reference Manager database:

2. Reference List - Dolphins Database

Ref ID Authors Title -
[ Dolphins / ||« >
0 Marked Reference 0 of 0

This creates a new, empty database file, and its associated index
file ending with an.rmx file extension.

NOTE: When backing up or making copies of Reference Manager
databases, include both the “.rmd” and “.rmx” files.

Now that you have created a new database, you can begin
entering references into it. The following chapters illustrate the
different ways to add references to a Reference Manager
database:

¢ Chapter5, “Entering and Editing References”, discusses how
to enter individual references manually.
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Creating a
Database from
EndNote or
ProCite

¢ Chapter 6, “Searching Online Databases”, describes how to
connect directly to online databases and retrieve references
from them.

¢ Chapter 7, “Importing Reference Data into Reference
Manager”, shows you how to import references that you
have previously downloaded from online bibliographic
databases.

For EndNote libraries created with version X or later, you can
convert files by exporting from EndNote as XML and then
importing into Reference Manager.

Reference Manager can also convert EndNote libraries (versions
2-7) and ProCite databases (version 4 or later).

If neither of these methods works to convert your files, please
contact technical support at:
http:/ /www.refman.com/rmcontact.asp.

NOTE: These processes do not change the source EndNote or ProCite
files in any way.

To convert from EndNote X or later to Reference Manager:
1. Start EndNote and open the library you want to convert.
2. From the File menu, select Export.

3. On the file dialog:

a. Navigate to the folder where you want to save the export
file.

b. Enter a name for the export file, with the extension . XML.
c. Next to “Save as type,” select “XML (*.xml).”
d. Click Save.

4. Start Reference Manager and open a new or existing
database to receive the EndNote references.

5. From the File menu, choose Import XML File.

6. On the file dialog, locate, highlight, and Open the XML file
previously exported from EndNote.
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To convert from EndNote (2-7) or ProCite (4 or later) to
Reference Manager:

1. Start Reference Manager.
2. From the File menu, select Open Database.

3. In the file dialog, locate and highlight the file, select Read-
Write Exclusive access, and Open the EndNote or ProCite
database.

4. To convert the file, click Create Reference Manager database.

On the Convert dialog, verify the library or database that you
wish to convert, then enter the location and name of the
Reference Manager database you wish to create.

6. Click Convert to copy the files to the new Reference Manager
database.

When the conversion is done, the new Reference Manager
database opens.

NOTE: To find out how fields of information from an EndNote library
map to corresponding Reference Manager fields, view the EN2RM.txt
file in the Reference Manager 12 program folder.

Opening a
Database

NOTE: To find out how fields of information from a ProCite database
map to corresponding Reference Manager fields, view the PC2RM.txt
file in the Reference Manager 12 program folder.

Opening, Closing, and Deleting Databases

To open a database when the Reference Manager program is
already running, go to Reference Manager’s File menu and select
Open Database. (If you have previously opened a database,
Reference Manager will list that database name near the bottom
of the File menu; you can simply choose the database name to
open it directly, and skip the dialog shown below.)
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When you choose Open Database, Reference Manager displays a

file dialog similar to this:

=

Open Reference Manager Database

Look in: | (3 Database j & EB-
- %Dolphins.rmd
uﬁ %Research.rmd
My Recent R sample.rmd
Documents
?_.%
Desktop
My Documents
39
My Computer
“:‘] File name: || j Open |
2
My Network Files of type: |Database (".RMD;refmani.dat;” PDT;". ENL) j Cancsl
Places
Help
Acess fights : |Head-Write Exclusive j

If your database is listed in the dialog, select it and click Open. If
your database is not listed there, then it is probably saved in a

different place on your hard drive or removable disk.

To locate and open a database:

1. Select the folder that contains your database and click Open.
(If your database is within several folders, continue to open

each folder until you locate the database.)

2. When you see the Reference Manager database file, indicated
by a Reference Manager icon or “.RMD” file extension, select

it.

3. If multiple people work with the database, or you want to
perform global operations, confirm the Access Rights from

the available options at the bottom of the dialog.

¢ Read-Write Share - Provides access to all database

functions, except global operations such as Change
Database Sort Order, Global Edit, and Field and Type
Edit. We recommend that you do not conduct batch
functions, such as Batch Duplicate Check, in this mode.
These functions can affect other workstations” access to
the database.

Read-only Share - Allows multiple users to
simultaneously perform read-related functions to the
database. Write-related functions, such as editing,
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adding or deleting references can not be done in this
access mode.

¢ Read-Write Exclusive - Prevents other workstations from
accessing the database while you have it open, including
access through a Web Publisher website. This mode
allows global edits, batch functions, field and type edits,
and customized database sorting, as well as synonym
modifications in the Term Manager.

NOTE: For a new installation, the default setting is Read-Write
Exclusive access. However, you may change the default access
setting. To change General settings, see page 483.

4. Click Open.

NOTE: If Reference Manager is installed in a network setting, the
network administrator can limit users’ access rights. This restriction
overrides the Access Rights setting selected when opening a database.

Opening
Multiple
Databases

With a database already open, go to the File menu and choose
Open Database again to locate and open another database. As you
open each database, the database name will appear on a tab
along the bottom of the Reference List window. Click on a tab to
bring that database Reference List window to the topmost, active
position.

You can open up to 15 Reference Manager databases in a single
session, and apply many Reference Manager functions across all
of the open databases. For example, you can retrieve references
or check for duplicate references in more than one database
simultaneously. You can also drag and drop information
between databases.

Important notes for working with multiple databases:

¢ When you copy references from one database to another,
periodical synonyms are copied; however, keyword and
author synonyms are not copied.

¢ To search multiple databases, each database must have the
same character sort applied to it. See “Character Sorting” on
page 246 for more information about character sorting.

¢ You can display terms for all open databases in the Term
Manager, but you cannot edit or add terms.

¢ To apply a function to all open databases, each one of the
open databases must be a Reference Manager version 11
database.
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IlOldII
Reference
Manager
Databases

Closing a
Database

¢ To make global changes to references, each database you
want to change must be opened with Read-Write Exclusive
access rights.

To open a Reference Manager database created with an older
version of the program, use File>Open Database as you normally
would. On the file dialog, select Read-Write Exclusive access.

On the Upgrade Database dialog, click the appropriate button to
either convert the database for this version of Reference Manager
or leave the database in its current form and open it with Read
Only access.

To close a database, do one of the following:
4 TFrom the File menu, choose Close Database.

¢ In the reference list, right click your mouse and choose Close
(Database Name) Database from the Shortcut menu.

¢ Click the close button in the top corner of the Database
window.

Closing a database does not invoke a “Save changes?” question
unless new or edited references are open. If references are open,
Reference Manager prompts you to save changes for each open
reference, closes each open reference, then closes the database.
Otherwise Reference Manager simply closes the database.

NOTE: If multiple databases are open, a dialog will appear allowing you
to close either a specific database or all databases.

Deleting a
Database

Closing a database does not quit the Reference Manager
program. If you want to quit from Reference Manager, choose
Exit from the File menu.

To delete a database:
1. Close the database you want to delete.
2. From the File menu, choose Delete Database.

3. Select the folder that contains your database and double-
click the folder to open. (If your database is within several
folders, continue to open each folder until you locate the
database.)

4. When you see your database, select it and then click Delete.
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Recovering a
Damaged
Database

5. Confirm that you want to delete the database when
prompted.

Both database files are deleted (*.RMD and *.RMX).

Occasionally computer files get damaged. If a Reference
Manager database gets damaged, you may get an error message
when trying to open it or work with the references. The best way
to protect yourself from damaged files is to make regular backup
copies of your important documents (see Appendix A). If you do
not have a backup copy of a damaged Reference Manager
database, you can use the Rebuild Database command to repair
the damaged file.

NOTE: You cannot use the database during the rebuild process. Before
rebuilding a database, make a copy of the database files.

To repair a damaged Reference Manager database:

1. Back up your database before proceeding. Make sure you
copy both of the database files (*.RMD and *.RMX).

2. Close the database if it is currently open.
From the Tools menu, choose Rebuild Database.

4. Inthedialogthatappears, select the database in the Database
to Rebuild field, or locate and select the database that needs
to be repaired, and click Open.

5. Select Database Sort Order to confirm or modify the sort
order. By default, the “Try to rebuild databases’ sort order”
is checked.

Click Rebuild.

7. When prompted, confirm that you want to rebuild the
selected database.

A summary is provided in the progress dialog upon completion,
including the number of references rebuilt and number of
references deleted that were unrecoverable.

Copying Database Definitions

Database definitions contain information about the types of
references in the database and the fields and field labels used in
each reference type. Each database has its own database
definition.
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When you create a new database, you can click an Advanced
button on the file dialog to copy various settings from existing
databases—including a database definition.

You can define your own default definition for new databases,
and you can copy a database definition from one existing
database to another.

Use Field and Type Edit to customize database definitions. With
Field and Type Edit, you can customize the field labels and fields
included in each reference type, you can flag fields as mandatory
for data entry, and you can determine which reference types are
available within the database.

For detailed information about using Field and Type Edit to
customize database definitions, see “Customizing the Reference
Types” on page 376.

For information about copying database definitions, setting a
default definition for new databases, or resetting to the
Reference Manager default definition, see “Setting Defaults and
Copying Reference Type Definitions” on page 381.

Database Properties and Statistics

To view the properties and statistics of the active database, go to
the File menu and choose Properties.

r i
Database Properties g|
Summary Information
Databaze Mame  C:\Documents and Settingshall Users\DocumentshReference
[atabaze Type Fieference Manager Yersion 12 c |
ance
Created ‘Wednesday, February 04, 2004 2:55:29 Pt
Last Modified Tuesday, July 07, 2008 2:36:51 P Hel
Acocess Readwiite Exclusive P
D atabase Author |
[Databaze Subject
Sart [nfarmation
Reference:  Authors, primary [ascending] + Date, primary (ascending]
Text: Character Set Sort [RME compatible]
Ag’%éAéAéﬁéAé:AéEaeEleC(;QDdE]EIEeEéE ”~
eESEEFTfGgHhlil j v
Statistics
Feferences 155 Highest Reference D 150
Authars 354 Periodicals 5]
Kepwords 53 Publication Years 29
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Summary Information

This section displays the Database Name, Database Type, the
date and time the database was Created, the date and time the
database was Last Modified, and the current read /write Access
status.

The Created and Last Modified information may not be available
for databases originally created with an early version of
Reference Manager.

The read /write status is determined on the file dialog when you
use File>Open Database to open a database.

You can enter the name of the person who maintains the
database, and descriptive information about the database, in the
text boxes labeled Database Author and Database Subject.

Sort Information

This section shows the order in which references are sorted.

The Reference item determines the field sort order in the
Reference List window.

The Character box shows the order in which individual
characters are sorted. This order is based on one of three choices:
a Reference Manager Character Set Sort, a System-dependent
Word Sort, or an International Word Sort.

To find out more about these sort options, and to change either
the field order or the character sort order used for sorting
references, see “Sorting the Database” on page 244.

Statistics

This factual section notes how many references are in the
database. It also notes how many Authors, Keywords,
Periodicals, and Publication Years are referenced in the
database. The Highest Reference ID is also noted.

These numbers are updated as you edit your database. You
cannot change these basic statistics here.
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Introduction

Important
Points About
References

There are various ways to add references to a Reference Manager
database. This chapter explains how to type information into
Reference Manager, edit Reference Manager references, and link
files.

See Chapter 6 for information about connecting to remote
bibliographic databases and retrieving references directly into
Reference Manager. Chapter 7 describes how to import
references from a variety of sources using Reference Manager’s
Import command.

Here is an overview of important aspects of Reference Manager
references:

¢ Each Reference Manager reference stores the information
required to cite it in a bibliography. Keywords, notes,
abstracts, URLs and other information can be stored in a
reference as well.

¢ Each reference added to a database is assigned a Reference
ID. Reference Manager uses the Ref ID field to identify
references when formatting papers. Reference Manager can
automatically assign this ID using a numeric or Author/Date
format. When the option to automatically assign IDs is
enabled, Reference IDs cannot be changed or duplicated.You
can disable the automatic Reference ID labeling to assign,
and reassign, your own unique Reference IDs.

¢ Up to 255 authors, editors and keywords can be entered into
those respective fields in a reference. Individual author
names, editor names, keywords, and journal names can be
up to 255 characters.

¢ Thirty-five reference types are defined (such as Journal
Article, Book, Conference Proceedings, etc.). The fields
(Author, Title, Year, etc.) displayed for each reference type
can be modified or deleted. New fields can also be added, up
to a total of 37 fields per reference type. The Reference Type
Definition can be customized for each database, and copied
from one database to another.

¢ The text of the references should remain as “plain text”
unless a special font, size, or style of text is required for a
specific term or character.

¢ The font used to display the text in the references can be
changed using the General Display Font preference.
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The Reference

Window

reference

reference
type field

The Reference window displays the contents of the reference.

Each part of the reference is stored in its own field.

This screen shows the full Reference window that appears when
you enter a new reference or double click on a reference in a
Reference List.

NOTE: You can also edit a highlighted reference in the abbreviated
Standard Display that appears at the top of the Reference List window.

S Sample Database: Journal Reference ID 54 mini_mi_ze,
maximize,
- and close
Ref Type Journal - buttons.
Ref ID* 54
Title lapplication of the reverberation-limited form of the sonar equation
to dolphin echolocation
Authors Au W WL
Pub Date* B {11992 Other
Web/URL ] -4 scroll bar
File Attachment 8l
Link to Full text 8
Related Links 8
Image(s) 8l
Notes J English Article 17 0001-4966 Amer Inst Physics
Keywords Atlantic; Atlantic bottlenose dolphin; bay; beam; bottlenose
dolphin; dolphin; dolphins; marine; target detection; tursiops-
truncatus;
Reprint Mot in File dr_ag
window
Journal* Journal Of The Acoustical Society Of America cornerto
Volume 92 |V _res|ze
¢ The database name, reference type, and reference ID appear
at the top of the Reference window in the title bar.
¢ The Ref Type field displays the type of reference that you are
viewing, such as a journal article or a book.
¢ Resize the Reference window by clicking on the lower right
corner of the window and dragging the window to the
desired size.
¢ Click in the scroll bar with the mouse to scroll through the
information in the Reference window.
¢ Press the TAB key to move to the next field. SHIFT+TAB moves
to the previous field.
¢ Click the maximize or minimize buttons in the top corner to
expand or minimize a Reference window. Click the restore
button to restore the window to its original size.
¢ Click the left triangle (Previous Reference) or right triangle

(Next Reference) buttons to close the current reference and
open either the previous or next reference (based on the
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The Window
Menu

Previous and
NextReference
Commands

jump to the previous or
next reference in the
current sort order

Changing the
Display Font

order the references appear in the Reference List window).
All changes to the open reference are saved when you click
these buttons.

¢ Click the close button to close the reference. If changes were
made to the reference since it was last saved, Reference
Manager prompts you to save the changes.

Any open or selected reference is listed in Reference Manager’s
Window menu. The title bar of each open reference is listed on the
Window menu, and it can be selected to bring that reference
forward on the screen.

When a Reference window is open, use the left triangle (Previous
Reference) or right triangle (Next Reference) buttons to quickly
browse through your references.

S Sample Database: Journal Reference ID 54

Q= >
Ref Type* Journal -
Ref ID* 54
Title lapplication of the reverberation-limited form of the sonar equation
to dolphin echolocation
Authors AuWW.L; b

When you click one of these buttons, the content of the
References window changes to display the information for the
previous or next reference listed in the Reference List window.

This command has the same effect as closing the reference that is
currently displayed and opening another reference, so any
changes to the currently opened reference will be saved before
Reference Manager switches to display another reference.

By default, text displayed in the reference list and text that you

type or edit in Reference Manager is displayed in a 10 point Arial
font. You can change this to another font and/or size using the

Display Information Font setting in Reference Manager’s General
Options.

The Display Font setting affects the font used to display all text
that is typed into Reference Manager (such as in the Reference or
Style windows). This font is also used for most of the previews
and information panels in Reference Manager, as well as for
bibliographies that are printed, exported, or copied directly from
Reference Manager.
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Changes made to the display font apply to all Reference Manager

databases opened on that computer.

Changing the display font simply changes the default font.
Deliberate font changes that you have made in your references

are not affected by this default.

Showing Field
Numbers

NOTE: The Display Information Font does not affect the font used when
you are formatting bibliographies in a word processing document. The

normal font of the document is used for that.

To change the Display Font:

1. From the Tools menu, choose Options and click the General

tab.

=

Options

Duplicate Search ] Attachments ]
General Retrieval ] Import ]

Display Information

‘ AaBbCcXxYyZz

Size |10 -

Fant Avial -

Copy/Paste Reference Output Style
Qutput Style |C:"-.Prng|am Files"Reference Manager 12"-.Sty|es"-.lj J

Reference Display
+ Standard Display (Editable)
" Qutput Style Display (Read Only)

| o |

Default Open Database Access
Acess rights |Read-‘."a'rite Exclusive j

v Automatic Popup Browser

Intemet Search ]
Reference Edit ]

=)

Cancel | |

o]

Help |

2. In the Display Information section, use the drop-down lists

to select your default Font and Size.

3. Click Apply to save your changes, or click OK to save your

changes and leave the dialog.

To display field numbers before the field labels in each field, go

to the View menu and choose Field Numbers.

Because the field label for a certain field can change between
reference types, field numbers can help you make sure you are
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using the appropriate field for data entry and searching. For
example, Periodical, Journal, and Magazine all refer to field 11.

Opening, Closing, Saving, and Deleting
References

Selecting
References

To open a reference (or a group of references) in a database, you
must first highlight it.

The simplest way to highlight a reference is to click on it in the
reference list.

To highlight multiple references:

¢ Hold down the CTRL key while clicking on individual
references. Press the CTRL key and click on a highlighted
reference to deselect that reference and retain the rest of the
selection.

¢ Highlight a range of references by clicking on the first
reference, then press the SHIFT key and click on the last
reference of the range.

Many operations in Reference Manager work on your choice of
the highlighted references, the marked references, the unmarked
references, or all references. For more information about
selecting reference, see “Selecting References” on page 213.

Opening
References

Highlight the reference(s) you want to open, and then do one of
the following:

¢ Double-click the selected reference(s).

¢ Press ENTER.
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Closing
References

Saving
References

¢ From the References menu, choose Edit.

S Sample Database: Journal Reference ID 54

Journal ~
54
lapplication of the reverberation-limited form of the sonar equation
to dolphin echolocation

Authors AuWW.L;

Pub Date* & {11992 Other

Web/URL L]

File Attachment 8

Link to Fulltext @)

Related Links L]

Image(s) 8l

Notes J English Article 17 0001-4966 Amer Inst Physics

Keywords Atlantic; Atlantic bottlenose dolphin; bay; beam; bottlenose
dolphin; dolphin; dolphins; marine; target detection; tursiops-
truncatus;

Reprint Mot in File

Journal* Journal Of The Acoustical Society Of America

Volume 92 b

The Reference window that opens for each of the references is
where you enter and edit the reference data. Modify this text just
like you would edit a word processing document: select the
incorrect text and retype it, or delete and add text as necessary.
Important information about entering reference data follows.

To close a currently open reference, do any of the following:
¢ Click the close button on the Reference window.
¢ Click CTRL+F4.

If any changes were made to the reference since it was opened,
Reference Manager will ask for confirmation to make the
changes permanent.

To save a reference that you have just created, or to save any
changes made to an existing reference:

¢ Click in the close button on the Reference window, and you
will be prompted to save changes.

¢ To save the changes you have made so far, but not close the
reference, choose Save (CTRL+S) from the File menu.

¢ Tosave and close the reference and then immediately create
a new reference, choose Save and New from the File menu.

If you try to close Reference Manager while an edited reference
is open, you will be prompted to save changes first.

110 Chapter 5: Entering and Editing References



Deleting To delete references:

References 1. Todelete a subset of references, first either highlight or mark
those references in the Reference List window.

2. From the References menu, choose Delete (or press DEL).

Delete options

+ Highlighted references]

" Marked referencels) %
" Unmarked reference(s] ﬂ

Al references in list

3. Indicate which group of references you wish to delete:

¢ Highlighted reference(s)
¢ Marked reference(s)

4 Unmarked reference(s)
¢ All references in list

4. Click OK.

=

Confirm Delete Reference

Delete the reference 55 from the database Sample?

es “es to &l | Mo | Cancel |

5. Reference Manager prompts you to confirm that you want to
remove the references from the database. You can walk
through the references one-by-one, indicated by Ref ID, or
you can simply click Yes to All.

NOTE: You cannot undo this operation, so be sure you want to delete
the selected reference(s) before clicking Yes or Yes to All!

NOTE: We strongly recommend that you do not delete references that
have been used in papers that you might want to reformat later.
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Creating a New Reference

Overview

Reference
Type list

Choosing a

Reference
Type

112

To add a new reference to an open database:

1. From the References menu, choose New (INS). This opens an
empty Reference window.

2. Click in the first field, Ref Type, to select a reference type
from a list.

S Sample Database: Generic Reference ID 191

Ref Type* —
Ref ID*
Title, primary Gran_t
Authors, primary EEPE;LHSQS
3::2,5prlmary = Internet Communication Dthier
Journal

Keywords Joumal (Full
Reprint Magazine Article
Start Page Map
End Page Matian Picture

FprH Music Score v
Periodical
Volume
Title, secondary
Authors, secondary
Issue
Pub Place
Publisher
User Def 1 2

3. Enter bibliographic data into each of the fields in the
reference according to the rules outlined later in this chapter.
Field names that are followed by an asterisk are required
fields for the current reference type. You must enter data into
those fields in order to save the reference.

When you are finished, save and close the reference to add
it to the database.

The rest of this chapter goes into more detail about how to enter
references into Reference Manager.

When you create a new reference, it is assigned the reference
type of the last reference entered. If you want to choose a
different type of reference, click in the Ref Type field at the top of
the Reference window, and select the appropriate reference type.

Normally, you should select the reference type before entering
information in the reference. However, you can change the
reference type at any time, and the information you have entered
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Tips for
Choosing the
Right
Reference
Type

isretained and transferred to the corresponding field for the new
reference type.

In addition to determining how the reference is formatted in a
bibliography, the reference type determines which fields appear
in the Reference window. For example, a Journal reference
would have fields for Journal Name, Volume, and Issue, whereas
a Book would have fields for Editor and Publisher.

Customizing Fields and Reference Types

Fields can be removed, added, or renamed for each reference
type. You can also designate which fields are mandatory for a
reference type. (When you enter a reference into the reference
type, you must enter data into the mandatory fields before you
can close the reference.) See Chapter 14 for instructions on
removing, adding, or modifying fields for each reference type,
and for designating mandatory fields.

Use Book, Whole for books written by one or more authors, and
use Serial for books in a series.

Use Book Chapter for references to parts of edited or non-edited
books (a chapter, for example).

The Conference Proceeding reference type is best used for
unpublished proceedings. Articles that are published as part of
the comprehensive conference proceedings should be entered as
Journal references.

Use the Electronic Citation reference type for citing material
from a Web page or FTP site. If you are citing a journal article
that appears both online and in print, most style guides prefer
that you use the print information and cite it as a regular journal
article. Email discussions should be cited as Personal
Communications, just like any other correspondence.

Entering References

Bibliographic information (as well as keywords, notes, and other
relevant information) is entered into separate fields in each
Reference Manager reference. By storing the pieces of
bibliographic data in different fields, Reference Manager can
later rearrange the elements to conform to various bibliographic
formats (such as American Psychological Association or Modern
Language Association).
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Special bibliographic formatting and punctuation should not be
included when you enter reference data into Reference Manager.
For example, you do not need to put quotes around titles,
italicize journal names, or include the abbreviation “Vol.” along
with volume numbers. Enter only the raw data, and leave the
formatting to Reference Manager.

NOTE: There are a few exceptions to this punctuation rule, notably in
the Author, Editor, and Edition fields. Read on for details.

Using Term
Lists with Data
Entry

Reference Manager uses term lists for Author and Editor names,
Periodicals, and Keywords. These lists are updated
automatically as you enter new terms into these fields. The
benefit of this is that the term lists also help with data entry.

When you begin to enter a name, journal or keyword, a term list
appears where you can select a term to speed up data entry:

S Sample Database: Journal Reference ID 191

Ref Type* Journal -
Ref ID* 1M
Title

Wal ]
Pub Date* & E @her
Web/URL L] Van Bressem,M.F. ~
File Attachment 8 Van Waerebeek K.
Link to Full-text 8 Venturino.M.C.
Related Links L] Verboom W.C.
Image(s) L Vetter W.
a"‘e-" - Via,C.S.
Rz:::tr s Vlachos,S.

von Fersen,L.

Volume
Issue
Start Page
End Page -

¢  Youcanselectahighlighted term and press ENTER (or double
click on the term).

¢ Or, it you want to enter a term not found in the list, simply
keep typing and then close the term list.

By default, author names and keywords that are new (that is,
those that do not already appear in the corresponding Author or
Keyword term list) appear in blue text. New terms will be added
to the corresponding term lists when you save the reference.

A more complete discussion of Reference Manager’s term lists is
provided in Chapter 9, “Term Lists”.
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Reference
Identifiers

The reference identifier is a unique identifier entered into the Ref
ID field of each reference in a database. Reference Manager uses
the reference ID to identify cited references when formatting
citations and generating bibliographies.

By default, Reference Manager automatically assigns sequential,
numeric reference IDs.

To automatically assign Reference IDs:
1. From the Tools menu, select Options.
2. Click on the Reference Edit tab.

3. In the Automatic Settings section, select the Assign
Reference ID item.

4. Under Reference ID Assignment Mode, select one of these
two options:

¢ Numeric: Reference Manager will automatically assign a
sequential, numeric ID (1, 2, 3, 4, etc.). This is the default
setting.

¢ Authors, primary + Date, primary: Reference Manager
will automatically assign an Author/Date ID, which is a
combination of the author’s last name and year. If more
than one reference with the same last name and year
exist in the database, a letter is appended, such as
“SMITH2002A” and “SMITH2002B.”

NOTE: When you delete a reference, you can manually reuse the
reference ID number. However, you must first turn off the Automatic
Reference ID option.

To manually assign Reference IDs:
1. From the Tools menu, select Options.
2. Click on the Reference Edit tab.

3. Inthe Automatic Settings section, clear the Assign Reference
ID item.

4. When you enter a reference, you must enter a reference ID
into the RefID field. You can enter any combination of letters
and numbers, up to 20 characters. With the cursor in the Ref
ID field, you can either:

¢ Manually type a reference ID.
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¢ Manually insert a reference ID generated by Reference
Manager. From the References menu, select Assign Ref ID.

NOTE: Each Reference ID must be unique.

Titles

Author and
Editor Names

The following information about Title fields applies to the
following “Generic” fields: Title, Primary; Title, Secondary; and
Title, Series.

Enter titles without a period or any other punctuation at the end.
Do not press the ENTER key while typing titles into Reference
Manager; allow long titles to just wrap to the next line. Although
the Reference Manager styles can change the capitalization of
titles, it is best to capitalize the title in the same way you would
like it to be capitalized in your bibliographies.

The following information about Author and Editor fields
applies to the following “Generic” field names: Authors,
Primary; Authors, Secondary; and Authors, Series.

Author names must be entered with the last name followed by a
comma and the first name and middle name. Multiple authors
are delimited with a semicolon. Some examples of author’s
names are:

Smith,P.R.
Smith, Paul Roy
Smith,P.R.;Jones, M.E.

Reference Manager can abbreviate first and middle names, so for
maximum flexibility enter whole names whenever possible. If
you are entering initials instead of full names, be sure to type a
period between initials, (for example “Fisher, ].O.”), otherwise
Reference Manager interprets the initials as a single name: “Jo.”

Author fields are linked to a term list for easy and consistent data
entry.

NOTE: Each name can be up to 255 characters in length.

See “Author Properties” on page 414 for information about how
Reference Manager can format author names in bibliographies.
For more information about term lists, see Chapter 9.
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Using “et al.” or Similar Abbreviations

Enter all author names for a particular reference. Reference
Manager will truncate the list of authors with “et al.” or “and
others” as required by the bibliographic style.

Anonymous Works

If a reference has no author, you should leave the Author field
blank. Do not enter “Anonymous.” The style that you use to
format the bibliography determines how anonymous references
are treated.

Note that if a work is published with “Anonymous” printed on
the title page, most style guides request that “Anonymous” be
entered as though it were the author name.

Corporate Authors

When entering corporate author names, enter them just as they
should appear, and preceded by an equal sign (=) to indicate that
author formatting should not be applied:

=U.S. Department of Agriculture
=Apple Computer Inc.

The equal sign is removed when you format citations and /or
generate a bibliography. Any name that is over five words in
length is assumed to be a corporate author name, so in those
cases the equal sign is not required.

Complex Author Names

For multiple-word last names, like Charles de Gaulle, enter the
name with the last name first, such as:

de Gaulle, Charles

Entering a name this way ensures that both words “de” and
“Gaulle” will format as the last name.

Enter authors with titles, such as “Jr.” or “I11”, as Last, First, Title.
For example, “Alfred Smith Jr.” must be entered as:

Smith, Alfred, Jr.

As with corporate author names, you can use an equal sign in
front of any complex name so that it will print exactly as entered.
A preceding equal sign indicates that author formatting should
not be applied.
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Date, Primary
and Secondary

Entering Dates
for Record
Keeping

Color Display of Author Names

Author names can appear in a reference display in various colors
and styles, depending upon Author Highlighting settings. The
colors appear when you move the cursor to the next author name
or field.

By default, the settings are:

¢ Active author name (the author name at the cursor location)
displays in bold text

4 New to Database author names (author names that have not
been used in this database before) appear in blue text

¢ Invalid Syntax author names (not entered in the correct
format) appear in red text.

See “Author/Keyword Highlighting” on page 492 for more
information about how to change these settings.

The Date, Primary and Date, Secondary fields can be formatted as a four
digit year, or using MM/DD/YYYY. By default, MM/DD/YYYY is
selected.

Pub Date* 07/01/2008 Other
I ] |

T
Click to toggle the date format.

To toggle between these formats, click the Date icon next to the
Date, Primary or Date, Secondary field name. This is useful when
you wish to use the four digit year format for the primary date
and the other format for the secondary date field

Use the Other subfield (part of the date field) for additional date
information, such as:

4 Seasons (Summer)
¢ Quarters (First Quarter)
¢ Other information regarding the Publication Date

You can use the Notes or any of the User Defined fields to enter
a date for your own record-keeping purposes (such as a record
entry or modification date, or any date other than the publication
dates). If you plan to sort your references by these dates, or
search for a range of dates, enter the numerical version of the
date instead of the name of the month because Reference
Manager does not interpret dates and would therefore sort
months alphabetically. For example, enter “1998/5/21” instead
of “May 21, 1998.” Enter the year first, followed by the month
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Notes and
Abstract

Keywords

Reprint

and the day, so that the references can be sorted first by year,
then month, then the day.

Use the Notes field to store personal reminders, such as the
location of a quotation in a book or the quotation itself.

Use the Abstract field for a brief description of the contents of the
work.

Use the Keywords field to store keywords that you want to
associate with the reference. The Keywords field is linked to a
term list for easy and consistent data entry.

You can restrict a search to just the Keywords field, so the terms
you enter into this field can be used to later retrieve the
references when using Reference Manager’s Search References
command. Multiple keywords in this field are delimited
automatically with semicolons.

Scanning Other Fields for Keywords

You may have a comprehensive list of keywords compiled in the
Keywords term list, and want to automatically copy them to
existing references.

You can have Reference Manager scan various fields in a
reference, and when a term is found that appears in the
Keywords term list, copy that term to the Keywords field of the
reference. To do this, see “Scanning Fields for Keywords” on
page 182.

Sorting Keywords

You could end up with a significant number of keywords in the
Keywords field of a reference. To sort the keywords in
alphabetical order, see “Sorting Keywords” on page 184.

Use the Reprint field to indicate the reprint status for the
reference.

¢ In File - Use this option if you have a reprint in your files.

¢ Notin File - Use this option if you do not have a reprint, and
do not expect to obtain one.

¢ On Request - Use this option if you have requested a reprint.
This option provides a date field to indicate when the request
was made.
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Start and End
Page Fields

Periodical,
Magazine,
Newspaper,
Source or
Journal Names

A start page and end page can be entered in their respective
fields. The style used to create the bibliography can change the
page numbers to be either full or abbreviated page ranges, or
show just the first page (see the “Page Numbers Properties”
section in Chapter 9).

Considerations when entering page numbers are:

¢ When a reference appears on single page, enter the page
number in the Start Page field and leave the End Page field
blank.

¢ Use the Start Page field for references with multiple pages
and page ranges (for example, “20, 22-24, 32”).

¢ Use commas to separate non-consecutive page numbers in
the Start Page field.

¢ Use a hyphen for a page range.

The Periodical (or Journal Name or Magazine or Newspaper or
Source) field is automatically set up to work with the Periodicals
term list. This means that the Periodicals list is updated as you
add new periodical names to your references. Reference
Manager will use this list to facilitate data entry by suggesting
periodical names as you enter them into the Journal Name field.
See Chapter 9 for more information about term lists.

The Journal Name field (in the Journal and Journal, Full
reference types), the Magazine field (in the Magazine reference
type), the Newspaper field (in the Newspaper reference type),
and the Source field (in the Internet Communication and
Electronic Citation reference types) can be used with the
Periodicals term list to allow for multiple formats of a periodical
name to be used in your bibliographies, depending on the format
required (see “Creating Bibliographies With Periodical
Abbreviations” on page 268 for details). When the different
forms of the periodical name are defined as synonyms in the
Periodicals term list, all it takes to change the format of your
periodical names in a bibliography is one change in the style (see
“Periodical Properties” on page 422). All of the appropriate
substitutions are made when the bibliography is created.

Reference Manager includes predefined term lists for medical,
chemistry, and humanities periodicals. If you would like to use
these lists, you can select them when creating a new database in
the Advanced options, or copy them into your Periodicals list as
described in Chapter 9.
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Edition

ISBN/ISSN

Linkable
Fields

Commonly-
Used Words
and Phrases

Type the periodical name into the field—you can use any one of
the four periodical synonyms. When you generate a
bibliography, the correct synonym name is inserted as defined
by the current output style.

The text of the Edition field is not modified by Reference
Manager for your bibliographies, so be sure to enter “1st,”
“2nd,” and so on for this field if that is what you need in your
bibliography.

ISSN (International Standard Serial Number) and ISBN
(International Standard Book Number) are codes used to identify
a particular publication. An ISSN number would refer to an
entire journal (such as the Journal of Virology), and an ISBN
would refer to a particular book.

It is most useful if you are importing reference data or retrieving
references directly from an online source. These numbers help to
identify a specific publication if you need to order it or locate it.

Linkable fields include:

File Attachments
Web/URL

Link to Full-text
Related Links
Image(s)

See “File Attachments” on page 131 and “Additional Linkable
Fields” on page 135.

L B & 2 2

You can add commonly-used words or phrases to a list in
Reference Manager so that you can easily insert the words or
phrases into fields as you enter references.

You can insert the text in any field except authors, keywords,
periodicals or dates. (Authors, keywords, and periodicals have
their own term lists.)
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Font, Size, and
Style

To add a commonly-used word or phrase:

1. From the Tools menu, select Phrase List.

-
Phrase List

Mew Phrase:

I (X

|Librar_l,l of Congress Add

Phrase List

Library of Cong
Reference Manager

Delete
Cloze

Help

dd

2. In the New Phrase box, type the commonly-used term or
phrase.

3. Click Add.

You can add any number of phrases. To delete a phrase,
highlight it in the list and click Delete.

4. Click Close to leave the dialog.

To insert text from the Phrase List into a reference field:
1. Click in the field where you want to insert the text.

2. Right-click to display a contextual menu.

3. Choose Select Phrase from the menu to display the Phrase
List.

4. Highlight the phrase you want to insert and click Select.

Reference Manager is designed to produce bibliographies that
automatically use the font and size of the text in your word
processing documents. Normally, when you type text into a
Reference Manager reference, it is entered in Reference
Manager’s Display Information font, size, and style.

If any fonts, sizes, or styles other than the Display Information
font are entered into your database, they will appear in your
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Keyboard
Commands

Cut, Copy,
Paste Text in
the References

bibliography regardless of the font of your paper. For example,
you can italicize species names or add a superscripted number.

To apply font or text styles, select the text to be changed, and
then choose the desired font, size, or style from the Format tool-
bar.

A full set of key commands is available so that you can enter
references without using the mouse. For example, to create and
enter a new reference without touching the mouse: type INS to
add a new reference, type the bibliographic information using
TAB or SHIFT+TAB to move forward or backward between the
fields, and then press CTRL+S to save and close the reference.

Function Key Command
create a new reference INS

select more than one reference CTRL+CLICK
select a range of references SHIFT+CLICK
open selected reference(s) ENTER

close the active window CTRL+F4
select the next field TAB

select the previous field SHIFT+TAB
When text is selected:

turn bold on and off CTRL+B

turn italic on and off CTRL+I

turn underline on and off CTRL+U

turn superscript on and off CTRL++

turn subscript on and off CTRL+-

turn the Greek character function on and off |CTRL+G

Use the ARROW keys to navigate within a field.

The Reference Manager menus display equivalent key
commands next to many menu commands.

The Cut, Copy, and Paste commands on the Edit menu can be used
to move text from one field in a reference to another field by
selecting and copying or cutting the text and then pasting it in
the desired location. You can also Copy and Paste text from a field
in a Reference Manager reference to your word processor.
Similarly, you can Copy text from a word processing document
and Paste it into a reference.
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Using “Drag-
and-Drop”
Within a
Reference

Copying
Complete
References

Text may also be moved around within a reference by selecting
the text and then dragging and dropping it in a new location.
When text is moved this way within a reference, it is moved from
one location to another. When it is dragged from one reference to
another reference or to another program (such as your word
processor), it is removed from the reference.

To drag-and-drop text: First select the text of interest. Then click
on the selection, and keep the mouse button pressed while you
drag the text to another location. When the cursor is positioned
in the right place, release the mouse button to “drop” the text
there.

In addition to copying and pasting text between fields, Reference
Manager can copy entire references within a database or from
one database to another.

When copying references between databases, you are given the
following options to indicate which references to copy:

¢ Highlighted References

¢ Marked References

¢ Unmarked References

¢ All References

To copy references from one database to another:
1. Open both databases.

2. In the Reference List window, select the reference(s) you
want to copy by either highlighting or marking the
references. Do not open the references.

NOTE: See “Selecting References” on page 213 for more information
about highlighting or marking references.

From the References menu, choose Copy Between Databases.

4. Choose the option indicating which records to copy from the
Source Database: Selected References, Marked References,
Unmarked References, or All References.

5. Confirm the database that will receive the copied references.

6. If desired, select the option to mark the copied references.
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Entering
Several
Articles from
the Same
Source

To duplicate a reference within a database:

1. Highlight the reference in the reference list.
2. From the References menu, choose Duplicate.

3. Confirm the fields you want duplicated in the new reference.
4. Click OK.
5

Complete the new reference and save.

To easily enter a series of references that have information in
common (such as various sections from one book, or a number of
papers presented at the same conference), use the Duplicate
command.

To enter multiple similar references:
1. From the References menu, choose New Reference.

2. Enter all of the bibliographic information that the references
have in common (such as the year, book title, publisher, and

city).

3. Close the reference when you are finished. It appears
highlighted in the Reference List on the Reference List
window.

From the References menu, choose Duplicate.

Click OK.

4
5. Confirm the fields you want duplicated in the new reference.
6
7. Complete the new reference and save.

To insert additional duplicate references, highlight the original
reference again in the reference list, and use the Duplicate
command again.

Entering Special Characters

Entering
Diacritics

Reference Manager references can include special characters,
including characters with diacritics, and Greek, mathematical,
and typographical symbols. Diacritical characters are a part of
the standard Windows fonts, which use the ANSI (Latin 1)
character set.

Characters with diacritical marks can be entered in Reference
Manager using any of the text-entry methods listed below.

¢ Type the character on the keyboard (if the character is part of
the language supported by the keyboard).
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¢

Use the Insert Symbol button (é) on the Format toolbar while
in an editable field. The symbols available in the Insert
Symbol character set are determined by the font selected.

r B

Insert Symbol PZ|
(y*+, - . 101234567889 :,;
CDEFGHI JKLMNOPQRSTUWVW
_ " abcdefghij k!l mnopgrs
{ y~01 €01, f. .t1%" %S €D Z1
—~ ME ., ol 2V ¢ E£EB¥!ET @ g
S oop -, vt s nwu, AAAAAAES
T B 666606« U0000YVYPRAAEAE
gi i i1 afioo6ddd=+e00ddyhpy

Insert | Cloze | Help |

To change the font, select the Font button (F) on the Format
toolbar.

r =
Font Selection PZ|
AaBbCcXxYyZz Cancel
Font: Styles: Effects:
i Aiial T [ Underline
I~ Bald
™ Superscript
[ Italic .
™ Subscript

¢ While pressing the ALT key on your keyboard, use the
numeric keypad to type the ANSI or ASCII code for the
character. (Consult tables of the ANSI and ASCII codes
under “Entering Character Codes” on the following pages.)
¢ Copy the characters from other Windows programs, and
paste them into a Reference Manager reference.
¢ Use Character Map, supplied with Windows for inserting
special characters. It is described on page 130.
¢ Use the Greek character button as described below.
Entering Greek characters can be entered in Reference Manager using any
Greek of the text-entry methods supported by Windows. You can:
Characters ¢ Use the Greek button (o) on the Format toolbar or type
CTRL+G to switch to Greek characters or to apply Greek to
selected text. Click the button again to return to Roman
characters.
¢ Copy the characters from other Windows programs, and

paste them into the editable field of the reference.
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Entering ANSI codes are the character codes normally used by Windows

Character programs. ASCII codes are the character codes used by DOS. The
Cod first 128 codes are identical for both ANSI and ASCII. These are
odes the upper and lower case letters, all numbers, and the symbols

available on the keyboard. The remaining 128 codes in each set
are different. The Windows keyboard interface allows you to
enter either ANSI or ASCII codes by typing the code on the
numeric keypad while pressing the ALT key. If the number is
preceded by a 0 (zero), the code is interpreted as an ANSI code.
Otherwise, Windows will interpret the code as ASCII.
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The following table lists characters generated by the upper 128

ANSI codes:
Code Char Code Char Code Char Code Char
n1ze £ 0180 0192 b 0224 1
n1ze _ 0161 i n1es & 0225 4
0130 s 01a2 g 0194 L 0226 i
()} f 0163 £ 0195 L 0227 i
n1sz - 0led i 019 Iy 22z i
0133 01as ¥ 0197 Y 0229 i
0134 T 0168 ! n19a £ 0230 &®
0135 I 01a7 § 0199 o 0231 Iy
0138 - 0188 - 0200 E 0232 g
0137 Foo 0169 =l n2om E 0233 é
n1se _ 0170 : Q202 i 0234 2
0139 ¢ o 3 0203 E 0235 g
0140 E 0172 - 0204 i 0236 i
014 _ 0173 - 0205 i 0237 i
0142 _ 0174 & 0206 i 0238 i
0143 _ 0173 B 207 I 0239 i
0144 _ 0178 @ n20s B 0240 i
0145 ¢ 0177 + 0209 3] 024 it
0148 ' 0178 ¢ 0210 & 0242 i
0147 “ 0179 * 0211 0 0243 4
014z ” 0180 ’ 212 & 0244 i
0149 . O1g1 i 0213 & 0245 d
0150 - 0182 1 0214 8] 0246 i
ns — 0183 - 0215 ® 0247 +
0152 " 0124 i 021a i n24a o
0153 ™ 0183 : n217 L] 0249 1
0154 _ 0128 ¢ n21e L] 0250 1
0155 > 0127 » 0219 i 0251 i
0156 e 0188 A n2z2o i) 0252 i
0157 _ 0189 i 02 T 0253 7
0158 _ 0190 kA 0222 E 0254 b
n15e ¥ om i 0223 [i 0255 i

NOTE: If these codes do not appear as they should when you type
them, check your General Display Information Font settings by
choosing Options from the Tools menu and clicking the Display Fonts
option. Some fonts cannot display these characters.
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This table lists the characters generated by the upper 128 ASCII
codes for U.S. keyboards. Note that some diacritical characters
cannot be generated using ASCII codes:

Code Code Code Code

128 C 160 a 192 + 224 _
129 ol 161 i 193 - 225 B
130 é 162 6 194 - 226 _
131 a 163 a 195 + 227 q
132 i 164 fi 196 - 228 _
133 a 165 N 197 + 229 _
134 a 166 : 198 | 230 i
135 ¢ 167 ° 199 | 231 _
136 é 168 ¢ 200 + 232

137 g 169 _ 201 + 233 _
138 ¢ 170 - 202 - 234 _
139 i 171 V2 203 - 235 _
140 i 172 Ya 204 | 236 _
141 i 173 i 205 - 237 _
142 A 174 « 206 + 238 _
143 A 175 » 207 - 239 _
144 E 176 208 240
145 ® 177 _ 209 - 241 +
146 E 178 _ 210 - 242

147 0 179 : 211 + 243 _
148 0 180 | 212 + 244 _
149 0 181 | 213 + 245 _
150 it 182 | 214 + 246 -
151 u 183 + 215 + 247 _
152 ¥y 184 + 216 + 248 °
153 0 185 | 217 + 249 .
154 U 186 | 218 + 250

155 ¢ 187 + 219 _ 251 _
156 £ 188 + 220 _ 252 n
157 ¥ 189 + 221 | 253 2
158 P 190 + 222 _ 254 _
159 f 191 + 223 _ 255 _
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Using the The Character Map program (CHARMAP.EXE) is supplied with
Character M ap all versions of Windows. Both diacritical characters and symbols
can be entered using the Character Map:

To use the Character Map:

1. Start the Character Map program by choosing Accessories
from the Windows Start >Programs menu, then choosing
System Tools and Character Map.

2. Select the Symbol font, if necessary. (All other fonts will
revert to the Display Font when pasted in Reference
Manager.)

Double-click the character(s) you need.
Click the Copy button to copy the characters to the Clipboard.

Return to Reference Manager, position the cursor in a
reference, then select Paste from the Edit menu to paste the
characters.

=

B Character Map

tTz[sleel &l T(D=[+].1-1.[/To[1]2]3]4] =
5\6|7(8|9|:|;|<[=|=|?|@A|B|C|D|E|F|G|H
I K{L|M|N|O|P|Q|R|S|T|UIV|W|X|Y|Z|[|\
11*_| |a|blc|d|e|f|lg|h|i|]|k|I|m|n|o|p
gir|s{tjulviw|x{y|z|{|]|}~ i ¢|E n|¥
:§"©a«_,_®_ot23 uﬂ',1
ol »|1%(%| ¢ |A|A|A|A|A|A|E|CIE|E|E|E|T]I
I{T[B[N[O|O|O|O|O|x|@|U{u|0ju|Y|p|R|a|a
alé|a|ales|c|e|éléle|i|i|T|T|d|fi|0|6|0|6
o|=|e|ufulaju|y|p|yv|AlalAla|Ala|C|¢|C|e|s

Chalacterstocow:| Select

[] Advanced view

U+0021: Exclamation Mark

NOTE: The Character Map includes Unicode fonts which contain some
characters that will not work in Reference Manager. If you insert a
character other than a standard keyboard character with a keystroke
equivalent, Reference Manager will display it as a question mark (?).
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Linking to a
File

File Attachments

You can link a file on your computer—such as a graphic, a word
processing document, a spreadsheet, or a PDF file—to a
Reference Manager reference.

To link a file to the File Attachments field in a reference:
1. Select a reference in the Reference List, or open the reference.

2. From the References menu, choose File Attachments>Attach
File.

NOTE: The File Attachments commands are available both from the
References menu and from the right click shortcut menu.

3. On the file dialog, select a file to link to the selected (or open)
reference.

4. Note the check box along the bottom titled, "Copy this file to
the default file attachments folder and create a relative link."
This gives you the option to:

¢ Select the check box to copy the original file and place the
copy in a previously selected attachments folder.

¢ Deselect the check box to always have Reference
Manager look in the original folder for the inserted file.

For more information about this option, see, “Selecting a
Relative Path or an Absolute Path for File Attachments” on
page 132.

5. Click Open.

Reference Manager will display an icon indicating the type of file
inserted. You can insert up to 45 files into the same File
Attachments field.

Another way to link a file to the File Attachments field is to drag
and drop the file onto the reference in either the Reference List
or the Reference window. Whether the file is copied and saved to
a common attachments folder or is linked with an absolute path
is determined by the default file attachment setting. See
“Attachments Options” on page 495.

NOTE: To easily locate references that include file attachments, you
can add a File Attachments display column to your reference list. Each
reference that includes a file attachment will display a paperclip icon in
the column. See “Changing Display Fields” on page 90.

Chapter 5: Entering and Editing References 131



Selecting a
Relative Path
or an Absolute
Path for File
Attachments

When you link a file to the File Attachments field in a reference,
you have the option of saving a relative path to the file, or an
absolute path to the file.

What is a Relative Path versus an Absolute Path?

When you insert a link to a file with the File Attachments>Attach
File command from the References menu, the file dialog includes
a check box titled, "Copy this file to the default file attachments
folder and create a relative link."

Relative Path (check box selected)

When the check box is selected, Reference Manager makes a copy
of the original file and places it in your attachments folder. (See
“ Attachments Options” on page 495 to determine your
attachment folder.) This saves the file as a “portable link” that
can move with the database. Reference Manager will always be
able to access the file, even when you share your database with
a colleague (always include your attachments folder along with
the database files). However, if you edit the original file on your
computer, those changes will not be reflected in Reference
Manager. You would need to clear the file from your Reference
Manager reference and reinsert the file.

Absolute Path (check box blank)

When the check box is blank, Reference Manager will use the
complete path and filename to look in the original folder for the
inserted file. This can be helpful if you plan to edit the original
file, and you want those changes reflected when you access the
file from within Reference Manager. However, if you ever move
the file from the original folder, Reference Manager will not be
able to access it unless you clear the file from your Reference
Manager reference and reinsert it from the new folder location.
If you send your library to a colleague, the file will not be
available.

How Can I Tell Which Type of Path Was Used?

Open a reference that contains a linked file in the File
Attachments field, and hold your mouse pointer over the file
icon in the File Attachments field. Reference Manager will
display a tooltip with the full path and filename of the linked file.

File Attachment 8/ ma‘:
| e
Refergp=-2s
C:'Program Files'\Reference Manager 12'\ReferenceManager.pdf
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If the file was linked with a relative path, only the filename will
appear, as a copy of the file is stored in your attachments folder.

Selecting a Default Setting for the Path

Since you likely will want all of your linked files treated the same
way, you can select a default setting for the check box titled
"Copy this file to the default file attachments folder and create a
relative link." See “Attachments Options” on page 495.

You still have the option to override the default setting each time
you insert a file into the File Attachments field.

Converting Absolute Paths to Relative Paths

If you are working with a library that was created with a version
of Reference Manager prior to version 12, all of the existing files
linked to the Link to PDF field were saved with absolute paths.
The field is now File Attachments, and you can easily change the
absolute paths to relative paths. This allows you to easily share
your library, along with linked files, with colleagues.

To convert absolute paths to relative paths:

1. Before you begin, please back up your database. This change
cannot be reversed.

2. In the Reference List window, highlight the references you
wish to modify.

3. From the References menu, select File Attachments>Convert to
Relative Links.

For each selected reference, Reference Manager locates each file
linked into the File Attachments field, and copies those files into
the designated attachments folder for the database.

Inserting the Same File Again

If you try to insert a link to the same filename again in the same
reference, your results are different depending on whether you
are inserting files with a relative path or an absolute path.

Relative Path: Because the relative path always points to the
designated attachments folder, a message will warn you that you
cannot insert the same file again with the same name. You have
the option to either replace the current link or give the newly
linked file a new name.

Absolute Path: Because you could have several absolute paths
pointing to the same filename in different folders, it is possible
to link to the same filename numerous times. When you hold
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Removing a
Linked File
from File
Attachments

your mouse pointer over each file icon in the File Attachments
field, the tooltip will display the full path and filename.

Before you remove a linked file, please make sure you have a
backup of the original file. This process cannot be undone.

To remove a linked file from the File Attachments field:
1. Open the reference for editing.

2. Scroll to the File Attachments field and highlight the file icon
you wish to remove.

NOTE: You can hold your mouse pointer over the file icon in the File
Attachments field to display the path and filename of the linked file.

Opening a
Linked File

3. Press the DELETE key.

If the file was linked with an absolute path, the File Attachments
field no longer points to the file. The original file remains intact.

If the file was linked with a relative path, that file is deleted from
the attachments folder, and the File Attachments field no longer
points to it. You will not be able to reinsert the link unless you
have the original file stored elsewhere on your computer.

Once a file icon appears in a reference, you can open the
reference and click the icon to open the linked URL or file.

Or, from the References menu, use the File Attachments>QOpen File
command to look specifically in the File Attachments field to
open the Internet site or linked file.

You must have the necessary program installed on your
computer in order for Reference Manager to open a file created
by another program. For example, to open a PDF file, you must
have Adobe Acrobat, Adobe Acrobat Reader, or another
program that can read PDF files installed on your computer.

Using the Open File command

The File Attachments>Open File command on the References menu
can be used to open a linked file entered into a Reference
Manager reference under the following conditions:

¢ When just one reference is selected in the Reference List
window, the Open File command opens the first linked file
that is listed in that reference’s File Attachments field.
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¢ In a Reference List, you can ALT+CLICK on a reference to
open the first file attachment in the reference.

¢ When multiple references are selected, Reference Manager
checks the File Attachments field in each of the selected
references (in the order listed), and opens the first link it
finds.

¢ Reference Manager will open the first attached file in the
field when you choose Open File. If you have multiple
attachments, you can click on any one of the file icons to
activate the link.

To open a linked file from the File Attachments field:

You could open the reference and click on the file icon found in
the File Attachments field. Or,

1. Select or open a reference in the Library window.

2. From the References menu, choose File Attachments>Open File.
The Open File command opens the first linked file with the
appropriate program.

If the file was linked with a relative path, Reference Manager
looks in the designated attachments folder to find the file. If the
file was linked with an absolute path, Reference Manager looks
for the file in the original folder from which it was inserted.

NOTE: Please see “Selecting a Relative Path or an Absolute Path for
File Attachments” on page 132 for information about the difference
between a file linked with a relative path and a file linked with an
absolute path.

Additional Linkable Fields

Reference Manager provides several fields other than File
Attachments to link to URLs, PDF files, full text documents,
other related files, and image files:

4 Web/URL

¢ Link to Full-text
¢ Related Links

¢ Image(s)

These fields are indicated in a reference by a Link icon:
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Linking to a
URL

Linking to a
File

Opening a
URL or File

To link to a URL:

When the destination is a Web address, type or paste the URL
into the field. To enter multiple URLs, separate them with a
semicolon. You can actually enter a URL into any field, but
entering it into the Web/URL field standardizes display and
printing.

The URL (Uniform Resource Locator) is the term for the address
used to locate a specific piece of information using your Web
browser. The URL for the Reference Manager home page
provides a typical example of how a URL should be entered:

http://www.refman.com

The Web/URL field may also contain imported PubMed
reference links or ISI Web of Knowledge links.

To link to a file:

1. Click in the appropriate field.

2. From the References menu, select Link to.

3. Browse to the desired file and select it.

4. Click Open.

The link path to the file appears in the field. For example:
file://C:\Program Files\Reference Manager 12\ReferenceManager.PDF

You can link to multiple files from the same field. Each path is
separated by a semicolon. You can actually link to a file from any
field, but we recommend using only the linkable fields to
standardize display and printing.

Once a valid, hyperlinked URL or path and filename appear in a
reference, you can open the reference and click the hyperlinked
text to open the linked URL or file.

Valid URLs and linked files appear as clickable links in blue and
underlined text.

¢ Clicking on a URL opens your default Web browser and
directs it to the address given.

¢ Clicking on a linked path and filename opens the file in the
application your system determines appropriate for the file

type.

¢ You can click on the Link icon next to the field name to jump
to the first URL or path and filename in the field.
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Spell Checking

Spell
Checking an
Individual
Record

You can check spelling in an individual record or throughout an
entire database.

Reference Manager’s spell checker can check spelling accuracy in
all fields except the Author fields (Authors, Primary; Authors,
Secondary; and Authors, Series) and the Web/URL field.

You can initiate spell checking in an individual record or in the
reference list. If the reference list is displayed, the pane above it
must show the Standard Display and not the Output Style
Display.

You can check spelling in either the Standard Display pane
above the reference list or in an open record. If text is highlighted
in the active record, that selection is checked first, and then you
are prompted to check the rest of the record. When the entire
record is checked, you are prompted to continue spell checking
the rest of the database.

To spell check an individual record:

1. Open the reference you wish to spell check, or click in the
Standard Display of the reference above the reference list.

2. (Optional) If you want to check only a portion of the text,
highlight only that text. Otherwise, spell checking will start
at the cursor location.

3. From the Tools menu (or from the context-sensitive right
click menu), select Spell Check.

4. If Reference Manager finds a word that is not found in the
selected dictionaries, it displays a Check Spelling dialog.

r al
Check Spelling
Mot in Dictionary: Ignare
loccassional Ignore Al
Suggestions: Add
W_ A~
accessional Change
occasionally b Q
Change All
Add wards o —
|userdic.tlx j Suggest
| Options... | Dictionaries...| Help... | Cancel |

The Check Spelling dialog works just like a spell checker in
a word processor. For a complete description of each button
on the Check Spelling dialog, click the Help button.

5. Once selected text is checked, you are asked whether to
continue and check the rest of the reference.
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Spell
Checking a
Database

6. Once the entire reference is checked, you are asked whether

to continue spell checking the rest of the database.

You can stop spell checking at any time by clicking Cancel on the
Check Spelling dialog.

One way to spell check a database is to start by spell checking an
individual reference as described above. When the spell checker
is done checking the reference, you are prompted to continue
checking the rest of the database.

NOTE: The spell check is performed only on the currently active
database, which includes temporary databases such as an Import tab
or Retrieved tab.

To spell check a database:

1.

Make sure the pane above the reference list shows the
Standard Display and not an Output Style Display. You can
change the display from the View menu.

Click on a reference in the reference list, so that the reference
list is active.

From the Tools menu (or from the context-sensitive right
click menu), select Spell Check. Reference Manager begins
spell checking the first reference in the list.

If Reference Manager finds a word that is not found in the
selected dictionaries, it displays a Check Spelling dialog.

r al
Check Spelling
Mot in Dictionary: Ignare
loccassional Ignore Al
Suggestions: Add
w— A~
accessional Change
occasionally b Q
Change All
Add wards o —
|userdic.tlx j Suggest
| Options... | Dictionaries...| Help... | Cancel |

The Check Spelling dialog works just like a spell checker in
a word processor. For a complete description of each button
on the Check Spelling dialog, click the Help button.

NOTE: The Ignore All and Change All buttons on the Check Spelling
dialog apply only to the current record.
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Spell Check
Options

When Reference Manager finishes checking the spelling in a
reference, it automatically goes to the next reference in the list (in
the current sort order) to continue. You can stop spell checking
at any time by clicking Cancel on the Check Spelling dialog.

To access Spell Check Options, start Spell Check. When
Reference Manager detects a misspelled word, the Spell Check
dialog appears. Click the Options button to display the Spell
Check Options dialog.

r =
Options g|

I lgnore capitalized words [e.q., Canada)
™ lgnore all-caps words [e.g., ASAP)

I Ignore wards with numbers [e.q., Wings)
[ lgnore wards with mized case [e.g., SupeBaze)
I lgnore domain names [e.q., wpz.com)

™ Report doubled words [e.q.. the the]

¥ Case sensitive

™ Phonetic suggestions

v Typographical suggestions

™ Suggest split words

W Auto corect

Suggestions

™ Fast but less accurate

+ Moderately fast and accurate
" Slaw but accurate

QK | Help | Eancel|

To modify spelling options:

1. Select the check box next to each item you want to apply
during spell checking.

2. Select a Main Dictionary language from the list of available
dictionaries.

For each language, Reference Manager uses a combination of
dictionary files located in Reference Manager’s Spell folder.
Select your primary language. If you want to apply
additional language dictionaries, see the next section, “Spell
Check Dictionaries”.

3. Decide how fast and accurate you want spell checking to
work.

4. Click OK to save the changes.

NOTE: For a complete description of each item on the Options dialog,
click the Help button on the dialog.
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Spell Check
Dictionaries

To access Dictionaries, start Spell Check. When Reference
Manager detects a misspelled word, the Spell Check dialog
appears. Click the Dictionaries button to display the Dictionaries
dialog.

L A
Dictionaries
Other word:
A~

MNepean Add Word | Impat... |

SSCE

wintertree v Delete Word | Export... |
Action:

|Ign0re [zkip] j

Files: Aeld File
|userdic.tlx j
Mew File...
Remove File

Language: American English

Help | Cloze |

Use this dialog to view or edit the content of existing
dictionaries, to add existing dictionaries for use, to create new
dictionaries, and to remove dictionaries. The dictionaries listed
under Files are currently in use (in addition to the Main
Dictionary selected under Options).

NOTE: For a complete description of each option on the Dictionaries
dialog, click the Help button on the dialog.

To modify dictionaries:

1. Under Files, select the dictionary file you want to view or
modify.
¢ Ifitis already in the list, simply select it.
¢ If you need to locate an existing file to use, use the Add
File button to locate the file on your computer and add it

to the list. By default, dictionaries are kept in Reference
Manager’s Spell folder.

¢ To create a new dictionary, click New File.

¢ To remove a dictionary, display the file name in the list
and click Remove File. This removes a dictionary from
use, but doesn’t delete the actual disk file.

2. The words in the selected dictionary appear in the top list.

¢ To add a word to the selected dictionary, type it under
Words and click Add Word.
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¢ To delete a word from the selected dictionary, select the
word and click Delete Word.

¢ To change the Action applied to a word, select the word
and then pick the new Action from the list.

Adding an Existing Dictionary

You may have selected English (or a different language) as your
Main Dictionary Language, but want to apply an additional
language during spell checking.

1. On the Dictionaries dialog, click the Add File button.

2. InReference Manager’s Spell folder, locate the dictionary file
you want to use and Open it. The dictionary is added to the
list under Files.

NOTE: For a list of supplied dictionaries with corresponding file names,
see “Dictionaries Supplied with Reference Manager” on page 141.

Importing/Exporting a Dictionary
The Dictionaries dialog includes Import and Export buttons.

Use Import to locate and import a plain text file of terms into the
current dictionary. The text file should contain a list of terms,
with each term on its own line.

Use Export to save all terms from a dictionary to a plain text file,
where each term starts on a new line.

Dictionaries Supplied with Reference Manager

These dictionaries are supplied with Reference Manager. When
you select the main dictionary language, a combination of files is
loaded, including files not listed here.

When you want to add additional languages, find the Dictionary
you want to use from the left column, then look for the

corresponding File Name. When you Add a dictionary, look for
the appropriate File Name in Reference Manager’s Spell folder.
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Dictionary File Name
User Dictionary: Contains English words that accent.tlx
include non-ASCII characters

User Dictionary: Contains common English correct.tlx
misspellings and their correct replacements for

auto correction

User Dictionary: Sample user dictionary userdic.tlx
American English ssceam.tlx
American English Medical sscema.tlx
British English sscebr.tlx
British English Medical sscemb.tlx
Danish ssceda.tlx
Dutch sscedu.tlx
Finnish sscefi.tix
French (European and Canadian) sscefr.tix
German sscege.tlx
Italian ssceit.tix
Norwegian (Bokmal) sscenb.tlx
Portuguese (Brazilian) sscepb.tlx
Portuguese (Iberian) sscepo.tlx
Spanish sscesp.tlx
Swedish sscesw.tlx
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Introduction to Searching Online Databases

How Does It
Work?

Using Reference Manager’s Internet Search command, you can
search online bibliographic databases just as easily as you can
search a Reference Manager database on your own computer!
And to make it even easier, the results of your searches appear
as Reference Manager references—ready for you to copy to your
own Reference Manager database.

This chapter describes how to configure and search online
databases. For information about searching Reference Manager
databases, see “Searching for References” on page 215.

To import references that have already been downloaded and
saved to a text file, see Chapter 7.

You can search online databases and libraries via the Internet
using one of three different search protocols: Z39.50, ISI Web of
Knowledge, or PubMed.

Reference Manager stores all the information necessary to
connect to, search, and import references from an online
database or online library catalog.

Searching is easy using Reference Manager’s standard Search
window. After retrieving references, you can close the Retrieved
tab to throw them away, or first save the list of references to a
Reference Manager database.

739.50

Reference Manager is able to provide access to many online
sources using an information retrieval protocol called Z39.50.
739.50 is widely supported by libraries and information
providers, or hosts, around the world as a convenient method to
access their library catalogs and reference databases.

Reference Manager stores the information necessary to connect
to and search these online databases. Preconfigured hosts and
databases are provided for hundreds of these sources. If
necessary, you can also customize or add your Z239.50-compliant
hosts and databases (see “Configuring Z39.50 Sites” on page
155).
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NOTE: If the online database that you access is not available on a
Z39.50 server, Reference Manager will not be able to connect directly
to it. We suggest that you submit a request for Z39.50 compatibility to
your librarian or the institution that provides access to the database.
You can still import references downloaded from non-Z39.50
databases. See Chapter 7, “Importing Reference Data into Reference
Manager” for instructions.

What
Reference
Manager’s
Searching
Offers

ISI Web of Knowledge

The ISI Web of Knowledge search option gives access to several
popular Web of Science databases: Arts and Humanities Citation
Index (A&HCI), Science Citation Index (SCI), and Social Sciences
Citation Index (SSCI). These databases cover over 8,500
international journals in the sciences, social sciences, and the arts
and humanities. Through ISI Links, the Web of Knowledge also
offers access to electronic full-text journal articles, genetic
information, and chemical and patent databases.

If you already have a paid subscription, searching the Web of
Science databases is the same as searching other remote
databases. If you do not currently have prepaid access, you can
go to http://scientific.thomsonreuters.com/products/wos/ to
learn more about it.

PubMed

The PubMed search option provides access to the PubMed
database of bibliographic information—the U.S. National
Library of Medicine’s public access catalog. PubMed includes all
articles from the MEDLINE and PREMEDLINE databases. It also
provides access to the molecular biology databases included in
the NCBI's Entrez retrieval system. PubMed contains
approximately nine million records dating back to 1966.

Reference Manager’s search interface provides a simple way to
do basic searches on Reference Manager databases and online
databases. The same Search window is used for both purposes.
This removes the need to learn a separate program to access
online databases, or go through the extra steps of saving the
references to a text file and importing them into Reference
Manager. See “Searching for References” on page 215 for basic
information about the Search window and the Search toolbar.

This search interface is not intended to replace the advanced
search options that may be available using the search interface
offered by your information provider. There may be times when
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How to Search

you want to use the information provider’s search interface (for
example, to take advantage of a thesaurus of search terms) and
then import those references into Reference Manager. This is still

an option using Reference Manager’s Import command (see

Chapter 7). But once you know the terms that you want to use in

your searches, being able to retrieve references directly from
Reference Manager is very fast and efficient.

The process of searching an online database is very similar to

an Online searching a Reference Manager database. Below are the })asic
Datab steps involved. For a walk-through demonstration of this
atabase feature, see “Searching an Online Database from Reference
Manager” on page 48 in the Guided Tour chapter.
To retrieve references from an online database:
1. From the Tools menu choose Internet Search to display the
Search window. The Internet search box is already selected.
Internet Search must be selected.
First, select
the type of B Search
host
PubMed + |V Internet search dh | Ha Iz
Use the HOStS —§ & Hosts: PubMed: MEDLINE The name
button to pick Connectar] Field | Parameter |~ of the
the databases online
to search database
being
| searched

Choose a search index for
the online database(s) from
the field list.

2. From the drop-down list at the top left corner, select one of

these:

¢ ISI Web of Knowledge: This searches a selection of Web
of Science databases.

¢ PubMed: This searches PubMed, the National Library of
Medicine’s public access database.

¢ 739.50 sites: This searches a selection of Z39.50
databases.

Click the Hosts button under the drop-down list to select the
database(s) to search. Select the check box next to each
database you want to search, and click OK.

Hosts that offer more than one database are indicated by a
plus (+) sign. Select the box next to the host name to select all
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of that host’s databases, or, click the plus sign to display and
select individual databases.

In the case of PubMed, it is a single database so it is already
selected.

4. In the Search window, use the Field column to select a field
to search.

For Web of Knowledge searches, you are limited to the fields
displayed, although the field in the first row can change
between Title and Topic.

5. In the Parameter column, type the text you want to locate.

6. Combine multiple lines of search criteria with an AND, OR,
or NOT connector.

For Web of Knowledge searches, all fields are connected by
AND.

7. Click Start Search on the toolbar (the binoculars) or press F12.
Reference Manager searches the database and displays the
number of references that were found to match your search
criteria.

Depending on your connection speed, the complexity of the
search, the size of the database(s) you are searching, and the
speed of the online server, you may need to wait for some
time for the search results.

Reference Manager displays a status window to keep you
informed, indicating the Communication status and the
Transfer status, and you can Cancel the search at any time.

8. If an Internet Search Result dialog appears, enter a range for
the number of references to retrieve. If there are many
matching references, you may want to download them in
batches. Or, you may want to Cancel and then refine your
search to target more specific search results.

NOTE: If an Internet Search Result dialog does not appear, and
references are immediately downloaded and displayed, you likely have
set a specific limit for the number of references to retrieve. See “Internet
Search Options” on page 496.

9. The retrieved references appear in a Reference List window
on a Search 1 tab. A second search would display a Search 2
tab, etc.

Save or discard the references:

¢ Use the References>Copy Between Databases command to
copy references to a new or existing Reference Manager
database.
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¢ Drag and drop references onto the tab of another open
Reference Manager database.

¢ Right-click and select Close Search 1 Database to close the
tab, and when prompted Save the references to a new
database.

¢ Right-click and select Close Search 1 Database to close the
tab, and when prompted choose Close to discard the list.

Notes About Searching Online Databases

Establishing
the Connection

Boolean
Searches

When you click the Start Search button to begin searching an
online database, Reference Manager attempts to connect to the
Internet host. When a successful connection has been made, the
Search tab appears, and Reference Manager begins adding the
search results to the reference list.

The connection to the online database is maintained until you
close the Search window or, after a period of inactivity, the
connection automatically times out.

If you are using a dial-up Internet connection (with a modem),
Reference Manager does not disconnect you after it closes a
connection to an online database.

NOTE: If you have any difficulty establishing a connection, see
“Connecting to Online Servers” on page 169. For additional help, see
“Troubleshooting Internet Searches” on page 562.

Multiple search terms can be combined using the Boolean
operators And, Or, and Not. Reference Manager constructs a
search from the top to the bottom of the search window, finding
the search results of the first two items, then combining that
result set with the third search item, and so on.

&% Search

PubMed - |V Internet search @4 | Cja IE7 0@

&' Hosts: PubMed: MEDLINE

Connector| Field | Parameter e
All fields lasik

AND All fields cornea

NOT Author Machat. J

For example, the search shown above could be written as:
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Saving Search
Strategies

Searching
Online
Database
Indexes

((lasi k AND cornea) NOT Machat, J)

First Reference Manager looks for references containing “lasik”
and “cornea” in any field, then any references by the author “J.
Machat” would be omitted.

Keep in mind that “OR” broadens your search by adding
together two result sets; “AND” narrows the focus of the search
by looking for the intersection of references found; “NOT” also
narrows the search by omitting the results for one term from the
current result set. See Chapter 8 for more general information
about the Search command.

You can save search strategies and then load them again later
just like you can save and load search strategies when searching
a Reference Manager database. See “Managing Search
Strategies” on page 226.

When searching an online database, you are not searching the
specific fields in each record, but rather the available search
indexes for that database. The field lists in Reference Manager’s
Search window list only available indexes for the online
database, so you won’t see all of the Reference Manager field
names listed as you do when searching a Reference Manager
database.

Understanding Search Results

When searching an online database, the field lists on the Search
window display a list of available search indexes supported at the
online site. These are not fields in the online database, but rather
sets of search terms and synonyms designed to facilitate your
searches.

It is not uncommon to search for a term in an index and notice
that the exact term appears nowhere in the retrieved reference(s).
For example, you might search for “heart attack” in the Title
index of a medical database and find references that do not
include “heart attack” in the Title field but, instead, they use the
term “myocardial infarction.” This apparent discrepancy can be
attributed to the search index of the online database, which has
mapped the common term “heart attack” to its equivalent
“myocardial infarction.”

It is also not uncommon for some of these databases to index
personal names that appear in the titles or keywords along with
the author names. For example, a search of the Library of
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Tab

Congress for “Charles Dickens” in the Author index displays
books about Dickens as well as those written by him. This form of
indexing is most commonly seen with library book catalogs and
not with the scientific reference databases. Sometimes you can
restrict the searches to books by that particular author by setting
up a search to find (for example) “Charles Dickens” in Author,
NOT “Charles Dickens” in Keywords.

These search indexes are maintained by the providers of the
databases and are not controlled by Reference Manager.

Online Database Search Limitations

Some of the search options have additional limitations that you
wouldn’t encounter when searching a Reference Manager
database. For example, some databases prohibit searching for a
year alone. The year can be specified only to limit a search (these
are called “limit fields”). In such a case, a search for 1997 as the
year would be denied, but searching for Smith as an author AND
1997 as the year (thereby limiting the results of the author
search), would be allowed.

If you have set up a search that is not accepted by the online
database, an error message will describe the source of the
problem as specifically as possible. Keep in mind that these
restrictions are set by the host (information provider), not
Reference Manager.

Documentation from the host may help to clarify what search
options are available.

Notes about the Search tab:

¢ References downloaded from an online database are
displayed in a temporary database on a Search tab.

¢ The Search tab is temporary, so retrieved references that you
want to keep must be transferred to a new or existing
database as described on page 151.

¢ When you connect to multiple online databases during the
same search, all references are downloaded to the same
Search tab.

¢ Each time you click Start Search to retrieve references,
another Search tab appears, numbered in order, such as
Search 1, Search 2, Search 3, etc.

¢ References appear on the Search tab in the order received by
the host, and are likely not in any particular order. You can
sort the references by clicking on the column headers.
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¢

¢

¢

Use the Reference List on the Search tab to browse through
the references you have found. You can open and view the
references to review their contents just as you would for a
reference in any Reference Manager database.

You can use the Copy Field command to add a comment or
keyword to each of the retrieved references. (See “Copy
Fields” on page 241 for information about the Copy Field
command.)

If you want to delete a Search tab and all of the references on
it, click the tab to activate it, right click for a Shortcut menu,
and select Close Search Database.

When you exit Reference Manager, all Search tabs are
emptied and closed.

The Search tab displays a temporary database for the results of
an online search. References that you want to keep need to be
copied or moved to the database of your choice using any one of
the following methods:

¢

On the Search tab, select the references that you want to save.
either by highlighting or marking. From the References menu,
select Copy Between Databases to copy the references to a new
or existing database.

If the destination database is open, you can drag-and-drop
selected references from the Search tab to the destination
database tab. Highlight the desired references on the Search
tab, click on any part of the selection, and while keeping the
mouse button pressed, drag the selection to another database
tab. You may need to wait a moment for the destination tab
to become active before you release the mouse button. The
selected references are moved to that database.

You can right-click to display a Shortcut menu and choose
Close Search Database to close the current Search tab.
Reference Manager will ask whether you want to save the
references. Click Save as to display a file dialog and save to a
new database.

Retrieved references are numbered sequentially as they are
downloaded. When you copy or move them into an existing
Reference Manager database, you may get a dialog noting that
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the references must be assigned new reference IDs to avoid
duplicate reference IDs in the database.

=

Confirm Move Reference

The Ref ID' 4 iz already in use in the database Sample. [f you move thiz reference, the
zyztem will automatically azzign a new 10,

Move reference? Field to copy old Ref ID: | <Mone> -

es | | | Cancel |

Next to “Field to copy old Ref ID,” use the drop-down list to
select “None,” then click Yes to All.

NOTE: Duplicate detection is not available when copying between
databases. You may want to run a Batch Duplicate Search later. See
“Finding All Possible Duplicates” on page 235.

Searching 7Z39.50 Sites

Which
Databases are
Free and
Which are
Restricted?

Reference Manager is configured to search many free reference
databases and library catalogs as well as databases that require
payment and/or a password for access.

Free Databases Include These

¢ PubMed references from the National Library of Medicine
(See “Searching PubMed” on page 166)

¢ Books at the Library of Congress

¢ Most university library catalogs

Access-Restricted Databases

Most of the databases offered by commercial information
providers (Ovid, OCLC, DIMD], SilverPlatter, etc.) require an
account for access.

NOTE: To gain access to a restricted database, you will need to contact
the information provider directly to set up an account. Thomson Reuters
does not control access to any of the sources.

When you attempt to connect to a restricted database, by default
Reference Manager prompts you to enter your user ID and/or
password. If you have a user ID and/or password supplied by
the data provider that hosts the restricted database, simply enter
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the necessary information and click OK to log on. (Depending on
the database you are accessing, the passwords and IDs may be
case-sensitive.)

If you have access to a restricted database by IP address
recognition, you may need to edit the host configuration so that
it does not prompt you for a user ID and/or password.

If you have access to a restricted database via a proxy server, you
must make sure that your Window’s network preferences are
properly configured, because Reference Manager uses these
settings. Enter the address and port number of your proxy server
for your Network Connection from the Control Panel. (See
“Troubleshooting Internet Searches” on page 562 for information
about proxy servers.)

The host and database selection tell Reference Manager which
online database you want to search, where to find it online, and
what search options are available for it.

Reference Manager provides hundreds of host and database
configurations for a variety of sources.

To select the Z39.50 sites you want to search:
1. From the Tools menu, choose Internet Search.

2. Make sure that the Internet Search box is selected, and select
739.50 files from the drop-down list in the upper left corner.
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3. Click the Hosts button.

-
Internet Hosts

All Hosts I Marked Hosts 1
A Hosts: 0 Hosts Marked

Click column ——ie [ Locston [Tpe [ ~
headlngs to Aalborg Uni & Denmark Academic
sort the ||St [1 Academy Sinica - Library Catalog Taiwan Academic

[] Acadia University - Library Catalogue Canada; Mova Scotia  Academic

[ Allertown College - Library Catalog LISA; Pennsylvania Academic

[[] Amherst College - Four College Library Catalog UUSA; Massachusetts  Academic

[[] Arizona State University - Library Catalog USA; Arizona Academic

[ Aubum University - Library Catalog USA; Alabama Academic

[ Australian National University - Library Catalogue Australia Academic

[[] Ball State University - Library Catalog USA; Indiana Academic

[ Biblicthéque Nationale du Québec - Catalogue IRIS Canada; Québec Govemmert

[1BIBSYS - Library Catalog MNorway Consortia

[[] Bishop's University - Library Catalogue Canada; Cuébec Academic

[ Boston University - Library Catalog USA Massachusetts  Academic

[[] Brandeis University - Library Catalog UUSA; Massachusetts  Academic

[[] Brigham Young University - Library Catalog LISA; Ltah Academic

] Brock University - Library Catalogue Canada; Ontario Academic

[ Brown University - Library Catalog USA; Bhode Island Academic

[ Brune! University - Library Catalogue United Kingdom Academic

[ Bryant College - Library Catalog USA; Rhode Island Academic s

Tl efe e leam o _Laln Aae I Moado o [N Tl A S T S P I,

Clear Marks Configure Hosts | http://www.aub auc.dk
QK | Cancel | Help |

The All Hosts tab lists all databases configured for searching.

4. Scroll through the list, and select the box next to each
database you want to search.

Some hosts offer a single database, while others list many
databases for searching. Click the plus sign (+) to list
multiple databases.

Click column headings to sort the list by Host, Location, or
Type.
5. Click the Marked Hosts tab to view a list of only the marked

databases. These are the databases Reference Manager
accesses when you start an Internet Search.

If you search various combinations of databases when you
retrieve references, display this tab before each search.

6. Click OK to save changes. The selected hosts are listed to the
right of the Hosts button on the Search window.

7. You are ready to enter a search strategy and then click the
Start Search button to retrieve references.

Remember that the Search tab that lists retrieved references is a
temporary database, and you must copy the references to a
Reference Manager database in order to save them.
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What if Your
Database Isn’t
Listed?

If a configuration has not been provided for the host or database
that you want to search, contact your librarian or information
provider to see if their database is available on a Z39.50 server. If
it is, you should request the information required to set up a
7.39.50 client for that database.

Configuring Z39.50 Sites

Adding or
Modifying a
Host

Many Z39.50 host servers and databases are already configured
for searching. These settings are saved in the Reference Manager
12\BkWrAPINBkWrAPIL.Z39 file. You can add new sites or make
changes to existing configurations.

Before you begin creating a new configuration, contact your
librarian or information provider to obtain Z39.50 configuration
instructions for the host and/or database.

Information about the host, or information provider, is required
in order to connect to the online databases the host provides.

To add or modify a Z39.50 Host configuration for searching:

1. From the Tools menu, select Internet Search to display the
Search Window.

2. Make sure that the Internet Search box is selected, and select
239.50 files from the drop-down list in the upper left corner.

Click Hosts to display the Internet Hosts window.

4. Click Configure Hosts to display the list of currently
configured Z39.50 hosts.

Click the plus sign (+) if you want to list the databases
available from a host.

5. Display a Host Properties dialog box:
¢ To set up a new Z39.50 host, click New Host.
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¢

To modify an existing host, highlight the host name (not
a database name) and click Properties.

r 5]

Host Properties §|

Server l

Host Name:

Library of Congre

Domain Mame or [P Address: Port Number:
[140.147245.38 7030 =
Library Type: Location {Country; State/Prov) :
|Govemment j |USA: District of Columbia j
URL:

|hﬂp:,-",-"lc:web.Ioc:.gow"z}ﬁSDﬁ'Icserver.l‘rtml

Description:

The Library of Congress "Voyager" database contains ~
approximately 12 million bibliographic records.

™ Requires Usemame: |

™ Requires Password: |

QK | Cancel | Help |

6. On the Server tab, enter or modify the following:

NOTE: Contact an administrator from the Internet host if you need
assistance with this information.

L4

Host Name: This descriptive host name is for display
purposes only; it is not used to establish a connection.

IP Address: Enter the server address for the Z39.50 host.
This can be either a numerical IP address or a domain
name. This information is mandatory.

Port Number: Enter the Internet port for the server. Most
7.39.50 connections use 210. If Internet access is restricted
by a firewall, your network administrator must allow
access to this port.

Library Type: Select or enter the host’s library type;
Academic, Consortia, Corporate, Government, Public, or
your own type. It appears in the host list, and you can
use it to sort the list by type.

Location: Select or enter the host’s location. The location
appears in the host list, and you can use it to sort the list.

URL: Enter the web address of this host (not required). It
is helpful as a reference in case you have questions later.
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¢ Description: Enter a description of the host. This
information is for display only, and is not used to
establish a connection.

¢ User Name and Password: Select the check boxes if a
user name and/or password are required. Even if you
enter a user name and password, they are used only
when the boxes are selected.

The User Name and Password are kept in a registry file,
so you can share host configurations without sharing
this personal information. However, if you prefer the
security of being prompted for a password before each
search, select these options but don’t enter the actual
user name or password.

7. Click OK to save changes to the Host Properties.

NOTE: If you added a new host, Reference Manager automatically
displays a Database Properties dialog box to add a database
configuration. Database configurations are described in the next
section.

8. Click OK until you return to the Search Window.

Information about the online database you plan to search is
required in order to connect to it. To add or modify a database
configuration, you must first have a host configuration set up as
described in the previous section.

To add or modify a Database configuration:

1. From the Tools menu, select Internet Search to display the
Search Window.

NOTE: If you have just set up a new Host, Reference Manager
automatically displays a Database Properties dialog to add a new
database configuration. Go directly to step 7.

2. Make sure that the Internet Search box is selected, and select
239.50 files from the drop-down list in the upper left corner.

Click Hosts to display the Internet Hosts window.

4. Click Configure Hosts to display the list of currently
configured Web of Science hosts.

5. Click the plus sign (+) to list the databases offered by a host.
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6. Display a Database Properties dialog box:

¢
¢

To set up a new Z39.50 database, click New Database.

To modify an existing database, highlight the database
name (not a host name) and click Properties.

r =
Database Properties PZ|
Database l
Database Name: |ehfTe1=E
Description: |LiblElI')’ Catalog
Record Type: |USmart: j Format: |USMart: j Text: |Latin-1 j
Search Attributes:
Field Name Field Type Use | Rel Pos Struct | Trunc | Comp | =
Any Field Generic 1016
Author Author (Last First M) 1003
Year Date 3
Title Generic 4
Keywords Generic 21
Series Title Generic 5
Place of Publicatior Generic 59
ISBN Generic 7
ISSN Generic 8
LCCN Generic 5 J
QK | Cancel | Help |

7. On the Database tab, enter or modify the following:

NOTE: Contact an administrator from the Internet host if you need
assistance with this information.

¢

¢

Database Name: Enter the command used to select the
database on the remote server.

Description: Enter a name for the remote database. This
name is displayed for your convenience, to help you
identify the database to which you are connected. It is
not used to establish the connection.

Record Type: Select the appropriate record type from the
supplied list of formats:

USmarc United States Machine Readable Cataloging
UNImarc Universal Machine Readable Cataloging
UKmarc United Kingdom Machine Readable Cataloging
CANmarc Canadian Machine Readable Cataloging
SUTRS Simple Unstructured Text Record Syntax
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The USmarc format is a standard format commonly used
by Z39.50 servers. This is the default setting when you
create a new database configuration.

¢ Format: Select an import filter, which contains the
information used to import each reference and get the
reference data into the correct Reference Manager fields.

Most Z39.50 databases will use the USMarc filter. For
more information about creating or editing a filter,
consult Chapter 16.

¢ Text: Specify how Reference Manager should interpret
the incoming text.

ANSEL: Choose this for MARC formats (USmarc,
UNImarc, UKmarc, CANmarc). It is uncommon, but
some servers do use Latin-1 text encoding in their MARC
format. If records retrieved using a MARC-based format
appear with asterisks in place of common western
diacritical characters, change the Text option to Latin-1.

Latin-1: Choose Latin-1 if the Record Syntax is set to
SUTRS.

¢ Search Attributes: The Search Attributes section
contains a table that defines the various search options
for a particular database. These are explained under
“The Search Attributes” on page 160.

Click OK to save changes to the Database Properties.

If you added a new database, Reference Manager asks
whether to add another database for the current host. Click
Yes to add another database or click No to leave Database
Properties.

10. Click OK until you return to the Search Window.

Changing How Fields Map into Reference Manager

Information is mapped from the online database to your
Reference Manager fields based on the Format chosen under the
database configuration. When you choose a Format, you are
actually choosing a filter file that specifies how each field of
information transfers from the online records to your Reference
Manager references.

Filter files used for searching online databases are stored in your
Reference Manager 12\BkWTrAPI folder, and include the file
extension .CAP.
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For information about creating or editing a filter, consult
Chapter 16. Be careful about editing the existing filters, as
changes will affect all databases which use the same import

filter.

The Search Attributes

When you define

a database configuration, the Search Attributes

section contains a table that defines the various search options
for a particular database.

Search Attributes:
Field Mame Field Type Usze | Rel Pos | Struct | Trunc | Comp | =
Any Field Generic 16 :1
Author Author [Last First M) 1004
ear Cate il
Title Generic 4
Series Title Generic 5
Kepwords Generic 21
Abstract Generic B2
First &uthor Affiliatic Generic 2ma
Age group Generic 2030
Accession Mumber Generic 12
=

4 Field Name:

This is the field name that appears in the field

list on the Search window. The preconfigured field names
often use parenthetical text after the search field name to

help describe

how to enter the parameter text.

¢ Attributes: The rest of the items in a particular row are the
various search attributes that control what index is being
used for the search, and how the search term is interpreted.

A 739.50search attribute is a value used to define the
characteristics of a search term. For example, if your search
term is “ebola virus,” the various attributes would be sent to
the server along with that term to tell the server where to
look for “ebola virus” and what qualifies as a matching

reference.

Available attributes, as defined by the Z39.50 standard, are:

1. Use
2. Relation

3. Position

4. Structure
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The index to be searched (such as Keywords)

The relation of the search term to the index
(such as equal, greater than, or less than)

The position of the search term in the MARC
record field (first, last, anywhere, etc.)

The structure of the term, such as a word or
phrase



5. Truncation Available truncation options used to interpret
the search term (for example: right truncation,
wildcards, no truncation)

6. Completeness Indicates whether or not the search term
should be the complete subfield in the MARC
record corresponding to the field searched

The “Use” attribute is mandatory for each field, indicating which
index will be searched to find the search term. The other
attributes will all have varying default values for each remote
database. These options are most often left blank to use the
server’s defaults, but the default attribute values can be
overridden by entering another value for the attribute.

Each database has its own supported subset of Use attributes and
associated combinations of the other attributes. Consult the
configuration information for the online database to determine
which values for these attributes are supported. Thomson
Reuters does not provide this information. You will need to
obtain it from the information provider that maintains the
server.

Searching the ISI Web of Knowledge

The ISI Web of Knowledge search feature in Reference Manager
puts an entire research library right at your fingertips. Whether
your field of study is in the sciences, social sciences, or
humanities, the ISI Web of Knowledge command opens the door
to access more than one million entries from over 8,500 scholarly
publications. Unique inter-linking of articles, bibliographies,
and authors, as well as online document ordering makes this
system an invaluable tool for the research process.

Search the ISI Web of Knowledge just as you would search
739.50 databases. Your search results are copied to a Reference
Manager Search tab. You can then copy the references to any
Reference Manager database.

Once the records are in Reference Manager, you can click on a
Reference Manager record’s URL to jump back to the original ISI
Web of Knowledge online record. Various options are available
to you online, such as viewing a list of related references.
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Selecting Web
of Science
Sites to Search

Web of Science Record Charges
You may have access to the Web of Science in one of two ways:

¢ Maintain an online subscription with username and
password

¢ Acquire access to a local Web of Science server
Locally Mounted Web of Science Servers

You must use Web of Science version 4.3.2 or later. To access your
local Web of Science server, first contact your network
administrator for the Server Address (URL) plus the Search path
to your institution’s copy of the ISI Gateway software.

To search a locally mounted Web of Science server, you must
modify the Web of Science configuration to update the Server
Address and Search path with your local server address and ISI
Gateway software path.

To link back to Web of Science records once they are in Reference
Manager, you must change the Link URL to your local server
address.

To enter these new settings, see “Configuring Web of Science
Search Sites” on page 163.

To select the Web of Science database you wish to search:

1. From the Tools menu, select Internet Search to display the
Search Window.

2. Make sure the Internet Search box is selected, and select ISI
Web of Knowledge from the drop-down list in the upper left
corner.

3. Click Hosts to display the Internet Hosts window.

You may need to click the plus sign (+) to list the databases
available.

4. Check the box next to each database you want to search.

Click OK to save changes. ISI Web of Knowledge and the
Web of Science databases you have selected are listed to the
right of the Hosts button on the Search window.

6. You are ready to enter a search strategy and then click the
Start Search button to retrieve references.

Remember that the Search tab that lists retrieved references is a
temporary database, and you must copy the references to a
Reference Manager database in order to save them.
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Configuring
Web of Science
Search Sites

The online Web of Science host servers and databases are already
configured for searching. Before you begin creating a new
configuration for a local installation, contact your librarian or
information provider to obtain Web of Science configuration
instructions for the host and/or database you plan to search.

To add or modify a Web of Science host configuration:

1.

From the Tools menu, select Internet Search to display the
Search Window.

Make sure the Internet Search box is selected, and select ISI
Web of Knowledge from the drop-down list in the upper left
corner.

Click Hosts to display the Internet Hosts window.

Click Configure Hosts to display the list of currently
configured Web of Science databases.

You may need to click the plus sign (+) to list the databases
available.

Display a Host Properties dialog box:
¢ To set up a new Web of Science host, click New Host.

¢ To modify the existing host, highlight ISI Web of Science
and click Properties.
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6. On the Server tab, enter or modify the following:

=

Host Properties g|

Server l

Display

Connection

Host Name:

Server Address:
||'rl'tp:,-",-’Iinks.isiglobalnetZ.com

Search:
|gatewaw"Gateway.cgi MEWWersion=2&5rcAuth=|5IResearch Sc

Link URL:
|hﬂp -/ inks isiglobalnet 2 com/gateway/ Gateway .cgi ?GWersic

Authentication

™ Requires Usemame: |

™ Requires Password: |

Restore Defaults

QK | Cancel | Help |

NOTE:

Contact a Web of Science administrator if you need assistance

with this information.

¢

Promotional Code: This code takes you to a Web of
Science promotional service.

Host Name: This descriptive host name is for display
purposes only; it is not used to establish a connection.

Server Address: Enter the Internet address for the Web
of Science server. This information is Mandatory.

Search: Enter the ISI Gateway software path for
searching the Web of Science site.

Link URL: This address allows you to link back to Web
of Science records once they are in Reference Manager.
You may need to change this URL to your local server
address.

User Name and Password: Select the check boxes if a
user name and/or password are required. Even if you
enter a user name and password, they are used only
when the boxes are selected.

The User Name and Password are kept in a registry file,
so you can share host configurations without sharing
this personal information. However, if you prefer the
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security of being prompted for a password before each
search, select these options but don’t enter the actual
user name or password.

NOTE: You can click Restore Defaults at any time to reset the Server
tab back to its default Web of Science settings.

7. Click OK to save changes to the Host Properties.

NOTE: If you added a new host, Reference Manager automatically
displays a Database Properties dialog box to add a database
configuration. Database configurations are described in the next
section.

8. Click OK until you return to the Search window.
To add or modify a Web of Science database configuration:

1. From the Tools menu, select Internet Search to display the
Search Window.

NOTE: If you have just set up a new Host, Reference Manager
automatically displays a Database Properties dialog to add a new
database configuration. Go directly to step 6.

2. Make sure the Internet Search box is selected, and select ISI
Web of Science from the drop-down list in the upper left
corner.

Click Hosts to display the Internet Hosts window.

4. Click Configure Hosts to display the list of currently
configured Web of Science hosts.

5. Click the plus sign (+) to list the databases available from a
host.

6. Display a Database Properties dialog box:

¢ To set up a new Web of Science database, click New
Database.

¢ To modify an existing database, highlight the database
name (not a host name) and click Properties.

7. On the Database Properties dialog, enter the database name
used to connect and a description of the database.

8. Click OK until you return to the Search window.
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PubMed for
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Changing
PubMed
Settings

Searching PubMed

The U.S. National Library of Medicine provides PubMed
references (MEDLINE and pre-MEDLINE) free to the public.
You have unrestricted access to all records.

To search PubMed:

1. From the Tools menu, select Internet Search to display the
Search Window.

2. Make sure the Internet Search box is selected, and select
PubMed from the drop-down list in the upper left corner.

3. You are ready to enter a search strategy and then click the
Start Search button to retrieve references.

Remember that the Search tab that lists retrieved references is a
temporary database, and you must copy the references to a
Reference Manager database in order to save them.

You will typically modify PubMed settings only to change
Display options.

Because the National Library of Medicine (NLM) maintains a
single PubMed MEDLINE database, you cannot add hosts or

databases. Most of the PubMed settings need modification only
if the NLM makes changes to its site.

Contact technical support if your PubMed connection is not
functioning properly. A customer service representative can
provide the correct addresses or troubleshoot issues if there is a
different problem.

To modify PubMed settings:

1. From the Tools menu, select Internet Search to display the
Search Window.

2. Make sure the Internet Search box is selected, and select
PubMed from the drop-down list in the upper left corner.

Click Hosts to display the Internet Hosts window.
4. Click Configure Hosts.

166  Chapter 6: Searching Online Databases



5. With PubMed highlighted, click Properties.

=

Host Properties

Server l
Display
[T Automatically display the intemet search results
Mumber of documents to display:

Connection

Server Address:

|hﬂp:,-",-"eutils.ncbi.nlm.nih.gov

Search:

|entrez,-"3LrtiIs,-"eseart:h fegi?db=pubmed
Retrieve:
|entrez,-"emils,-"efetch fegi?db=pubmedéid="séretmode =text drett

Link URL:
|hﬂp </ Awwew nebi nlm nih gov/entrez//query fogiZemd=Retrieved

Authentication

I~ Requires Usemame: |

™ Requires Password: |

Restore Defaults

QK | Cancel | Help |

6. On the Server tab, view or modify the following:

¢

Display: To display search results upon retrieval, select
“Automatically display the Internet search results.” If
you clear this option, you are asked after each search
whether you want to download the results.

In the “Number of documents to display” box, type the
number of references you want to see to limit the search.

NOTE: Even if you do not set a display limit here, another limit may be
imposed. See “Internet Search Options” on page 496.

¢

Server Address: Enter the Internet address for the
PubMed server. This information is Mandatory.

Search: Enter the software path for searching PubMed.

Retrieve: This is the retrieval string that maps the data
that is coming back from PubMed.

Link URL: This address allows you to link back to
PubMed records once they are in Reference Manager.

User Name and Password: Select the check boxes if a
user name and/or password are required. Even if you
enter a user name and password, they are used only
when the boxes are selected.
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The User Name and Password are kept in a registry file,
so you can share host configurations without sharing
this personal information. However, if you prefer the
security of being prompted for a password before each
search, select these options but don’t enter the actual
user name or password.

NOTE: You can click Restore Defaults at any time to reset the Server
tab back to its default PubMed settings.

PubMed
Search Fields

7. Click OK to save changes to the Host Properties.

8. Click the plus sign next to PubMed to display the MEDLINE
database name.

9. Highlight MEDLINE and click Properties.
The Database Properties dialog gives the database name
used to connect to PubMed and a description of the database.

You should not need to change these items unless the NLM
makes a change to PubMed settings.

10. Click OK until you return to the Search window.

Below are the PubMed search fields available from the Reference
Manager Search window.

PubMed Search Fields
in Reference Manager

All Fields
Affiliation
Author

EC/RN Number
Entrez Date
Filter

Issue

Journal

Language

MeSH Date

MeSH Major Topic
MeSH Subheading
MeSH Terms

Pagination
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Testing the
Servers

PubMed Search Fields
in Reference Manager

Publication Date

Publication Type

Secondary Source ID

Substance Name
Text Word

Title
Title/Abstract
uID

Volume

Connecting to Online Servers

When connecting to an online server, there are at least two
computers involved: yours and the database server. Often, there
are intermediary computers as well, such as Domain Name
Servers, proxy servers, and firewalls.

In general, if you are able to use a Web browser or other Internet
software, you should also be able to connect with Reference
Manager. Try using your Web browser to make sure your
Internet connection is working.

This section explains how to test online servers, how to access a
server through a firewall, and how to configure a proxy server.
For additional help, see “Troubleshooting Internet Searches” on
page 562.

You can test the connection to any Z239.50 or Web of Science host.

To test a server connection:

1. From the Tools menu, select Internet Search to display the
Search Window.

2. Select Z39.50 sites or ISI Web of Knowledge in the drop-
down box found in the upper left corner.

Click Hosts to display the list of servers currently configured.
4. Click Configure Hosts.

For a Z39.50 host, highlight the server you want to test, and
click Test Host.
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Allowing
Access
Through
Firewalls and
Proxy Servers

170

For Web of Science, cl

=

Boston University
Z39.50 Server Information l

Supported Options
Search

Present

[ Delete

[0 Resource Report
Scan

O sort
[0 Extended Services

Z39.50 Version: V2
Implementation
ID: Z39.50-11
Mame: z3%innopac

Ver: 1

User Info:

*SUCC ESS: Server responding property.

ick Test All.

[0 Trigger Resource Control
O Level 1 Segmentation
O Level 2 Segmentation
O Concument Operations
[0 Named Resutt Sets

[0 Resource Control

O Access Control

B

o]

Cancel |

Help

Firewalls are used for security barriers, restricting access
between computers and the Internet. Some firewalls simply need
you to enable ports used by the service you plan to access. Other
firewalls, called proxy servers, require more information.

Enabling Port Numbers

If a firewall is blocking a port to which you need access, you will
get a message that begins with “Failed to connect....”

Check the port number for the server and consult your Network
Administrator. Your Network Administrator must allow access
to each port you intend to use.

NOTE: Many servers use port 210. The Library of Congress uses port
7090.

To list all port numbers:

1.
2.

From the Tools menu, select Internet Search.

Select Z39.50 sites or ISI Web of Science in the drop-down
box found in the upper left corner.

Click Hosts.
Click Configure Hosts.
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5. Click Port Numbers.

To allow searching of all currently configured hosts, your
Network Administrator must give access to each of these ports.

To find the port number for a specific host:
1. On the Search Window, click Hosts.
2. Click Configure Hosts.

3. Highlight the name of the server in the list and click
Properties.

4. Write down the Port Number. This is the number that must
be enabled on the firewall machine.

If you are setting up a new server, get the port number from that
host’s network administrator.

Configuring Proxy Servers

Reference Manager does basic proxy authentication. Reference
Manager supports the SOCKS proxy server protocol, versions 4
and 5.

If your firewall is a proxy server:

1. Contact your Network Administrator to determine:

¢ Does the proxy server use SOCKS version 4 or 5?
¢ What is the proxy server address?

¢ What is the port number?

¢ Will the proxy server perform DNS?

What Username and Password should I enter?

From the Tools menu, select Internet Search.

@

Select Z39.50 sites in the drop-down box found in the upper
left corner.

Click Hosts.
Click Configure Hosts.
Click Proxy Server.

N 9o

Enter settings as instructed by your Network Administrator.

NOTE: The proxy server settings will be used to allow access to every
one of the configured Z39.50 hosts.

8. Click OK until you return to the Search window.
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Incompatibilities:

WinGate 3.0: Using SOCKS version 4, the proxy server does not
perform DNS lookup. Using SOCKS version 5, the username and
password authentication is not supported.

NetProxy 3.0.2: The username and password authentication is
not supported.
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Importing Reference Data into Reference
Manager

Retrieving References Directly from Online Databases

Many library catalogs and bibliographic databases support the Z39.50
protocol, so you can use Reference Manager as a tool to search and
retrieve references directly from that database into Reference Manager.
You do not need to use Reference Manager's Import command at all;
use the Internet Search command instead. This is by far the easiest
way to get data into Reference Manager because it involves no
intermediate steps. The direct retrieval of references is not covered in
this chapter. See Chapter 6 for information.

There are many sources of bibliographic data that can be used to
help you create your Reference Manager database. This chapter
describes:

¢ How to import references that have been saved or
downloaded from CD-ROMs or online data services (for
example, Ovid, SilverPlatter, or ISI) to a text file.

Once you have a file in the proper format and you know
which import option or filter to use, the import instructions
are basically the same for all of these types of data. This
chapter covers the basic import instructions first, describes
various importing options. and then goes into detail about
how to get your data files in the right format and choose the
correct import filter.

¢ How to import references saved in an XML file.

¢ How to import references that have been saved from other
software applications to a text file.

NOTE: Although we try to provide many flexible ways to get data from
other sources into Reference Manager, we do not claim that Reference
Manager can import data from all sources. In some cases, you may

have to write your own import filter (see Chapter 16), or you may need
to manipulate the data in a word processor before it can be imported. If
none of these tools helps you to import your data, tips on how to copy
and paste data into Reference Manager are described on page 192.
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General Importing Instructions

Import files are set up to read records from numerous databases,
such as Cancer Lit, Chemical Abstracts, MEDLINE, and
PsycInfo. These databases are supplied by various different
online or CD-ROM vendors such as ISI, NLM, and SilverPlatter.
You need to know which service and which database the records
were retrieved from before you can begin importing into
Reference Manager.

Be sure to have the source file available, then follow the
procedure below.

To import a text file of references into Reference Manager:

1. Open the Reference Manager database into which you want
to import the references.

2. From the File menu, choose Import Text File.

r B

M Import Text File g|

D atabase: |Test j

Filter: |E:\Documents and Settingshall Users\ch D Edit Filter....
Text file: |E:\Documents and Settingshall Users\ch J “Wiew Text File...

Fieference range Additional keywords
e Al |
" Fram: |

[ e[ |
Drefault reprint status |
Status:  |Mot in File - |

d B B =

Import | Cloze | Options... | Help |

3. In the Database drop-down list, select the database into
which you want to import references. Read-only databases
are not included in the list.

4. In the Filter drop-down list, select the file that matches the
definition you used when you downloaded the references.
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You can use the browse button to display a Select filter
dialog box.

-
Select Filter

Look in: | I Import j |‘j( v
- %AEI-Dialog at Site.cap %Cochrane.cap
L\ﬁ R BACS-MEDLINE. cap R Comp. Library-AIDS {Aidsline).cap
My Recent  Re2eiblioMed CD-ROM.cap R Comp.Library-AIDS (Medine).cap
Documents %BIDS (Tagged).cap %CSA-Aerospace DB.cap
® R BIDS-EMBASE. cap R csa-ageline.cap
%BIDS-ISTP (Tagged).cap %ﬁgCSA—Agricola.G:p
Desktop %Bioeiﬁics Line.cap %CSA-AIDS Cancer.cap
. R BI0SIS-BITS.cap R csa-asFA.cap
_,.7 R BIREME-LILAC CD.cap R csa-ATLA.cap
%Bkwr.cap %CSA-Biological Sciences,cap
My Documents (@ coe cr ARCHMATE. cap R csa-Biotech and Bioeng.cap
- %BSL-Cardbox.cap %CSA-CDmp Abs Intl.cap
3)1_5 %CABI-Direct.cap %CSA-CDmp Info Science Abs.cap
My Computer %CAN -5DI-Biosis Previews.cap %CSA -EconLit.cap
%CAUL -Current Contents.cap %CSA -GeoRef.cap
""] < >
2
My Network File name: |CSA—Agric:oIa.c:ap j Open |
Places
Files of type: |Imp0rt Fitters {*.cap) j Cancel

Locate the filter file and click Open.

The import filter tells Reference Manager how to format and
organize the text as it is imported. Filenames include some
form of the provider name and database name.

In the Text file box, select the source text file name. Select a
file from the drop-down list, or click browse to locate the text
file.

If you would like to view the text file, click View Text File.

In the Reference range section, select whether you want to
import all references in the text file, or a range of references.

If the text file contains many references, you might want to
select a small range to test first.

7. To add additional keywords to the Keywords field of every
reference imported from the text file, type them in the
Additional keywords text boxes.

If you want to change the appearance of Keyword text,
highlight the text and click the Font, Greek, or Symbol button
as needed.

In the Status box, use the drop-down list to select the Reprint
Status to assign to each of the imported references.

If the Default Reprint Status selected is On Request, the
current date appears by default. Use the drop-down to select
the appropriate date.
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9. You can use the Options button to set general Importing
Options as described under “General Import Options” on
page 178.

10. Click Import to begin importing references.

You can see the text file scrolling in the background as
Reference Manager reads it and imports the references.

11. At the confirmation dialog box, click OK.

12. If you would like to save the Import log file to a text file, click
Save Log. This is useful if you have errors and you want to
save the file to print and review at a later time.

The Save Log As dialog box appears allowing you to specify
the name and location of the Import log file.

Your references are imported into the database selected, and also
appear on an Imported tab. You can scroll through the imported
references on the Imported tab and edit them or delete them as
you wish. Any changes are reflected in the Reference Manager
database where they now reside.

If your references did not import as you expected, refer to the
sections below.

Importing Options

General You can access general Import options in one of two ways:
Import ¢ From the Tools menu, select Options and then click on the
Options Import tab.

¢ On the Import Text File dialog, after you have already
initiated an Import operation, click on the Options button.

The Import tab allows you to:
¢ Confirm each reference before importing.

¢ Determine what to do with references on an existing
Imported tab.

¢ Determine what to do if the Import operation detects
duplicate references.

178  Chapter 7: Importing Reference Data into Reference Manager



To change the Import settings:
1. From the Tools menu, choose Options.

2. Click the Import tab.

r =
Options g|
Duplicate Search ] Attachments ] Intemet Search ]
General ] Retrieval Impart l Reference Edit ]

™ Confimm import of each reference
Previous session
+ Prompt if Imported tab exists
" Clear existing Imported tab
" Append to existing Imported tab

Duplicate references

+ Import

" Do not import

" Putin duplicates database:

QK | Cancel | Help

Confirm Import of Each Reference

Check the “Confirm import of each reference” box if you want to
manually verify each reference before importing it. Otherwise,
Reference Manager will import all references into an Imported
tab, where you can verify the references before saving them to a
Reference Manager database.

Previous Session

In the “Previous session” section, select what to do when you
begin to Import references and an Imported tab already existed
from a previous Import operation.

Prompt if Imported tab exists: This option is selected by default.
When you start an Import operation, and an Import tab already
exists, Reference Manager will ask you what to do with the
current tab of Imported references.

Clear existing Imported tab: This option replaces the current
Imported tab. If you have not yet saved the references on the
Imported tab to a database, they will be lost.
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Append to existing Imported tab: This option combines the
references already on the Imported tab with the new references
you are importing. If you are importing similar references from
various sources, you may want to first combine all of the
references on the Imported tab to review them for editing before
moving them into a database.

Duplicate References

In the “Duplicate References” section, select what to do with
references identified as possible duplicates during importing.
(To determine which references are possible duplicates,
Reference Manager uses settings on the Duplicate Search tab of
the Options dialog.)

Import: Import all references to the Imported tab. You will need
to manually review each reference and delete duplicates
manually, or run a batch duplicate check on the database later.

Do not import: References identified as possible duplicates are
not imported into the Imported tab. They are simply ignored.

Put in duplicates database: References identified as possible
duplicates are imported into a separate database that you select.
They do not appear on the Imported tab.

NOTE: If you want to change which fields are compared to determine
duplicate references, click on the Duplicate Search tab. This tab is
described under “Duplicate Search Options” on page 493.

Using and
Editing the
Periodical
Term
Dictionary

Many services do not distinguish between abbreviated parts of
periodical names (such as “Arch,” or “Proc.”) and parts that do
not need to be followed by periods. The Import module uses a
dictionary of non-abbreviated words found in abbreviated
periodical names to assist you.

Whenever you add a periodical name to a database by typing it
or importing it, words without periods are added to the
dictionary. No action is required on your part. Once a word is in
the dictionary, it is added to the periodical name of references
without a period.

For example: the abbreviated form of Acta Cardiologica
Supplementum, is Acta Cardiol.Suppl. In this case, the term Acta
is not an abbreviated term and is entered in the Periodical Term
Dictionary.

You can edit the Periodical Term dictionary at any time.
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Using and
Editing the
Casing Term
Dictionary

To edit the Periodical Term Dictionary:

1. From the Tools menu, select Import Dictionaries and then
Periodical Term Dictionary.

=

Periodical Term Dictionary

Periodical term:

[ Add

List of periodical terms:

14 Delete

Cloze

dd

Help

2. Make changes as needed:

To add a term: Type it in the Periodical term box and click
Add.

To delete a term: Highlight it and click Delete. At the
confirmation prompt, click Yes.

To edit a term: Highlight the term and Delete it, then type the
modified version into the Periodical term box and click Add.

3. Click Close to save your changes.

The Casing Term Dictionary contains terms whose case should
remain unchanged as they are imported into Reference Manager.
Mathematical formulas and other terms (such as DNA) are
examples of terms you can enter into the dictionary.

By default, there are no entries in the Casing Term Dictionary.
You must add them manually.
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To edit the Casing Term Dictionary:

1. From the Tools menu, select Import Dictionaries and then
Casing Term Dictionary.

r B

Casing Term Dictionary

X

Caging Term:

Add

Casing Term List:

RN

Delete
Cloze

Help

dd

2. Make changes as needed:
To add a term: Type it in the Casing Term box and click Add.

To delete a term: Highlight it and click Delete. At the
confirmation prompt, click Yes.

To edit a term: Highlight the term and Delete it, then type the
modified version into the Casing Term box and click Add.

3. Click Close to save your changes.

Scanning You may have a comprehensive list of keywords compiled in the
Fields for Keywords term list, and want to automatically copy them to
your references.

Keywords

You can have Reference Manager scan various fields in a
reference, and when a term is found that appears in the
Keywords term list, copy that term to the Keywords field of the
reference.

NOTE: To add specific keywords to only the imported references, see
“Adding a keyword to references during importing,” on page 185.

182  Chapter 7: Importing Reference Data into Reference Manager



To scan other fields for terms to add to the Keywords field:

NOTE: You can use this feature at any time an on any database.

3.

From the Tools menu, choose Batch Operations and then
Keyword Scan.

r 5]

Batch Keyword Scan

D atabase:

| Sample j

- Cloze
CHEEIES (R [ Title, secondary
Start; |1 [ Title, series Help
[ &bstract
End: |130 [Address

On the Batch Keyword Scan dialog:
¢ Select the database to scan.

¢ Enter a range of reference IDs if you want to limit the
scan. (By default, the range includes all references in the

database.)

¢ Select which fields to scan for keywords that already

exist in the Keywords term list.
Click Scan.

To automatically scan for Keywords during importing;:

1.

From the Tools menu, select Options.

(An Options button is also available on the Import Text File

dialog, after you have initiated an Import operation.)

Select the Reference Edit tab.

In the Automatic Settings box, select “Scan Titles, Notes and

Abstract for Keywords.”
Click OK.
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Sorting
Keywords

You can automatically sort the keywords in each reference’s
Keywords field in alphabetical order. You can sort keywords as
they are imported, you can sort all the keywords in every
reference in an entire database, or you can sort the keywords in
an individual reference.

While keyword sorting is most often used when you are
importing references, you can do it in any database at any time.
If you are upgrading from an older database, sort keywords for
the entire database.

To automatically sort keywords while importing references:
1. From the Tools menu, select Options.

(An Options button is also available on the Import Text File
dialog, after you have initiated an Import operation.)

2. Select the Reference Edit tab.

3. In the Automatic Settings box, select Sort Keyword List.
4. Click OK.

To sort the keywords in an individual reference:

1. Click the cursor in the Keywords field of a reference

2. Right-click to display a Shortcut menu.

3. Select Sort Keyword List.

To sort keywords for an entire database:

1. From the Tools menu, select Batch Operations and then
Keyword List Sort.

2. Inthe Database drop-down list, select the database for which
you are sorting the keywords.

3. Inthe Start and End fields, enter a starting Ref ID and ending
Ref ID to select the range of references whose keywords you
want sorted.

By default, all are selected. Normally, you don’t need to
change this setting.

4. Click Sort.
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Finding the Imported References Later

There may be times when you import references into a large
existing database, and then later want to find just that group of
imported references.

You can either add a unique keyword to each of the imported
references, so you can search for that keyword later, or you can
save pointers to the group of references with a reference index.

You can add a keyword either during the importing process or to
the references on the Imported tab after importing. Create a
reference index from references on the Imported tab after
importing.

Adding a keyword to references during importing:

On the Import Text File dialog, when you have initiated an
Import operation, you have the option to add additional
keywords to the Keywords field of every reference imported
from the text file. Type them in the Additional keywords text
boxes.

Adding a keyword to references after importing:

1. Add a keyword to the Keywords field in one of the
references on the Imported tab, and then highlight the
keyword.

2. From the Edit menu, select Copy Field to copy the keyword to
all other references in the Imported tab.

3. Confirm the keyword to be copied, that it’'s being copied to
the Keywords field, and that the Reference list is set to
Imported.

4. Select the references to which you want to add the keyword
by selecting one of the Reference options. To copy it to all of
the imported references, select All references in list.

5. Click Copy to copy the Keyword to each of the references.

You can view or edit the references later by searching for this
keyword.

Creating a reference index to retrieve to imported references:
1. Select the Imported tab.

If you want to save only a subset of the imported references
to a reference index, either highlight or mark those
references.

2. From the References menu, select Reference Index.
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3. From the Reference Selection drop-down list, select
Imported.

4. Select which group of references is to be saved in the index
by clicking one of the radio buttons.

5. From the Reference Index box, either:

¢ Click New to add a new reference index, and then
highlight the new name in the Reference Index list.

¢ Highlight the name of an existing reference index to
receive the references.

6. To add the imported references to the highlighted reference
index, click Add.

7. Click Close.

The reference index is saved in the Reference Manager database.
It is available even after you close the Imported tab. To display
the references saved to a reference index, see page 231.

Removing the Imported Tab

The Imported tab is a temporary list of references that appears
when you import a text file. It operates much like the Retrieved
tab when you search a Reference Manager database.

The references displayed on the Import tab were automatically

added to a selected database during the import process, and are
located on the appropriate Database tab. Removing the Import

tab does not delete any references.

To remove the Imported tab:
1. Make sure the Imported tab is active (selected).

2. In the Imported reference list display, right-click with the
mouse button to display a shortcut menu.

3. Select the Close Imported Reference List option.

NOTE: Closing Reference Manager will also remove the Imported tab.

Downloading in the Right Format and
Selecting the Right Filter

If you have access to an online bibliographic database, a
university catalog, or a bibliographic database on CD-ROM, you
can probably use Reference Manager’s import filters to import
text files saved or downloaded from these sources. Reference
Manager filters are configurable so they give you the flexibility
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Getting Data
in the Right
Format

Choosing the
Correct Import
Filter

to import the reference data you need, and eliminate data you do
not need.

There are two main things you need to know in order to correctly
import downloaded references into Reference Manager:

¢ How to download the data in the right output format.

¢ Which import filter to use to import the data into Reference
Manager.

To import text with any of the Reference Manager filters, the data
must be consistently “tagged,” with each tag starting on a new
line, and the file saved as ANSI or ASCII text. Here are two
examples from different providers:

AU- CRAMER, -Z.0O

Tl - AQUATI C MACROPHYTES AND LAKE ACI DI FI CATI ON

PY- 1993

SO ENVI RONMENTAL- POLLUTION. VOL. 5, NO. 2, PG 54-79

DE- LAKES, ACI DI FI CATI ON, ENVI RONMENTAL EFFECTS,
MACROPHYTES, ECOLOGY, PLANT PHYSI OLOGY

Aut hor : Cramer, ZO

Title: Aquatic macrophytes and | ake acidification
Year : 1993
Sour ce: Environnmental Air Pollution. Vol. 5(2)

pp. 54-79

Keywor ds: | akes--acidification--environnental
ef f ect s- - macr ophyt es- - ecol ogy- - pl ant

physi ol ogy

The information provider typically offers a tagged downloading
option. Make sure you save to an ASCII or Text-Only file.

Once you have captured and saved your data file in the
appropriate format, you should identify the proper Reference
Manager filter to import the data. There are hundreds of filters
included with Reference Manager, each designed to read a
specific tagged format from a specific information provider.

Filter files are stored in the Reference Manager 12\Import folder,
and each file includes the extension .CAP. Existing filter files
were consistently named by using first the name (or abbrevia-
tion) of the information provider and then the name (or abbrevi-
ation) of the database. For example, the filter named ISI-Current
Contents.CAP is designed to import references saved from the ISI
Current Contents database.
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To see a complete list of available filters, you can:

¢ Use Windows Explorer to view the contents of Reference
Manager’s Import folder, OR

¢ From the File menu in Reference Manager, choose Import Text
File. On the Import Text File dialog, click the button to
browse for Filters. The file dialog displays all filters found in
the Import folder.

=

Select Filter

Look in: | I Import j |‘j( v
- %AEI-Dialog at Site.cap %Cochrane.cap
L\ﬁ R BACS-MEDLINE. cap R Comp. Library-AIDS {Aidsline).cap
My Recent  Re2eiblioMed CD-ROM.cap R Comp.Library-AIDS (Medine).cap
Documents %BIDS (Tagged).cap %CSA-Aerospace DB.cap
@ R BIDS-EMBASE. cap R csa-ageline.cap
%BIDS-ISTP (Tagged).cap F:igCSA—Agricola.mp
Desktop %Bioeiﬁics Line.cap %CSA-AIDS Cancer.cap
. R BI0SIS-BITS.cap R csa-asFA.cap
/.'/' R BIREME-LILAC CD.cap R csa-ATLA.cap
%Bkwr.cap %CSA-Biological Sciences,cap
My Documents (@ coe cr ARCHMATE. cap R csa-Biotech and Bioeng.cap
- %BSL-Cardbox.cap %CSA-CDmp Abs Intl.cap
tblj %CABI-Direct.cap %CSA-CDmp Info Science Abs.cap
My Computer %CAN -5DI-Biosis Previews.cap %CSA -EconLit.cap
%CAUL -Current Contents.cap %CSA -GeoRef.cap
“..} < >
2
My Network File name: |CSA—Agric:oIa.c:ap j Open |
Places
Files of type: |Imp0rt Fitters {*.cap) j Cancsl

NOTE: There are many more databases and services that provide data
than there are filters included with Reference Manager, so in some
cases you may need to write your own filter or modify one of ours. See
Chapter 16 for information about creating and modifying filters. You can
also check our website periodically for new and updated filters
(http://www.refman.com).

Comparing a Filter to a Data File

If you are uncertain whether a filter matches the data in a text file
that you have downloaded, you can compare the format from
your downloaded text file to one of our supplied sample files or
to a filter. Start by choosing Import Text File from the File menu in
Reference Manager to display the Import Text File dialog.
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Viewing the data files:

You can choose to View text files from the Import Text File
dialog. Or, you could simply open the text file with a text editor
or word processor (make sure you do not save the text file as a
document).

You can note how each record begins, how tagged fields are
presented, and what tags are used.

Sample data files are included in the Reference Manager
12\Samples folder. You can compare your downloaded text file
with these sample download files to find a match.

Viewing the filter settings:

You can select a filter and then click Edit Filter on the Import Text
File dialog. Here you can view the assigned reference type, tag
labels, and destination Reference Manager fields.

Filter - Webspirs-Medline.cap g|
[rata source: WiebSPIRS-MEDLIME [Default]
Tags
Fieference type: |Joumal [Default) j
Inclll(le| Tag Label |Destination Fiel(l| e
1 | T =Te <Sources
2 W |qIs:-- [08] Motes
3 L i [11] Journal Narme
Comman Tags |
1 W |qTI:-- [03] Title
2 W |qaT:-- [04] Authors
3 W |TAD:-- [32] Address v
Include Al | Exclude 4l |
Save | Save Az | Cancel | Properties...| Advanced...| Help |

The tags in the filter should match the tags in the file you want
to import.

If you need more detailed information about how references are
identified and mapped, see Chapter 16 for information about
viewing and editing filters.
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Direct Export from Web Pages

Certain websites include a download button that sends your
search results directly to Reference Manager, picks the correct
import option, and starts the import process automatically. All
you need to do is open the Reference Manager database into
which the data should be imported. This “direct export” or
“direct download” method does away with the additional steps
of saving the references to a text file, and then importing that file
with the appropriate filter.

The online services listed below currently offer a direct export of
references into Reference Manager; check the Support and
Services section of our website at http://www.refman.com/
support/webcap.asp for an updated listing and details. The list
keeps growing, so contact your information provider to find out
whether they participate!

ALEPH Los Alamos National Laboratory

American Psychological

Association, Psycinfo Online MicroPatent

Bibliotech.dk Nature

BioMedCentral Nerac

BioOne NISC

Blackwell Synergy OCLC

BMJ OhioLink

Buffalo University OoVvID

CABI-Direct Oxford Press Journals

Canadian Journal of

L. Pacific Northwest Labs
Communication

CCLR Patent Cafe

Delphion PILOTS

EBSCO PNAS Online

El Engineering ProQuest

Elsevier RLG

EMBASE Science Magazine
ERIC Scopus

ESDS Government St. John of God, Ireland
Google Scholar Stanford University's Highwire Press
HAPI Telemed

IEEE Thieme

JAMA Web of Science

JISsC WebFeat
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JSTOR WilsonWeb

Karger Publishing

Importing from XML Files

To import a file in the Thomson Reuters proprietary XML

format:

1. Open the database to receive the references.
2. From the File menu, choose Import XML File.
3. On the file dialog:

Select the XML file to import.

b. If you want to preserve existing reference IDs, select the
box at the bottom of the dialog titled, “Retain my
Reference IDs.” Clear the box if you want Reference
Manager to assign new IDs to references during the
importing process.

When the box is selected, and there are two references
with the same Reference ID, the existing reference in
your Reference Manager database is retained, and the
reference in the XML file with the same Reference ID is
ignored.

c. Click Open to begin importing references.

Creating Tagged Text Files that Reference
Manager can Import

What do you do if your data is not in a format that Reference
Manager can automatically import? You can do one of several
things (or even a combination these options):

¢

¢

Rearrange the reference data using your word processor so
thatitis in a format that Reference Manager can import (such
as the tagged RIS format, described in Appendix D on page
173).

Copy and paste each piece of data from its source into the
proper fields in Reference Manager, as described on page
192.

Enter the data manually by typing it into Reference Manager
as described in Chapter 5.

Creating a file that Reference Manager can import can be a lot of
work if your data is in an arbitrary or inconsistent format. If you
only have a few references to import (less than 30 or 40), it might
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be faster and easier to re-type them or copy and paste the
references than to try to put them into a format that Reference
Manager can import.

However, if you have a very large bibliography, it might save
time to first manipulate the data in a word processor as best you
can to add tags; then import the references into Reference
Manager and clean up the references there. Even if the imported
data doesn’t come through perfectly, it can be rearranged with
Reference Manager’s various commands, drag-and-drop, and
copy and paste.

We recommend putting your data into the flexible RIS format for
importing.

Copying and Pasting References from a
Document into Reference Manager

If you have a bibliography that is too inconsistent or difficult to
parse using your word processor (as suggested in the previous
topic), you can use the Copy and Paste commands as an
alternative method for getting your data into Reference Manager
and still avoid a lot of re-typing. For example, let’s say you have
a paper with a bibliography entry such as:

Bl ocker, C. E., R H Plumer and Richard C
Ri chardson. The Two Year Coll ege: A Soci al
Synt hesis. 1965.

To copy a reference into Reference Manager:
1. Open the list of references in a word processor.

2. Select a reference and copy it using the Copy command in
your word processor’s Edit menu. (Some word processors
allow you to triple-click a paragraph to select the whole
thing at once. That might be a useful shortcut for quickly
selecting a reference.)

3. Open your Reference Manager database, and choose New
from the References menu to create a new reference.

4. Put the cursor in the Title field of the new reference and
choose Paste from the Edit menu.

This will paste the entire reference into the Title field of the
Reference window. From here, you can drag-and-drop (or cut
and paste) the individual pieces of data into their proper fields.
Be sure to remove extraneous punctuation, and make sure
author names are entered in the appropriate format. Follow the
guidelines for entering references in Chapter 5.
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Modifying an Import Filter

The import filter defines how bibliographic records translate
from a text file into Reference Manager references:

¢ It maps each reference to a reference type in Reference
Manager.

¢ It determines which fields of information are imported.

¢ It maps each imported field of information to a
corresponding Reference Manager field. (Most tagged fields
import into a single corresponding field in the Reference
Manager database.)

¢ It defines field formatting.

For complete information about editing import filters, see
Chapter 16.

Importing References from Other Database
Software

You may find that there are times when you need to import
references from a database other than Reference Manager. If you
can output the references in that database to a comma-delimited
or tab-delimited text file, then you can import those references
using a filter that you can create specifically for that purpose.

NOTE: If you wish to convert references from another bibliographic
program into Reference Manager, check our website at
http://www.refman.com for instructions. Most bibliographic programs
can export data in a tagged or delimited format. Filters are available to
import references from various database sources. If you cannot find
what you need, please contact technical support.

What are
Comma-
delimited and
Tab-delimited
Files?

Delimited files are plain text files where each field within a
single reference is separated by either a comma or a tab, and each
reference is separated from the next reference by a carriage
return.

Two example files are available in the Reference Manager
12\Samples folder; one is in a comma-delimited format and the
other is in a tab-delimited format:

Samples\Comma Delimited.txt
Samples\Tab Delimited.txt
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Creating Your
Delimited File

Creating an
Import Filter
for Delimited
Files

You can use your word processor to open and view the sample
files. These files were downloaded from a common database and
are reasonable examples of what delimited text files look like.
Note that each record has the same number and order of fields,
and begins and ends with a carriage return.

You can create a delimited text file from just about any source,
including a database program or a word processor. Many
database programs have a function to automatically export or
print to a delimited file. You must:

¢ Export to either a comma-delimited or tab-delimited text file.
4 Include a .TXT extension in the filename.

4 Make sure that each record has the same number and order
of fields.

¢ Make sure that each record is separated from the next by a
carriage return.

You will need a list of the fields, in the order in which they
appear in the delimited file.

Once you have generated a delimited file of records, you must
create an import filter to read your delimited file into Reference
Manager. Import filters are created with the Import Filter Editor
(IFE). While IFE is described in more detail in Chapter 16, “The
Import Filter Editor,” this section will describe how to create a
filter specifically for your delimited file.

Because delimited text files contain no tagged data, they are
defined as a single source field in the Import Filter Editor (IFE).

NOTE: Before you begin, make sure that you have a list of fields in the
order that they appear in your delimited text file.

Create the New Filter
To create an import filter for a delimited file:

1. Start the Import Filter Editor (IFE). You can do this in one of
two ways:

¢ In Reference Manager, go to the Tools menu and choose
Import Filter Editor.

¢ In the Program Files\Reference Manager 12 folder, double
click on IFE.EXE.
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2. From the File menu, choose New. You will be prompted to
use the New Import Filter Wizard. Click Yes.

3. Inthe dialog box below, use the browse button (...) to display
a file dialog.

r 5]

New Import Filter (1 of 5) X

Specify the full path and name of the Import Filter file.

We recommend that you save the Import Filtter in the Import folder located
within your Reference Manager program folder.

Use the browse button to the right of the file name to locate your
Reference Manager program and Import folders.

File name: |I'\"h.r Comma Delimited J

Mext > Cancel | Help |

Browse to the appropriate folder, enter a name for the file,
and click Save. The file and path will appear next to File
name. Click Next.

4. The next dialog box asks you to define the service name and
gives you the opportunity to make any notes about the file
that you are preparing. You must enter a service name or the
filter will not save properly. Enter your text and click Next.

r 5]

New Import Filter (2 of 5) X

Specify the name of the service.

Service name: |C0mma delimited from Excel

Description {optional):

Comma delimited output from my Excel database

< Back MNext > Cancel | Help |

5. Next you are asked whether the text in your delimited file
has ANSI characters; in most cases, these are upper ASCII
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characters only, and not UNICODE characters. Select Yes
and click Next.

r 5]

New Import Filter (3 of 5) 3

The next few questions relate to the format of the references in the text file
output by the database service. It may be helpful if you have either a print
out of the text file, or a way to view the text file in a text editor.

Does the text file contain ANSI characters? The ANSI character set
includes non-English and diacritical characters.
(* Yes

" No

< Back MNext > Cancel | Help |

6. Next, you need to indicate what type of separator is used
between records in your delimited file. In most cases, each
record is separated by a single carriage return. Select the
radio button next to “Reference marker.” Place your cursor
in the Tag/Reference marker box, then hold down the CTRL
key and press L on your keyboard. This adds a paragraph
symbol () to the text box. Click Next.

r 5]

New Import Filter (4 of 5) X

What separates one reference from the next in the text file?

" Blark linels)

" Tag (BExample: "UI", "AN", or "ID")
+ Reference marker (Example: "Record 1of 10")

Tag/Reference marker: |11 j

Where does this separator appear in the reference?
% Beginning of the reference
™ End of the reference

< Back MNext > Cancel | Help |

7. The final dialog box asks you to define your Reference tag.
Since each record is a single source line, the tag for each
record is a carriage return. In the Tag Format Box, enter
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Ctrl+L to add a paragraph symbol () to the text box. Click
Finish.

r 5]

New Import Filter (5 of 5) X

Are the fields in the reference tagged? Tags can consist of two to three
letters and./or numbers followed by punctuation, or of a complete word
preceded by a camiage retum. Use the selection list button to select the
appropriate codes for your data service.

(* Yes

" No

Tag format: |1 j

Example of a structured tag format:
"I - will be defined as "w'u--"

Example of a free form with variable length tag format:
"Author” will be defined as "Tw'a'a"

< Back | Finish | Cancel | Help |

8. Aninformation box mentions that you still need to define at
least one database, reference type, and tag in order to use the
filter. Click OK.

Next, you need to define a Source line in the filter:

¢ For a comma-delimited file, see the next section, “Define a
Comma-delimited Source Line.”

4 For a tab-delimited file, see “Define a Tab-delimited Source
Line” on page 203.

Define a Comma-delimited Source Line

By defining a Source line in the filter, you map out which fields
are included in your delimited text file and in what order. Before
we begin, open your comma-delimited text file and note the
layout of the fields.

In our example file, Comma Delimited. TXT, the fields are presented
like this:

“Title”,” Author”,”Date”,”Keywords”,”Start Page-
EndPage”,”Journal”,”Volume”,”Issue”,” Abstract”,”URL”

We will use this example to illustrate how to define a Source
field. Your comma-delimited file may include additional
subfields, and they may be in a different order.

In defining your filter, each reference is considered a single
Source line; each field within a reference is considered a subfield
of the Source line.
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To define the Source line for a comma-delimited file:

1. Return to the IFE program and click on the “Common Tags”

tab.

2. Place your cursor in the Tag text box and type CTRL+L to add

the I symbol for the tag. This is the separator between

references, and because we are defining a single source line

for this file, it is also the Tag format.

i*% My Comma Delimited.cap

EBX

Databases Reference and Tag Format ] Text Styles ] Properties ]
Tag Destination Field [[ e |
1 1 <None specified=
- | New
Delete
Copy...

3. Click in the Destination box to display a field list, and select

“Source.”

i*% My Comma Delimited.cap

CEX

Databases Common Tags | Reference and Tag Format ] Text Styles ] Properties ]

Tag

| Destination Field

|<Nune specified=

<N0ne specified=

Abstract [25]
Address [32]
Authers, primary [04]
Authers, secondary [14]
Authors, series [24]
Availability [27]

Date, primary [05]

Date, secondary [28]
End Page [10]
FileAttachment [34]
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An Edit Tag dialog should appear. If it does not, click Edit.

r B

Edit Tag 53
Properties l Replace Text ] Source Subfields ]
Tag: |EI j
Destination field: |:Sourt:e> j
Atributes Parsing Options
Parse method: | Source - (See Source Subfields tab)

Ends with before replace: j
Ends with after replace: j

¥ Removetag

oK | cancel | | Heb |

4. Click the “Source Subfields” tab to begin defining the layout
of the references in your delimited file.

5. To begin, define a subfield for the first field that appears in
each record. In our example, the first subfield is the Title
field.

NOTE: For each subfield you define (each field listed in a record), you
will click New to insert a line.
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a.

Click New to define the first subfield.

=

Edit Tag

Properties ] Replace Text  Source Subfields l

Iv Subfields are listed in the order that they appear

Preview:

| start Delimiter |Destination Field| End Delimiter | Edit
1 ¥ <None specified=
New
Delete

3

0K | Cancel | ey | Hep

b. The first source subfield begins with a quotation mark,
so type the quotation mark in the Start Delimiter box.

In the destination field, press the down arrow to display
a list; scroll down the list and select “Title Primary.” An

Edit Subfield dialog box will appear.

=

=

Edit Subfield 53
Properties ] Replace Text |
Start delimiter: |i j
Destination field: |T'rt|e. primary [03] j
Atributes Parsing Options

Parse method: | Nomal text - Case conversion: ’W
Ends with before replace: j
Ends with after replace: j

W Remove start delimiter

oK | cancel | | Heb

d. Click OK to accept the default field parameters.

e.

In the End Delimiter box, type a quotation mark (”).

You have defined the first subfield found in each record.
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Next, define the second subfield found in each reference. In

our example, the second subfield is the Author field.

a.

Click New to define another subfield. A new empty
subfield will appear on the next line.

In the Start Delimiter box type a quotation mark, a
comma, and another quotation mark (“,”).

In the Destination field box, select the Author Primary
field. The Edit Subfield box will appear, where you can
define Author formatting.

Make sure the Attributes “Parse method” is set to
Author, and that “Authors separated by” box has a semi-
colon (;).

Click OK to save the changes to the Edit Subfield dialog
and return to the Edit Tag dialog.

Type a quotation mark in the End Delimiter text box for
the Authors field (). The Source Subfields tab should
look like this:

r 5]

Edit Tag 53

Properties ] Replace Text  Source Subfields l

Start Delimiter |Dest|nat|on F|e|d| End Delimiter |

1 Title, primary [03] | "

2 B Authors, primary | "] 3 4
[04]

— Delete

Iv Subfields are listed in the order that they appear

Preview:

"The origins of music perception and cognition: A developmental
perspective.”," Trehub-5mith, Sandra; Schellenberg E.G.;Hill David 5.

oK | Cancel | aey | Heb |

7. Continue adding new subfields in this manner until all of the
fields in your delimited records are represented. For each
field:

a.
b.

Click New to define another subfield.

In the Start Delimiter box type a quotation mark, a
comma, and another quotation mark (“,”). In our
example, use a hyphen between the Start Page and End
Page, to split them into separate fields.
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c. In the Destination field box, select the appropriate
Reference Manager field name. The Edit Subfield box
will appear.

d. Change the appropriate settings on the Edit Subfield box
for each field. For our example file:

¢ For Keywords, make sure the “Keys separated by”
field is set to a semi-colon.

¢ For Periodicals, change the “Synonym type” to Full.

e. Click OK to save the changes to the Edit Subfield dialog
and return to the Edit Tag dialog.

f. Type a quotation mark in the End Delimiter text box for

the field.

The table below reflects our example Comma Delimited. TXT
file.

Field Start Destination End

Number | Delimiter | Field Delimiter

1. “ Title, primary “

2 Authors, primary

3 Date, primary “

4 Keywords

5 Start Page -

6 - End Page

7 Periodical “

8 Volume

9 Issue “

10 Abstract “

11 , Web/URL
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Your Source Subfields tab should look like this:

=

r "
Edit Tag X

Properties ] Replace Text  Source Subfields l

Start Delimiter | Destination Fiel| End Delimiter |~ &
5 .o Date, primary [05]| "
o Keywords [07] New
5 "o Start Page [09] - Delete
6 — End Page [10] "
7 [ " Periodical [11] | "
s | Volume [12]
o | lssue [15]
10 |"." Abstract [25]
| Web/URL [33]

v

Iv Subfields are listed in the order that they appear

Preview:

"The origins of music perception and cognition: A developmental -~
perspective.”," Trehub-5mith, Sandra; Schellenberg E.G . Hill David 5.","1957","Age +

oK | Cancel | aey | Heb |

8. When all subfields have been defined, click OK on the Edit
Tag dialog.

9. From the File menu, select Save and then exit the Import
Filter Editor.

10. Test your new filter. See “Test the Filter” on page 209.

If your delimited text file has large abstract fields, extra carriage
returns may be present in the text of that field. You will need to
remove the extra carriage returns before importing the file, as
each carriage return indicates the beginning of a new record.

To remove extra carriage returns before importing:

1. Open the text file in Microsoft Word or another word
processor that has "Find and Replace" capabilities.

2. In Word, search for “~p and replace with “###
3. Next, search for "p and replace with a space
4. Finally, search for "### and replace with ""p

This should eliminate all extra carriage returns and create a start
record delimiter for each record.

Define a Tab-delimited Source Line

By defining a Source line in the filter, you map out which fields
are included in your delimited text file and in what order. Before
we begin, open your tab-delimited text file and note the layout
of the fields.
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In our example file, Tab Delimited.TXT, the fields are presented
like this:

Title<tab>Author<tab>Date<tab>Keywords<tab>Start
Page-EndPage<tab>Journal<tab>Volume<tab>Issue<tab>
Abstract<tab>URL

We will use this example to illustrate how to define a Source
field. Your tab-delimited file may include additional fields, and
they may be in a different order.

In defining your filter, each reference is considered a single
Source line; each field within a reference is considered a subfield
of the Source line.

To define the Source line for a tab-delimited file:

1. Return to the IFE program and click on the “Common Tags”
tab.

2. Place your cursor in the Tag text box and type CTRL+L to add
the  symbol for the tag. This is the separator between
references, and because we are defining a single source line
for this file, it is also the Tag format.

i*% My Tab Delimited.cap

Databases Common Tags | Reference and Tag Format ] Text Styles ] Properties ]

Tag Destination Field [ [ Ed.
1 T <None specified=
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3. Click in the Destination box to display a field list, and select
“Source.”

i*% My Tab Delimited.cap

Databases Common Tags | Reference and Tag Format ] Text Styles ] Properties ]

Tag | Destination Field [ Er. |
1 1 |<Nune specified= j

- New
<None specified>

<Source=

§ Delet:
Abstract [25] g

Authers, primary [04] s
Authers, secondary [14]

Authors, series [24]

Availability [27]

Date, primary [05]

Date, secondary [28]

End Page [10]

FileAttachment [34] b

An Edit Tag dialog should appear. If it does not, click Edit.

=

Edit Tag 53
Properties l Replace Text ] Source Subfields ]
Tag: |EI j
Destination field: |:N0ne specified> j
Atributes Parsing Options

Parse method: - (See Source Subfields tab)
Ends with before replace: j
Ends with after replace: j

¥ Removetag

oK | cancel | | Heb |

4. On the Properties tab, clear the check box titled, “Remove
tag.” While the { tag indicates the beginning of a new record,
it is also the indicator for the first field in each record.

5. Click the “Source Subfields” tab to begin defining the layout
of the references in your delimited file.

6. Tobegin, define a subfield for the first field that appears in
each record. In our example, the first subfield is the Title
field.

NOTE: For each subfield you define (each field listed in a record), you
will click New to insert a line.
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a.

Click New to define the first subfield.

r 5]

Edit Tag 53

Properties ] Replace Text  Source Subfields l

| start Delimiter |Destination Field| End Delimiter | Edit
1 ¥ <None specified=
New
Delete

Iv Subfields are listed in the order that they appear

Preview:

oK | Cancel | sy | Heb |

The first source subfield begins with a carriage return, so
type CTRL+L in the Start Delimiter box.

In the destination field, click the down arrow to display
a list; scroll down the list and select “Title Primary.” An
Edit Subfield dialog box will appear.

Click OK to accept the default field parameters.

In the End Delimiter box, enter a tab. You must use the
tab character that actually appears in your text file,
which could vary. Open the text file in your word
processor, highlight a tab and select Copy (CTRL+C).
Switch back to IFE and Paste (CTRL+P) the tab character
into the End Delimiter box.

NOTE: The tab character will not appear as an actual character; the text
box will look like it is empty. When you double click in the field to select
the text (the tab), you will see a large dark selection.

You have defined the first subfield found in each record.

7. Next, define the second subfield found in each reference. In
our example, the second subfield is the Author field.

a. Click New to define another subfield. A new empty
subfield will appear on the next line.

b. In the Start Delimiter box, paste the tab character.
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In the Destination field box, select the Author Primary
field. The Edit Subfield box will appear, where you can
define Author formatting.

Make sure the Attributes “Parse method” is set to
Author, and that “Authors separated by” box has a semi-
colon (;).

Click OK to save the changes to the Edit Subfield dialog
and return to the Edit Tag dialog.

Paste the tab character into the End Delimiter text box for
the Authors field. The Source Subfields tab should look
like this:

r 5]

Edit Tag 53

Properties ] Replace Text  Source Subfields l

Start Delimiter |Destination Field| End Delimiter | Edit
1 1 Title, primary [03]
_ = MNew
z Authors, primary 3
[04]
— Delete

Iv Subfields are listed in the order that they appear

Preview:

oK | Cancel | aey | Heb |

8. Continue adding new subfields in this manner until all of the
fields in your delimited records are represented. For each
field:

a.
b.

Click New to define another subfield.

In the Start Delimiter box, paste the tab character. In our
example, use a hyphen between the Start Page and End
Page, to split them into separate fields.

In the Destination field box, select the appropriate
Reference Manager field name. The Edit Subfield box
will appear.

Change the appropriate settings on the Edit Subfield box
for each field. For our example file:

¢ For Keywords, make sure the “Keys separated by”
field is set to a semi-colon.

¢ For Periodicals, change the “Synonym type” to Full.
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e. Click OK to save the changes to the Edit Subfield dialog
and return to the Edit Tag dialog.

f. Paste the tab character into the End Delimiter text box for
the field. However, for the last field (Web/URL in our
example), leave the End Delimiter box blank.

The table below reflects our example Tab Delimited. TXT file.
The <tab> indicates the pasted tab character, which appears
as a blank in the import filter.

Field Start Destination End
Number | Delimiter | Field Delimiter
1. 1 Title, Primary <tab>
2 <tab> Author Primary | <tab>
3 <tab> Date Primary <tab>
4 <tab> Keywords <tab>
5 <tab> Start Page -

6 - End Page <tab>
7 <tab> Periodical <tab>
8 <tab> Volume <tab>
9 <tab> Issue <tab>
10 <tab> Abstract <tab>
11 <tab> Web/URL

Your Source Subfields tab should look like this:

r 5]

Edit Tag X

Properties ] Replace Text  Source Subfields l

Start Delimiter | Destination Fiel] End Delimiter |+ Edit
3 Date, primary [05]
4— Keywords [07] New
5 Start Page [09] |- Delete
6 = End Page [10]
7 | Periodical [11]
EB Volume [12]
EB lssue [15]
0 | Abstract [25]
1| Web/URL [33]

w

Iv Subfields are listed in the order that they appear

Preview:

QK | Cancel Apply Help
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10.

11.

When all subfields have been defined, click OK on the Edit
Tag dialog.

From the File menu, select Save and then exit the Import
Filter Editor.

Test your new filter. See the next section, “Test the Filter.”

Test the Filter

We recommend that you always import your references into a
new (empty) database. This allows you to check the references
and make sure they imported correctly. If they did not, you can
simply delete the database, adjust your import filter, and try
again. Once your references have imported correctly, you can
copy them to an existing database if you wish.

To test your new import filter:

1.
2.

If it is not already running, start Reference Manager.

From the File menu, select New Database and create a
database for your data.

From the File menu, select Import Text File.

Next to Filter, click the browse button (...) to locate and open
the filter you just created.

Next to Text File, click the browse button (...) to locate and
open your delimited text file.

Click Import to import the references.

Review the references to make sure that all references were
imported, and that each field of information was directed to
the appropriate Reference Manager field.
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Selecting References

Highlighting
References

To work with individual references, or a subset of references
within a database, you must first either highlight or mark those
references.

Many operations, such as copying references between databases,
deleting references, or exporting references, allow you to work
with either Highlighted references, Marked references,
Unmarked references, or All references.

The simplest way to highlight a reference is to click on it in the
reference list.

Performing operations on highlighted references is best done on
a small number of references, or references that are easily
highlighted together. Unthinkingly click somewhere, and you
can easily wipe out your highlighting!

To highlight multiple references:

¢ Hold down the CTRL key while clicking on individual
references. Press the CTRL key and click on a highlighted
reference to deselect that reference and retain the rest of the
selection.

¢ Highlight a range of references by clicking on the first
reference, then press the SHIFT key and click on the last
reference of the range.

2. Reference List - Sample Database: Journal Reference ID 144

[RefID  [Authors Title - I
99 Bottlenose dolphins of Galveston Bay:at the top of the bay's food

190 =Greater Milford Who has time for a family meal?

I Anderson, L. Arion and the dolphins: based on an ancient Greek legend

Angel H.

Life in the oceans: the spectacular world of whales, dolphins, giar
dolphin (T tre g old

Au

[N

0 Marked Reference 9 of 155
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Marking
References

The simplest way to mark a reference is to click on the check box
next to it in the reference list. Or, with the reference highlighted,
press the space bar on your keyboard. You can scroll through the
reference list marking any number of references.

Marking is a good way to collect a subset of references that are
not easily found with searching. Or, you can mark the results of
a search, then scroll through the full reference list while marking
and unmarking individual references.

Once you have a subset of references marked, you can print
them, copy them to another database, delete them, or export
them in various output formats.

To mark references:

¢ Tomark all references in the current list, go to the Edit menu
and choose Mark All. The current list could be the result of a
search, a list of imported records, etc.

¢ Tostart compiling a new group of marked references, first go
to the Edit menu and choose Clear All Marks.

¢ To change the marked status of a single highlighted
reference, you can use the Edit>Toggle Mark command. This
works the same as clicking in the box or pressing the space
bar.

Jumping to a Specific Reference

As your database grows, it takes longer to scroll through your
long list of references looking for that one elusive reference you
want to edit. You could use the Search References command to
find that single reference. Or, use your mouse to drag the scroll
bar and jump to a nearby reference.

Bottlenose dolphins of Galveston Bay:at the top of the be
=Greater Milford Who has time for a family meal?
I Anderson, L. Arion and the dolphins: based on an ancient Greek legend |
86 Angel H. Life in the oceans: the spectacular world of whales dnlohins nia
144 AuWIW. Atlantic bottlenose dolphin (Tursiops truncati|Fasick,J.|.

139 Au W Automatic gain contral in the echolocation system of dolphins

[ e e e e A | 1

54 AuWWL Application of the reverberation-limited form of the sonar equation
41 Baird, R.W. Status of the bottle-nosed-dolphin, tursiops-truncatus, with speci:
55 Ballance,L.T. Habitat use patterns and ranges of the bottle-nosed-dolphin in the
1M Barlow.J. An assessment of the status of harbour porpoise populations in C
[« [» ]\ sample / |l | L,_‘
0 Marked Reference 1of 155

The scroll bar will pop up a box that allows you to jump, in the
current sort order, to another area in the list. By default, each
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database is typically sorted by Author name, so the scroll box
will show author names. If you want to jump in title order, first
click on the Title column header.

Using Quick Retrieval

Quick Retrieval is a fast and accurate way to search indexed
fields for keywords, periodical names, and author names. It uses
Term Lists to quickly collect references—thereby avoiding
misspellings—and includes synonymes.

To perform a Quick Retrieval:

1. On the Tools menu, select the submenu Term Manager and
then Activate (or press F5).

2. Select the tab that contains the term you want to locate:
Keywords, Periodicals, or Authors.

Highlight the desired term or terms.

4. Click the Quick Retrieval button (the binoculars) on the Term
Manager toolbar. Or, go to the References menu and choose
Quick Retrieval (CTRL+Q).

If you highlighted two or more terms, a dialog box appears
so you can choose a logical connector (AND or OR) to insert
between the terms. For more information about connectors,
see “Connecting Search Items with “And,” “Or,” and “Not””
on page 221.

The retrieved references appear in a Reference List window on a
Retrieved tab. (For information about removing the Retrieved
tab, see “Removing the Retrieved Tab” on page 226.)

Searching for References

Reference Manager provides a powerful and flexible Search
References command that enables you to locate specific references
or groups of references. For example, you can choose a very
general search, one that scans the entire database, or you can
limit your searches to specific fields (such as Author or
Keywords). You can also create more complex searches using a
variety of operators such as And, Or, Not, Greater than, Less than,
and others.

You can use the Search References command to search Reference
Manager databases as well as remote databases that are available
online. See Chapter 6 for information about remote database
searches.
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The Search
Window

216

connectors column
(Boolean operators)

To begin a search, choose Search References (F4) from the
References menu. The Search window appears, displaying empty
parameters (you can add more if needed).

select databases list Start Search command

Sample +|[" Internet search dh EED EM IE

Connector| Field | Parameter |Results| ~
All Indexed Fields \whales 29
AMND Date, primary 2000 1

Functions are described in more detail in the sections that follow.
Select Databases List

Use the select databases list to specify which of the open
databases to search, or all open databases. To search all open
databases, each database must have been created under the same
Windows operating system, and each must have the same
character sort applied to it.

Field

The field list in the Field column allows you to restrict your
search to particular fields, such as Authors; Date, Primary;
Keywords; or even All Non-Indexed Text Fields. See “Restricting
Searches to Specific Fields” on page 219 for more information.

You can search All Indexed Fields (meaning that the Keywords,
Periodical, and Author fields will be searched). Using indexed
fields results in faster searching.

Parameter

The Parameter is the text term or phrase that you are searching
for in the database. Indexed fields assume your search term is a
whole word, while non-indexed fields assume a wildcard at the
end of the term.

Results

The Results column shows how many references matched the
search criteria up to that point.

Connector

The Boolean operators “And,” “Or,” and “Not” between the
search items indicate how the search items are to be combined.
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The Search
Toolbar

By default, these operators are set to “Or.” See “Connecting
Search Items with “And,” “Or,” and “Not”” on page 221.

Each of the options and icons on the Search toolbar is explained
in order below: Select Database(s), Internet Search, Online Session
Log, Start Search, Strategy Files, Last Searches, Browse, Insert
Parameter, Delete Parameter, Clear All Entries, AND Subparameter,
NOT Subparameter, OR Subparameter.

I|Sample jl— Internet search & | Ga S EESZ RW %OF?I

Note that many of the icons have a corresponding keyboard
equivalent.

Select Databases List: Use the select databases list to specify
which of the open Reference Manager databases to search, or all
open databases. To search all open databases, you must have the
same character sort applied to all databases.

Internet Search: To search Reference Manager databases, do not
select the “Internet search” option. This setting lets you switch
from searching Reference Manager databases to searching
remote databases. See Chapter 6 for more information about
remote searches using the Internet Search command.

Online Session Log: The online session log records your
complete session when you connect to a remote database. It is
not available when searching Reference Manager databases.

Start Search (F12): Use the binocular icon to start a search using
the parameters entered on the Search window.

Strategy Files: If you frequently run the same searches, you can
save the search strategies and later load them when you need
them. See “Managing Search Strategies” on page 226 for more
information.

Last Searches: Click the Last Searches icon to display a list of
recent searches that were run since the database was opened for
this session.

Browse (F3): When you select an indexed field to search, you can
use the Browse list to select and insert a term into the Parameter
column from the corresponding Term list.

Insert Parameter (Alt+I): Use thisicon to add a line to the search
window. It inserts the line above the line where the cursor is
currently located.
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Simple
Searches

Delete Parameter (Alt+E): Use this icon to remove a line from
the search window. It removes the line where the cursor is
currently located.

Clear All Entries (Alt+L): Use the eraser icon to clear the Search
window so you can create a new search strategy.

Subparameters: Use the AND (F6), NOT (F7), and OR (F8)
buttons to insert logical connectors between terms on a line. For
more information about these connectors, see “Connecting
Search Items with “And,” “Or,” and “Not”” on page 221.

To find all references that contain a particular parameter:

1.
2.
3.

From the References menu, choose Search References (F4).
In the Select Databases list, select the database to search.

In the Field column, type or select the name of the field to
search.

The default setting is “All Indexed Fields,” which searches
Ref ID, Authors, Periodical, and Keywords.

In the Parameter box, type or select the text you want to
locate in the field. If you are searching an indexed field,
Reference Manager will display a Browse list for you to
select a term.

This example uses the word “porpoise” as the parameter
(search term). Reference Manager looks for whole words, so
we’ve expanded the search by adding an asterisk wildcard to
the term, so that both “porpoise” and “porpoises” will be
found.

&% Search
Sample - |[" Internet search @4 | Cfa G IE7 0@
Connector| Field | Parameter |Results| ~

All Indexed Fields | porpoise™

You would combine multiple lines of search criteria by
inserting AND, OR, or NOT in the Connector column.

Click the Start Search icon (the binoculars) on the Search
toolbar (or press F12) to begin the search.

¢ If no references in the database match your search
request, Reference Manager displays a “0” under the
Results column.
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click the database

name tab to display
all references in the
database

¢ If the search strategy is a single line, the search results
appear in the active Reference List window on a
Retrieved tab.

¢ If the search strategy is made up of multiple lines, click
on a Results button in the Search window to view that list
of matching references on the Retrieved tab. Each Results
button displays the number of matching references
found up to that point in the search strategy.

2. Reference List - Sample Database: Conference Proceeding Reference ID 111 E@g|
Conference Proceeding

Ref ID* 11

Title An assessment of the status of harbour porpoise populations in
California

Barlow.J
Caswell H. Rate oflncrease in harbor porpoise populatmns estimation and v
82 Coffey.D.J. Dalphins, whales, and porpoises :an encyclopedia of sea mamm
3 Duignan,P.J. Morbillivirus infection in bottlenose dolphins: evidence for recurre
113 FAD Report of the expert consultation on large-scale pelagic driftnet fi:

[ e e e e A | 1
=

Restricting
Searches to
Specific Fields

Heithaus,M.R.  Predator-prey and competitive interactions between sharks (orde:
121 Holing.Dwight  Dolphin Defense
108 Hoyt,E. MNew England's harried harbor porpoise
120 ICUN Red Data E Dolphins, porpoises and whales of the world
115 IFAW Harbour porpoises - call to advisory team for action -
] Sample A Retrieved / K1 4»,_‘
¥ | 0 Marked Reference 1of 26

the Retrieved tab displays search results,
which in this case is 26 out of 155 references
in the database

When you are finished working with the retrieved references,
you may want to return to the Search window and choose Clear
All Entries (ALT+L) from the Search toolbar to clear the Search
window and create a different search strategy.

The Retrieved tab remains available until you close the database.
Each time you view new search results, the list of references on
the Retrieved tab is replaced with the new search results.

Use the Field column in the Search window to refine your search
by selecting a specific field or range of fields to search.
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The ,searCh IS Connectolr]_\Field | Parameter |Results
restricted to the Cea) 2003
Date fields.

For example, to find references published in 2002, restrict the
search to the Year field to avoid finding entries that include
“2002” in the abstract, title, or elsewhere.

NOTE: By default, the field names in the Field list are Reference
Manager’s “Generic” field names. For example, Author represents
Reporter, Editor, Artist or any other variations of the Author field used
in the different reference types. (See Appendix C for a complete list of
Generic field names and their corresponding field names in each
reference type.)

Field

Information

Authors

All Author fields are searched (Primary, Secondary, etc.). To search only
one author field, select that specific field name, such as “Authors,
Primary.”

Searching is not case-sensitive, you can search for last name only, you
can use a wildcard in the search, and you can search for the author name
found in the record or a synonym.

Keywords

Searching is not case-sensitive, and you can search for the keyword found
in the record or a synonym.

Periodicals

Search for either the full name, standard abbreviation, or a user-defined
synonym. Searching is not case-sensitive, and you can use the wildcard
character (*).

Year

Use the Year field to search the Date, Primary field for the year only. You
can search for a specific year (1999), a group of years (1999, 2001, 2004),
or a range of years (2000-2004).

Titles, Notes,
Abstracts, and
Address

Search for any combination of letters, numbers, and symbols. Case is not
sensitive, but spaces and spelling are significant.

A wildcard is implied at the end of each term. Don’t add an asterisk (*)
unless you are searching for the asterisk symbol. To search for a whole
word, add a space after the word.

Reference Type

Search based on the type of reference (Journal, Book Chapter, etc.).

Pending Reprints

Search for references for which you are awaiting reprints by entering the
date of request. Enter the date in the format specified in the Windows
Control Panel on the Regional Settings dialog.

This search retrieves references requested on or before the date entered
as your search parameter.
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Field

Information

Reference Indexes

A reference index is a file pointing to a subset of records in a database,
and this search retrieves all references contained in that subset. To
retrieve references using a reference index, the database containing the
references must be open.

Reference ID

Search for references by Ref ID. You can search for a specific Ref ID
(110), a group (110, 45, 134), a range (120-125), or a combination (110,
45, 120-122, 134).

Non-Indexed Fields

Search all non-indexed fields. Search for any combination of letters,
numbers, and symbols. Case is not sensitive, but spaces and spelling are
significant. An asterisk wildcard is assumed at the end of the parameter.

Indexed Fields

Search all indexed fields, which include the Ref Type, Ref ID, Author,
Year, Periodical, and Keywords fields. Case is not sensitive, but spaces
and spelling are significant. Enter complete terms or add an asterisk at the
end.

Page Numbers,
Web/URL, Volume,
Issue, Publisher,
Publication Place,
ISSN/ISBN,
Availability, Misc.,
User Defined

Search for any combination of letters, numbers, and symbols. Case is not
sensitive, but spaces and spelling are significant.

A wildcard is implied at the end of each term. Don’t add an asterisk (*)
unless you are searching for the asterisk symbol. To search for a whole
word, add a space after the word.

Connecting
Search Items
with “And,”
“Or,” and
IINOtII

Logical operators, also known as Boolean operators, include the
operators “And,” “Or,” and “Not.” You can use them to combine
searching lines or to combine terms within a parameter.

Connecting Search Lines

You can combine search lines in Reference Manager using the
Boolean operators to produce the following effects:

And finds references that match the preceding search line(s) and
the following search line. “And” narrows search results.

Example: A search for “porpoise” And “trends” finds only
those references that mention both terms.

Or finds references that match either the preceding search
item(s) or following search term. “Or” broadens the search.

Example: A search for “porpoise” Or “trends” finds all
references that include either term.
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Search Tips

Not finds all references containing the preceding term(s) and
then omits references that contain the subsequent term.
“Not” narrows search results.

Example: A search for “porpoise” Not “trends” finds all
references including “porpoise,” excluding any porpoise
references that mentioned trends.

You can use these operators (“And,” “Or,” and “Not”) in
sequence with as many search lines as necessary to build your
search strategy.

Items in combination searches are executed from the top to the
bottom of the Search window. For example, if you have entered
four search lines in the Search window, Reference Manager
carries out the search by combining the results of the first two
lines with the third search line. Those results are combined with
the fourth search line to produce the final search results.

Connecting Terms Within a Search Line

You can also use the logical, or Boolean, connectors on the same
search line.

If you are searching for multiple terms in the same field, you can
type all of the terms in the same parameter box. Between terms,
click the logical connector buttons on the toolbar to insert the
connector at the cursor. In most cases, curly braces appear
around each search term you have entered, in order to separate
and identify your terms.

When you use the Popup Browser to select multiple terms for a
parameter, Reference Manager displays a dialog for you to
choose a logical connector to insert between each term.

Searching for Partial Words

To search for partial words in indexed fields (keywords,
periodicals, and authors), add an asterisk to the end of a term.
The asterisk acts as a wildcard, and represents any number of
characters. Search results will include all words that begin with
the letters you entered, regardless of what comes after.

For example, a search for the keyword “leu*” could match
“leukemia,” leucopoenia,” “leukocyte,” and leukotriene.”

When searching non-indexed fields (such as Title, Notes,
Abstract, or Address), an asterisk is implied. Do not add an
asterisk unless you are actually searching for that character
within your references.
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Searching for Whole Words

When searching in indexed fields (keywords, periodicals, and
authors), Reference Manager looks for whole words.

Non-indexed fields (such as Title, Notes, Abstract, or Address)
assume a wildcard at the end of the term. To search these fields
for a whole word, enter the word followed by a space. For
example, to retrieve references that contain the complete word
“local,” enter the term “local” followed by a space.

When you search for the whole word followed by a space, any
other words that start with the text “local,” such as localization,
are not included in the search results.

Searching for Phrases

To search for a phrase in indexed fields, enter the complete term
as it appears in a browse list, or add an asterisk at the end of the
parameter.

For non-indexed fields, simply enter the text and search, as an
asterisk is assumed at the end of the parameter.

Searching for Non-English Characters

You can search for non-English characters in the authors,
keywords, titles, and notes fields. Letters such as é, {i and 1 match
those letters exactly. Thus, a search for “résumé” will not find
“resume.” See “Entering Special Characters” on page 125 for

information about entering diacritics.

To retrieve characters such as an asterisk or curly bracket in an
indexed field, precede the character with a forward slash. For
example, to search for an asterisk, type “\*”.

Searching for a Group or Range of Items

In the Date, Publication year, and Reference ID fields, you can
search for one item, a group of items, or a range of items.

To search for several, non-contiguous items, use commas
between the items. For example, you could search for the years
”1990,1993,1998”. Do not include a space after the commas in the
list.

To search for a range of items, use a hyphen. For example, you
could search for a range of years, “2000-2004".

Searching Multiple Databases

To allow searching across multiple databases, apply the same
Database Sort Order to all databases. If your databases have
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different sort orders applied, searching across All Databases is
not available as an option.

NOTE: Set sort orders on the Retrieval tab of the Options dialog. See
“Retrieval Options” on page 486 for more information.

Finding Empty Fields
To find empty indexed fields:

1. In the first search line, select Ref ID as the field and then
enter an asterisk (*) as the parameter.

2. Inthesecond search line, select the NOT connector, select the
indexed field you want to search, and enter an asterisk (*) as
the parameter.

This example shows a search for empty Author fields:

Sample +|[" Internet search dh EED EM IE

Connector| Field | Parameter |Results| ~
Ref 1D * 155

NOT Authors ® 2 v

To find empty non-indexed fields (such as Title, Notes, Abstract,
or Address):

1. In the first search line, select Ref ID as the field and then
enter an asterisk (*) as the parameter.

2. Inthesecond search line, select the NOT connector, select the
field that you want to search, and type the letters A, E, I, O,
and U into the Parameter field, clicking the OR button on the
toolbar between each letter. Reference Manager
automatically surrounds your search letters with curly
braces, and assumes an asterisk after each letter
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This example shows a search for references that do not include
text in the Notes field.

&% Search

Sample +|[" Internet search dh EED EM IE

Connector| Field | Parameter |Results| ~
Ref 1D * 155

NOT Notes {A} OR {E} OR {I} OR {0} OR {U} 33| |~

NOTE: This method of searching works well for text written in English,
but may not be effective for text written in other languages.

Adding or
Deleting
Search Lines

Customizing
the Field List
and Reference
Sort Order

Highlighting
Search Terms

You can add or delete search lines using the Insert Parameter and
Delete Parameter buttons on the Search toolbar.

adds a new search line to the list, above the
line where the cursor is currently located.

Insert Parameter

Delete Parameter removes the search line where the cursor is
currently located.

Move between search items by pressing the TAB key to go
forward and SHIFT+TAB to go backward. You can also click with
the mouse in the desired search item to select it.

By default the Field column lists every Reference Manager field
plus some combination fields. You can customize this list by
limiting the number of fields listed, assigning custom names to
the fields (such as “Journal” instead of “Periodical”),
determining the order of the fields, and assigning shortcut keys
to fields. You can also determine the reference sort order used on
the Retrieved tab.

To access these Retrieval settings, go to the Tools menu, choose
Options, and click the Retrieval tab. For more information about
these settings, see “Retrieval Options” on page 486.

On the Retrieved tab that lists your search results, Reference
Manager can highlight the text that matched your search criteria
in an Output Style Display in the top pane of the window. This
displays the currently highlighted reference.

Use the View menu to toggle between the Standard Display and
the Output Style Display. If you already have an output style
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Removing the
Retrieved Tab

Managing
Search
Strategies

selected that displays the search field, you will see the search
term in bold type.

If you do not see the search term in the Output Style Display:

1. From the Tools menu, choose Options.

2. On the General tab, under Reference Display, select Output
Style Display.

3. Then, in the same section, select the output style you want to
use to format references. Select a style that displays the
field(s) you were searching.

The Retrieved tab is closed and reset when you close Reference
Manager. However, you may want to remove this tab while still
working in your database.

To remove the retrieved references tab:

1. Click on the Retrieved tab to activate it. (The active tab
appears in bold text.)

2. Right-click on the Reference List pane to display a shortcut
menu, and select Close Retrieved Reference List.

The Strategy Files button on the Search toolbar allows you to save
the settings currently in the Search window and recall them for
later use. Most of the options in the Search window are saved,
including the search terms; however, the target of the search (the
Reference Manager database or remote database) is not saved.

To save a search strategy:
1. Configure the Search window as you would like.

2. Click the Strategy Files button on the Search toolbar to
display the list of saved strategies.

r B

Search Strategy |

Current Strategy

Save

Cloze

Help

el D
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3. Click Save to save the current search strategy.

=

Save Search Strategy

Search Strategy Mame

|
oK | Cancel |

4. Type a name for the strategy and click OK.

Search strategy files are saved in the Application Data\lSI
ResearchSoft\RefMan folder in your Windows Documents and
Settings folder. Reference Manager will look in this RefMan
folder when you choose to Load a saved search. Reference
Manager search strategy files use “.prm” as the file name
extension.

To load a saved search strategy:

1. With the Search window open, click the Strategy Files button
on the toolbar.

2. In the dialog that appears, select a search strategy in the list
of saved strategies, and click Load.

3. The contents and settings of the Search window change to
reflect the saved search strategy. Click the Start Search icon
to initiate the search.

To delete a search strategy:

1. With the Search window open, click the Strategy Files button
on the toolbar.

2. In the dialog that appears, select a search strategy in the list
of saved strategies, and click Delete.

To edit a search strategy:

1. With the Search window open, click the Strategy Files button
on the toolbar.

2. In the dialog that appears, select the search strategy you
wish to edit in the list of saved strategies, and click Load.

®

Make any changes you wish to the search strategy.

-

Click the Strategy Files button on the toolbar to display the
Search Strategies dialog.

5. Click Save.
6. Under Search Strategy Name, type the name of the strategy.
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You can type the same name as the original strategy in order
to replace it.

7. When asked whether to overwrite the existing file, click OK.

Saving Subsets with Reference Indexes

You can create a Reference Index from within a database in order
to save a subset of references. You can easily find the group of
references later, and you can limit certain operations to only the
subset of references.

You can mark the references retrieved by a complicated search
and save them in a reference index. Or, use a Reference Index to
save a collection of references that are not easily retrieved by
searching. You can scroll through a database reference list and
“hand pick” references by marking them one-by-one before
saving the group of marked references to a Reference Index.

As with many operations in Reference Manager, you can create
a Reference Index from Highlighted references, Marked
references, Unmarked references, or All references in the list. In
most cases, it is easiest to mark the references you want to add to
a group.

A Reference Index contains “pointers” to references in your
databases. It does not contain actual references, but contains a
list of reference IDs. When you delete a Reference Index, the
actual references in your database are not deleted.

To create a new Reference Index:
1. Mark the references you want contained in the group.

Marked references are designated by a check mark in the first
column of the reference list.

You can use the Mark All command on the Edit menu to mark
all references in the current reference list (such as all
references on the Retrieval tab after searching the database).
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8.

From the References menu, choose Reference Index.

=

Reference Index

Reference Selection Reference Index
Sample - Mew
+ Highlighted references]
" Marked reference(s)

" Unmarked reference(s]

. Hel
™ All references in list =t

[

il

Cloze

In the Reference Selection drop-down list, select the
reference list that contains the references you want to add to
the Reference Index.

Click the appropriate option button to indicate which
references to add to the group (we recommend using Marked
references).

Click New.

=

New Reference Index

Reference Index Mame

|
(] 8 | Cancel |

Type a name for the Reference Index you are creating, and
click OK. The new, empty Reference Index is now listed in
the Reference Index list.

In the Reference Selection box, click Add to add the selected
references to the new Reference Index.

At the confirmation screens, click Yes, and then OK.
Click Close.

See page 231 for information about how to retrieve this group of
references.
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To add references to or replace references in a Reference Index:

1.

Mark the references you want added to the group.

2. From the References menu, choose Reference Index.

=

Reference Index

Reference Selection Reference Index
Sample - Eehavior of Dolphing
My Favorites
(+ Highlighted reference(s) Clear

" Marked reference(s) T
elete

" Unmarked reference(s]

. Hel
™ All references in list =t

Add

AR,

Cloze

In the Reference Selection drop-down list, select the
reference list that contains the references you want to add to
the Reference Index.

Click the appropriate option button to indicate which
references to add to the group (we recommend using Marked
references).

In the Reference Index list, highlight the name of the list to
receive the references.

If you want to replace the current references found in the
Reference Index with the new set of selected references, click
the Clear button to first empty the highlighted list.

Click Add to add the selected references to the existing
Reference Index.

Click Close.
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To retrieve references using a Reference Index:
1. From the References menu, choose Search References.

2. In the Field column, browse the list and select Reference
Index.

&% Search
Sample +|[" Internet search dh EED EM IE

Connector| Field | Parameter |Results| ~
|All Indexed Fie ~|

Pub Place -
Publisher

Ref ID |
‘Reference Index
RefType —
Related Links
Reprint Stat
Start Page
Title, primary —
Title, secondary —
Title, series v

Click in the Parameter column.

4. Click the Browse icon on the toolbar or press F3 to display a
list of Reference Indexes found in the database.

5. Double click on the name of your Reference Index to insert it
in the Parameter box.

6. Click the Start Search toolbar button or press ENTER.

The references found with the Reference Index appear in a
Reference List window on a Retrieved tab.

Now, you can perform operations on just this subset of
references—for example, you could perform a Find and Replace,
create a Subject Bibliography, or copy the references to a new
database.
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To delete a Reference Index:

1. From the References menu, choose Reference Index.

r B

Reference Index f@
Reference Selection Reference Index
Sample - Behavior of Dalphins Mew
My Favorites
(+ Highlighted reference(s) Clear

" Marked reference(s) T
elete

" Unmarked reference(s]

. Hel
™ All references in list g

Add

Cloze

2. Highlight the name of the Reference Index.
3. Click Delete.

The Reference Index is deleted, but the references themselves are
still in the database.

Finding Duplicate References

When you are importing references from various sources, it is
easy to inadvertently end up with duplicates of the same
reference.

You can search for duplicates of an individual reference, or scan
for any duplicates. You can compare references against a
selected database or all databases. You can also set automatic
duplicate checking for data entry.

NOTE: Databases created with an older version of Reference Manager
can be opened, but are not included in a duplicate search. You would
first need to convert the database to the current file format.

Setting Before you run a duplicate search, determine these two things:
Duplicate ¢ Should you search only the current database or all
Search databases? All Databases includes all open databases.
Options ¢ Which fields should you compare between records?

One reference could contain a Note, while another version of
the same reference could have an empty Note field. Compare
only critical fields that are likely to contain consistent text.
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Checking for
Duplicates at
Data Entry

Checking for
Duplicates
when
Importing

These settings can be reviewed or changed by going to the Tools
menu, choosing Options, and clicking on the Duplicate Search
tab.

r

=
Options g|
General ] Retrieval ] Import ] Reference Edit ]
Duplicate Search l Attachments ] Intemet Search ]
Fields to Compare : Ref Type Options

Mo options available

[CJRef ID
[w] Title, primary

[w] Authors, primany™

Date, primary™

[1Motes

[ Keywords™

[ Reprint

[]5tart Page

[1End Page

Periodical™ v
“Fast Search

Check for Duplicate References

" In Selected Database * In All Databases
Mote: Changes will be reflected in the Reference Edit Options

QK | Cancel | | Help |

For more information about these options, see “Duplicate Search
Options” on page 493.

Reference Manager can check for duplicates each time you save
a new or edited reference.

To set automatic duplicate checking:

1. From the Tools menu, select Options and click on the
Reference Edit tab.

2. Under Automatic Settings, select “Check for Duplicate
References.”

3. Select a button to either check for duplicates in only the
selected database or in all open databases.

Now, when you enter or edit a reference and click Save,
Reference Manager will warn you if there is a possible duplicate.

To set Reference Manager to check for duplicate references when
importing from outside sources, see “Duplicate References” on
page 490.
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Finding a
Duplicate of
an Individual
Reference

You can compare an individual reference to all references in a
single database or to all references in all databases.

To check an individual reference for duplicates:

1.
2.

Open the database you wish to search for duplicates.

If you want to change or verify duplicate search options, go
to the Tools menu, choose Options, and click on the Duplicate
Search tab (this is described under “Setting Duplicate Search
Options” on page 232).

Locate the reference you want to compare for duplicates, and
highlight the reference in the Reference List window (or
open the reference).

From the References menu, select Check for Duplicates.

If duplicates are found, you will be asked whether you want
to view them. Click Yes.

¢ If a single duplicate reference is found, Reference
Manager displays the duplicate in a Reference Window
for editing.

¢ If multiple duplicate references are found, they all
(including the original) appear in a reference list on a
Duplicates tab. The Duplicates tab is temporary, and
contains only those duplicate references found in the last
duplicate search.

If you searched multiple databases, duplicate references
could be from different databases. As you click on a
reference, the database name appears in the title bar.

Some suggestions for working with duplicate references:

¢  You can print the references and then use the paper copy to

make sure that the references listed as duplicates are actually
duplicates.

If you want to wait, and view duplicate references later, you
can add a keyword to the references in the list and search for
them later.

To compare duplicate references onscreen, highlight a set of
duplicates in the record list and then choose Open and Tile
from the References menu to open and display the references
next to each other onscreen. You can scroll through the
references, comparing them field by field, and Copy and
Paste text between the references.
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Finding All
Possible
Duplicates

You can search an individual database or list for any duplicates
or search all databases for any duplicates.

To check one or all databases for duplicates:

1.

Open the database(s) you wish to search for duplicate
references.

From the Tools menu, go to the Batch Operations submenu and
select Duplicate Search.

r 5]

Batch Duplicate Search @I

Fieference List to Compare

|Sample j

Compare againzt all databases oz
Reference Range Options
Start: |1 Help

End:  [190

Frogress

CheckedRief. |0

Rief. ID |

Duplicates Found |D

In the Reference List to Compare section, use the drop-down
list to select the databases to search for duplicates.

You may be able to search: a selected database, All
Databases, the Retrieved tab, or the Imported Reference List
tab.

To search all references found in the selected database(s) or
tab, leave the default settings in the Start and End text boxes.
If you want to limit the search, you can type a starting and
ending reference ID.

If you want to change or verify duplicate search options,
click Options. You can determine which databases to
compare and which fields to compare.

These options are described under “Setting Duplicate Search
Options” on page 232, and are the same options that appear
on the Tools>Options> Duplicate Search tab.

Click Search.

¢ You can stop the search at any time by clicking Cancel.
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Deleting
Duplicate
References

¢ When the search is complete, you can view duplicate
references on a Duplicates tab.

2. Reference List - Dolphins Database: Journal Reference ID BAIRD1993 g@@
Ref Type* Journal -
Ref ID* BAIRD1253
Title Status of the bottle-nosed-dolphin, tursiops-truncatus, with special
reference to Canada
Authors Baird B Walters E.L.; Stacey P.J,; w
[RefID  [Authors Title -
[~ 86 Angel H. Life in the oceans: the spectacular world of whales, dolphing
[~ 86 Angel H. Life in the oceans: the spectacular world of whales, dolphing
- 54 AU MWW L Application of the reverberation-limited form of the sonar equ
- 54 AU MWW L Application of the reverberation-limited form of the sonar equ
- 4 Baird R\ Status of the bottle-nosed-dolphin, tursiops-truncatus, with ¢
- 4 Baird R\ Status of the bottle-nosed-dolphin, tursiops-truncatus, with ¢
- BAIRD aird R Status of the bottle-nosed-dolphin, tursiops-truncatus h 4

I <[ » [\ 5ample £Dolphins jDuplicates [ . b

0 Marked Reference 7 of 7

The Duplicates tab is temporary, and contains only those
duplicate references found in the last duplicate search.

If you searched multiple databases, duplicate references could
be from different databases. As you click on a reference, the
database name appears in the title bar.

Some suggestions for working with duplicate references:

¢

You can print the references and then use the paper copy to
make sure that the references listed as duplicates are actually
duplicates. Choose an output style that includes enough
fields in each reference type to help you compare the
references. It is a good idea to include the reference ID.

If you want to wait, and view duplicate references later, you
can add a keyword to the references in the list and search for
them later.

To compare duplicate references onscreen, highlight a set of
duplicates in the record list and then choose Open and Tile
from the References menu to open and display the references
next to each other onscreen. You can scroll through the
references, comparing them field by field, and Copy and
Paste text between the references.

To delete a single duplicate reference:

In the case of a single duplicate, where the reference is displayed
in an active Reference Window for editing, go to the References
Menu and choose Delete.
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Combining
Duplicate
References

To delete duplicate references on the Duplicates tab:

1.
2.

Click on the Duplicates tab to make sure it is the active list.

Mark the reference(s) to delete. (If it is easier, you can mark
only those references that you want to save.)

Remember that the Duplicates tab lists both the original
entry and duplicates, so you likely want to keep one version
of each reference.

If you searched multiple databases, duplicate references
could be from different databases. As you click on a
reference, the database name appears in the title bar.

From the References menu, choose Delete. (Or, you could
right-click to display a context-sensitive menu and choose
Delete.)

Verify that you want to delete either the Marked References
or the Unmarked References and click OK.

In the confirmation dialog, click Yes to verify each deletion,
or click Yes to All to delete all of the references you selected
for deletion.

You may find that two duplicate references each contain unique
information that you would like to merge into a single reference.
While the references may have the same basic bibliographic
information, one may include an extensive Abstract, while the
other may include a complete Keyword list.

You can combine two references by copying the unique fields of
information from one reference into the other.

To combine duplicate references:

1.

Determine which reference you want to keep, and which
reference you will copy fields from and delete.

Highlight the duplicate reference whose fields you wish to
copy.
From the Edit menu, choose Copy.

Highlight the other duplicate reference (the one you plan to
keep).
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5. From the Edit menu, choose Paste Special.

r 5]

Paste Special g|

Fi Fieference on clipboard:

t 0 H. Angel. Life in the oceans: the
[]address spectacular world of whales, dolphins,
[ Authars” giant squids, sharks and other
[ Availability unusual sea creatures,

[]Boak Title” London:Octopus Books, 1976.
[ City™

[1Date Accessed”

[1Edition

[1Editors

[1End Page

[ 1Filetttachment

[1lmage(z) 3

* Field contains data.

| cancel | ncldear | Excugear [ Hep |

6. Under Fields to Paste, select the check box for each field you
want to copy from the first reference into the second
reference.

You can use the Include All or Exclude All buttons to quickly
select all or none of the fields, and then click on individual
fields to include or exclude them.

7. Click Paste. (The Paste button is dim until at least one field is
selected.)

8. Highlight the first reference, right click to display a shortcut
menu, and select Delete.

9. Make sure Highlighted References is selected and click Yes to
confirm the deletion.

Changing Text in References

Global editing commands make it easy to keep your reference
data consistent. Find and Replace, Move Field, and Copy Field are
available from the Edit menu.

NOTE: Because global commands can affect references throughout the
database, you can access these commands only when you open a
database with Read-Write Exclusive access. See “Opening a
Database” on page 95.

WARNING: Be sure that you have a current backup of your database;
these operations cannot be undone with the Undo command.

Chapter 8: Managing References



How Global
Editing
Commands
Can Help

Find and
Replace

The global editing commands can help you:

¢ Correct consistently misspelled words: Use Find and Replace
to search for the misspelled term and replace it with the
correct spelling.

¢ Mark the result of a search for easy retrieval: If you have
developed a complex search to locate a set of references, use
Copy Field to add a unique keyword to those references, so
that the next time you want to retrieve that set, you can just
search for the keyword.

¢ Date or label a set of imported references: It can be useful
to add the date or source of data to a batch of newly imported
references. The imported references are displayed on an
Imported References tab after importing. At this point, use
Copy Field to add a word or phrase to any field in just those
references.

¢ Move fields of information in a set of imported references:
Maybe your import filter or connection file consistently sent
Note information to the Abstract field. Use Move Field to cut
all information from the Abstract field and move it into the
Note field. (Don’t forget to update your filter or connection
file so it directs information to the correct field next time!)

Use Find and Replace to find and replace text in non-indexed
fields. If you want to replace terms in indexed fields, use the
Term Manager.

You can replace text in an open database, in all open databases,
or in references listed on a Retrieved, Imported, or Duplicates
tab (if any).

NOTE: This global command requires that you open the database with
Read-Write Exclusive access. See “Opening a Database” on page 95.

WARNING: You cannot undo the results of the Find and Replace
command. Make sure you have a backup before making changes.

To find and replace text in your references:

1. Decide which references you want Reference Manager to
scan when it looks for text to change. Select the appropriate
reference list tab. You may want to highlight references or
mark references.
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2. From the Edit menu, choose Find and Replace.

| Find/Replace gr
Find Text: |
Feplace 'With: |
Faont Greek | Symbal |
Fieference List: |sample j
Mon-Indexed Fields to Search Feplace Options

™ Match whale word only

I~ Match case
End Page Replace in
:;ngﬂ?’[ISS]BN + Highlighted references]
lzsue C
Link to Fulltext b " Unmarked referencels)

Include &l Exclude Al ™ All references in list
QK | Cancel | Help |

3. In the Find Text box, type the text you want to find.

Or, you could highlight text before opening this dialog to
have the text appear in the Find Text box.

You can use these buttons when typing text into the Find
Text and Replace With boxes:

¢ To change the font or style: Highlight the text to change
and click Font. If you are inserting a special character,
such as a WingDing character, change the font before
you insert the symbol.

¢ To insert Greek characters: Click Greek to toggle Greek
characters on or off.

¢ To insert a Symbol: Click Symbol.
4. In the Replace With box, type the replacement text.

In the Reference List drop-down, select the Reference List tab
in which you want to search and replace text.

You can replace text in an open database, in all open
databases, or in references listed on a Retrieved, Imported, or
Duplicates tab (if any).

6. In the Non-Indexed fields to search box, select the fields to
search.

You can use the Include All or Exclude All buttons to quickly
select or deselect all of the fields.
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Copy Fields

7. Under Replace Options, check or uncheck the “Match whole
word only” and “Match case” boxes as appropriate.

8. In the “Replace in” section, select the button to indicate the
references in which you want to find and replace text.

9. Click OK.

r B

Confirm Find/Replace g|

Find: |
Feplace 'With: |

Inthe Field(s): |Abstract; Address; Availabilty; End Page; &
Image(s]; 1SSNASEN; lssue; Link to Full-
text ; Link To PDF; Misc 1: Misc 2 Mise 3,

Feplace | Cancel | Help |

10. Verify the settings, and click Replace to begin finding and
replacing text.

Use the Copy Field command to copy text from a field in one
reference to the same field in a group of references. For example,
you may want to copy a keyword to a group of imported
references.

NOTE: This global command requires that you open the database with
Read-Write Exclusive access. See “Opening a Database” on page 95

WARNING: This operation cannot be undone, so make sure you have
a backup copy of your database before making changes.

To copy the contents of one field to the same field in selected
references:

1. Determine which references you want to receive text.
Display them in a Reference List window and highlight or
mark the references you want to change.

2. Inarecord, highlight the text you want to copy, such as a
keyword. Or, to copy an entire field, just click in the field to
make it active. If you are adding a new keyword to imported
references, you can type the new keyword and then highlight
it.
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3. From the Edit menu, choose Copy Field.

r =
Copy Field 3
Copy field data Copy |
Field data

Sailing o
Help

to copy:

Tofield:  Abstract

Reference list: | EElaE
Fieferences options Field options
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" Ovenarite existing data
@+ |nmarked reference(s] O Ay i Ak

™ All references in list

Under Copy field data, Reference Manager displays the Field
data to copy. It also shows the name of the field you are
copying text from and into.

Next to Reference list, select the Reference List tab that
contains the references you want to modify.

You can copy field text to a single database, to all databases,
or to the Retrieved, Imported, or Duplicates tabs (if any).

Under References options, select the button indicating the
destination references.

Under Field options, select a button to indicate what to do if
data is being copied to fields that already contain text:

¢ Overwrite existing data (replace it), or

¢ Append to existing data (add it to the end of the existing
text).

This option is not available for all fields. It is available if you
are moving data in the Titles, Notes, Abstract, Publisher,
Publication Place, Volume, Issue, Start Page, End Page,
ISSN/ISBN, Availability, Misc, and User Defined fields. Text
is appended to all other fields.

Click Copy.

On the confirmation dialog, click Yes or Yes to All to start
copying text.
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Move Fields

Use the Move Field command to move the entire contents of one
field to another field within a group of references. For example,
you may need to move abstract text from the Notes field to the
Abstract field in some references.

If you want to move field data within a single reference, or
between only two references, it may be easier to use drag-and-

drop.

NOTE: This global command requires that you open the database with
Read-Write Exclusive access. See “Opening a Database” on page 95

WARNING: This operation cannot be undone, so make sure you have
a backup copy of your database before making changes.

To move the contents of one field to another:

1. Determine which references you want to modify. Display
them in a Reference List window and highlight or mark the
references you want to change.

2. From the Edit menu, choose Move Field.

r =]
Move Field g|
Move field data
From field: |[REES

To field: |Abstract hd

Reference list: |sample j
Fieferences options Field options

" Highli " .
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" Marked ref L
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™ All references in list

3. In the From field box, select the field that contains the text
you want to move. The field names in the list are the Generic
field names.

4. In the To field box, select the field to receive the text.

There may be a limited list of fields available, since the field
list depends on the source field. You can only move data
between similar field types (for example, from Notes to
Abstract).
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For references found in a reference type that does not contain
the field selected here, the field text will not be moved.

5. Next to Reference list, select the Reference List tab that
contains the references you want to modify.

You can move field text in a single database, in all databases,
or in the Retrieved, Imported, or Duplicates tabs (if any).

6. Under References options, select a button to indicate the
references in which you want to move field text.

7. Under Field options, select a button to indicate what to do if
data is being moved to fields that already contain text:

¢ Overwrite existing data (replace it), or

¢ Append to existing data (add it to the end of the existing
text).

This option is not available for all fields. It is available if you
are moving data in the Titles, Notes, Abstract, Publisher,
Publication Place, Volume, Issue, Start Page, End Page,
ISSN/ISBN, Availability, Misc, and User Defined fields. Text
is appended to all other fields.

8. Click Mowe.

9. On the confirmation dialog, click Yes or Yes to All to start
moving data.

Sorting the Database

The Database Sort Order provides a way to arrange all references
in the Reference List window. It also affects the order of
information in browse lists, like the Keywords list.

NOTE: If you plan to use operations across multiple databases, such
as searching or global editing, all of your databases must have the
same sort order applied.

Selecting the
Field Sort
Order

To change to sort order on a Retrieved tab, see “Default Sort” on
page 488.

Reference Manager databases are typically sorted by the first
author’s last name, then the primary date. When you add a new
reference, or modify an existing reference, Reference Manager
automatically files it in this order.
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To temporarily sort references with column headings:

¢ Click once on a column heading to sort by that column in
ascending order.

¢ Click the column heading a second time to sort in descending
order.

The column of check boxes for marking records sorts in marked
or unmarked order. The sort level after marked or unmarked
depends on the previous sort order.

When you close the database, it reverts back to the default sort
order.

To change the default sort order for new databases or an
existing database:

NOTE: To change the sort order of an existing database, you must first
open the database with Read-Write Exclusive access rights. See
“Opening a Database” on page 95.

1. From the Tools menu, choose Change Database Sort Order.

=

Change Database Sort Order
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Default Reference Sort m

J + Azcending

Sort by |Auth0rs, primary ‘® Diesezneg Help
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Then by |<N0ne> ~ D i
escending

Text Sort
% Character Set Sort (RM 8 compatible]

" System-dependent Word Sort
™ International Word Sort |General j

Frogress

2. Under Database to Change, select the name of the database
whose sort order you wish to change. Or, to change the
setting for new databases that you create, select “Default
settings for new databases.”

3. Under Default Reference Sort, use the drop-down lists to
select the first, second, and third sort fields. You do not have
to use all levels; you can set a level to “None.”
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Character
Sorting

4. Next to each sort level, select either the ascending or
descending sort button.

5. Under Default Text Sort, select an option for text sorting.
These options are described next, under “Character Sorting.”

6. Click Sort.

When you change an existing database, the new sort order is
remembered until the database is again opened with Read-Write
Exclusive access and a new database sort order is applied.

There are three possible text sorting methods on the Change
Database Sort Order dialog (described in the previous topic).
These determine how text is compared, often character-by-
character, between records.

¢ Character Set Sort, which is the default, is the simplest

¢ System-dependent Word Sort should be chosen only if one of
the other two options does not work for you, as it may
compromise the portability and sharing of databases

¢ International Word Sort is the best for language-specific
sorting of special characters along with database portability

Each of these is discussed further in the following sections.

Character Set Sort

The Character Set Sort is Reference Manager’s default character
sort order, and is the most simple sort choice.

The advantages of using this sort order are:

¢ You can use the database on other computers that use a
different version of the Windows operating system.

¢ This character sort was used by older versions of Reference
Manager.

This sort order may not be a good choice for you if you use many
diacritics and other special characters within your text.

The Character Set Sort sorts text on a character-by-character
basis. Diacritics, ligatures, and compressions are sorted after
English language characters. For example:

cot, cote, cot, late

If you used one of the other character sort methods, the sort
order would change to this:

cot, cbt, cote, late
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System-dependent Word Sort

The System-dependent Word Sort bases the sort order on
Windows Regional Settings. It is not a simple character-by-
character sort.

When you apply a System-dependent Word Sort to a database,
you cannot safely move the database from your computer to one
that uses a different version of Windows or a different locale
setting. Each time you moved the database, you would need to
rebuild it (which would resort the references and indexes). Not
rebuilding the database could result in a damaged database.

Use the System-dependent Word Sort if you need to accurately
sort diacritics and other special characters, but the specific
language sort you need is not available under International
Word Sort.

International Word Sort

The International Word Sort applies language-specific sorting
that stays with the database, so that you can safely move the
database from one Windows system to another.

This sorting method is based on tables and algorithms built into
the Reference Manager program. For this release it handles
diacritics, ligatures, etc., for these languages:

¢ General: Dutch, English, German, Indonesian, Italian,
Portuguese, and modern Spanish

Czech

Danish and Norwegian
Finnish and Swedish
French

Polish

Russian (Cyrillic)
Spanish (Traditional)
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Merging Databases

There are two ways to merge databases: drag and drop
references from one database to another, or copy references from
one database to another.

NOTE: Before merging databases, it is a good idea to make a backup
copy of both databases.
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Using Drag
and Drop

Copying
References in
Databases

Drag and drop does not copy references from one database to
another. It moves references, so that they no longer exist in the
original database.

To move references from one database to another:
1. Open both databases.

2. Highlight the references you want to move on one database
tab (hold down the CTRL key to select non-consecutive
references; use the SHIFT key to select a range), and use the
mouse to drag the selection to the database name on the
other tab.

The selected references are moved to the database where they are
“dropped.”

To copy references from one database to another:
1. Open both databases.

2. In the Reference List window, select the reference(s) you
want to copy by either highlighting or marking the
references. Do not open the references.

NOTE: See “Selecting References” on page 213 for more information
about highlighting or marking references.

From the References menu, choose Copy Between Databases.

4. Choose the option indicating which records to copy from the
Source Database: Selected References, Marked References,
Unmarked References, or All References.

5. Confirm the database that will receive the copied references.

6. If desired, select the option to mark the copied references.

Linking References to Files and Websites

Reference Manager provides several fields allowing you to link
to URLs, PDF files, full text documents, other related files, and
image files:

Web/URL

File Attachments

Link to Full-text

Related Links

Image(s)
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These fields are indicated in a reference by a Link icon:

For information about linking URLs and files and about opening
linked URL s or files, see “File Attachments” on page 131 and
“Additional Linkable Fields” on page 135.

ISI Web of Knowledge Links

References downloaded from the ISI Web of Knowledge include
an identifier to refer back to the original Web of Knowledge
reference. With a reference open or selected, go to the References
menu and select ISI Web of Knowledge Link to go to that reference
in the ISI Web of Knowledge.

Finding Related Online References

Highlight a reference and use the OpenlURL Record Link
command on the References menu to start your default web
browser and display related record links in the browser window.

OpenURL Record Link connects to an OpenURL standard syntax
server and uses Reference Manager’s OpenURL preferences
along with data in your Reference Manager record to find related
online references.

NOTE: This command has no relation to the Web/URL field found in
Reference Manager references or to the Link to command on the
References menu.

To enable this feature, and find out what preferences are
available, see “Internet Search Options” on page 496.

Data Visualization

Data Visualization (or Information Visualization) is the direct
visual representation of selected features or elements of complex
multi-dimensional text, image, sound, voice, video, or numerical
data. Data visual analysis software provides tools to interact
with data that has been visualized. Users with access to data
visual analysis software, such as OmniViz, can use Reference
Manager’s Tools>Data Visualization command to access
Reference Manager data in a new way.

OmniViz data visualization tools, which allow for direct
importing of Reference Manager files, give you the capability to
combine and analyze numeric, text, categorical and sequence
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data from a variety of sources. Tools for clustering collections of
text documents and combined data sets are also included. For
more information, contact OmniViz, Inc. at their website:
http:/ /www. omniviz.com.

To turn on the Data Visualization feature:

1. Make sure you have a Data Visualization software
application installed on your computer (such as OmniViz,
RefViz, etc.).

2. In the Reference Manager folder, start the CONFIGURE
DATAVIZ application.

3. Follow the prompts to select the location of your Data
Visualization program.

4. Click Finish.

The Data Visualization command should now be active on the
Tools menu in Reference Manager.

To export data from your Reference Manager database to Data
Visualization software:

1. Open a Reference Manager database.
2. Select the RIS Export output style.
3. From the Tools menu, select Data Visualization.

This launches your Data Visualization software to run a
visualization of the text included in your database. Depending
on the size of your database, visualization may take several
minutes.

NOTE: Data Visualization is most useful when most of your records
contain information in the Abstract field.
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Overview

Introduction to Term Lists

Reference Manager’s term lists store keywords, periodical
names, and author names. You can use these stored terms when
entering references to improve consistency and accuracy of
information in your database. You can use them for quick
searching, too. You can also use the Journals term list to store
abbreviated journal names that Reference Manager can
substitute for the full journal name in a bibliography.

Use the Term Manager to edit, add, replace, and delete terms in
your database.

To get a general sense of how the term lists work, here’s a brief
overview of how term lists can be built and used for someone
with a new Reference Manager database.

Term Lists are Automatically Maintained

When you create a new Reference Manager database, there are
three empty term lists already set up and ready for you to use:
Keywords, Periodicals, and Authors.

These lists are already linked to their corresponding fields: the
Keywords term list is linked to the Keywords field, the
Periodicals term list is linked to the Periodical field (which is also
the Journal Name, Magazine Name, and Newspaper field), and
the Authors term list is linked to the Author, Primary; Author,
Secondary; and Author, Series fields.

As you enter new references into your database (whether by
typing, importing, or pasting them) Reference Manager updates
the term lists automatically so that the Keywords, Periodicals,
and Authors lists include all of the keywords, periodical names,
and author names entered into your references.

Term Lists Help With Data Entry

When you use the New command from the References menu to
create new references, you will notice two other features
associated with the term lists. As you begin entering an author
name, Reference Manager attempts to complete the name for you
by suggesting the closest matching name in the Authors term
list. If you enter a new name that is not already in your Author
list, the name appears in blue text to indicate that it is a new
addition to the term list. When you close or save the reference,
that new term is added to the list.
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Important
Points About
Term Lists

Term Lists Help With Searching

When you are searching an indexed field for references, you can
browse a term list to pick the exact term or name for which to
search.

The following list includes useful information about term lists.
These points are covered in more detail later in the chapter.

¢ Term lists are stored with the database and therefore are
specific to only that database.

A database must be open before you can edit its term lists.
There is no limit to the number of terms in a term list.

One term can be up to 253 characters long.

Terms can be copied from one list and pasted into another.

Entire term lists can be exported and imported.

® & & & o o

By default, term lists are automatically updated from the
terms entered in your references. New terms appear in blue
text in the Reference window. (The text highlighting feature
may be turned off using Reference Manager’s Options.)

¢ Term lists are “linked” to specific fields so that Reference
Manager associates the correct term list with the field you
are editing. Reference Manager will suggest the closest
matching term as you type in a reference.

¢ The Periodicals term list stores various forms of periodical,
journal, magazine, and newspaper names that can be used
when creating bibliographies. Reference Manager provides
three Journals lists (Humanities, Medical, and Chemistry)
that can be imported for use with your Reference Manager
databases.

NOTE: Because changes to term lists can affect references throughout
the database, you can make changes with the Term Manager only when
you open a database with Read-Write Exclusive access.

The Term Manager Window

Term Manager allows you to easily work with terms in your
database. You can edit authors, keywords, and periodical names.
This section introduces you to the Term Manager window and
toolbar.
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Overview of the Term Manager Window
The Term Manager window contains the following components:
The left side of the Term Manager window contains a tab for each

of the three term lists. As you click a tab, the term list below the
tab is updated with the terms found in that list.

The right side of the window displays synonyms, if any, for the
highlighted term. You can enter up to 255 synonyms for each
keyword or author name, and three synonyms for each
periodical name.

H] Term Manager - Sample Term Manager

1- trichloro-2 | 2 Sample < —§— toolbar

Keywords l Periodicals] Authors] )

term list tabs

Synonyms: 1- trichloro-2 ~ —=f— pr_imary term,
terms in the 2-bis(p-chlorophenyl)ethane) W|th Synonyms
selected list J-triiodothyronine list below

A-DEE CALLS
ABSORBENCY
abundance
acclimation
accommodation
acid

Acoustic Stimulation
Acoustics
acquisition 3 2

The Term Manager Toolbar

The Term Manager toolbar is available only after you activate the
Term Manager.

The toolbar icon contains, from left to right:

Current String: This text box displays the currently highlighted
term in the window. It can also be used to locate the term you
type in this field.

Quick Retrieval: Use Quick Retrieval (the binoculars) to retrieve
references that contain the highlighted term. If you highlight
multiple terms, you can use the Connector dialog box to specify
the AND or OR connector.

Global Edit: Use Global Edit to replace or delete a term—in the
term list as well as the corresponding references.

Combine Terms: Use Combine Terms to combine multiple
selected author or keyword terms (only) as synonyms.
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Add Term: Use this to add a new author, keyword, or periodical.

Cancel Synonym Editing: This cancels the edits you made and
reverts to the last saved list.

Save Synonyms: This saves the changes made after editing
Synonymes.

Select Database: This drop-down list contains the names of all
open databases, allowing you to select the database lists you
want to view with the Term Manager.

Adding Terms to a Term List

Automatic
Updating of
Term Lists

Manually
Adding aTerm
to a List

Terms can be added to the term lists using a variety of methods
described in this section. Adding terms to a term list does not
change any data that you have entered in your references.

By default, Reference Manager automatically updates the term
lists in a database so they stay current with the data that has been
entered into the references. If you enter a term into a reference,
and that term is not in the associated term list already, the term
appears in blue text to alert you that you have entered a new
term. This can help you to maintain a controlled vocabulary for
keywords and other terms.

You can also manually enter terms into your lists as described in
the following sections. For example, you can manually enter all
of the terms you plan to use into a term list before entering
references into the database. This can be extremely helpful when
you have someone else entering data for you and you want a
specific vocabulary used for keywords or other terms. As
references are entered into the Reference Manager database, the
term lists can speed data entry, and if a blue term appears, the
person doing data entry knows that they have entered something
that was not intended to be a valid term for that field.

In order to add a term to a term list, you must first open your
database with Read-Write Exclusive access.

To manually add a term to a term list:
1. From the Tools menu, choose Term Manager and then Activate.

2. Click the tab of the term list you want to modify: Keywords,
Periodicals, or Authors.

3. Right-click your mouse to display a shortcut menu, and
select Add Term. (Or, click the Add Term toolbar button.)
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A blank term line is highlighted at the bottom of the current
list.

H] Term Manager - Sample & Term Manager - Sample

white whale = |Samn|e j |Ambi0 = Sample ¥
Keywaords l Periodicals] Authors] Keywords  Periodicals ]Authors] )

whales juvenile literature | | Synonyms: -~ Science Of The Total Environr # Synonyms
whalesong South African Journal Of Mari Full

whaling South African Journal Of Wild Std. Abrev.

whistling Systematic Parasitology User One

WHITE SHARK Texas Journal Of Science User Two

white whale The Whalesong Project

working paper Toxicol Sci.

Xenobiotics Veterinary Microbiology

zoology Veterinary Pathology

zoology Pakistan Visual Neuroscience

Zymaosan Zoo Biology

Adding a term to the Keywords list Adding a term to the Periodicals list

4. Under Synonyms, type the new term. For Periodicals, type
the new term in the Full text box.

5. Type any additional Synonyms below the primary term.

For Keywords and Author Names, any synonyms listed here
will appear in the term list and will cross-reference each
other.

For periodicals, be careful about which abbreviation is
entered into which synonym place. Output styles are
directed to use either the Full, Std. Abrev., User One, or User
Two form of a periodical, so you must enter the
abbreviations consistently.

NOTE: Use the Cancel Synonym Editing button on the toolbar if you
want to clear the Synonyms list at any point before saving.

6. Click the Save Synonyms toolbar button (CTRL+S).

If the new term already appears in the list, you will be asked
to first delete the existing term.

7. You will be asked whether to save the modified synonym.
Click Yes.

Continue this way until you have added the last term, then click
OK to dismiss the dialog.
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Copying
Periodical
Lists

You can copy Periodical names from one database to another,
and you can also copy Periodical names from the lists provided
with Reference Manager:

Anthropology.pst
Astronomy and Astrophysics.pst
Bioscience.pst

Chemical.pst

Economics.pst
Humanities.pst

Law.pst

Medical.pst (Index Medicus)
Philosophy.pst

Religion.pst

Zoological Records.pst
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The provided lists are found in a Term Lists folder in the
Reference Manager program folder, and include full journal
names plus alternate abbreviations. If you are interested in using
these abbreviated forms of the journal names in your
bibliographies, you can import them into your Periodical list and
then adjust your styles to use the abbreviations (see “Creating
Bibliographies With Periodical Abbreviations” on page 268).

If you would like to look at the lists before importing them, you
may open them in a word processor—but do not edit or save
them. They must remain delimited text files in order for
Reference Manager to correctly import the terms. The files are
located in the Reference Manager folder.

The new periodical names do not replace the current list in your
database, but are added to the current list.

NOTE: In order to copy a periodical list, you must first open your
database with Read-Write Exclusive access.

To copy a Periodical list:
1. Open the database to receive the Periodical list.

2. From the Tools menu, select Term Manager and then Activate
(F5).

3. Click the Periodicals tab.
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From the Tools menu, select Term Manager and then Copy
Periodicals.

=

Copy Periodicals

Copy From: | Database

Select D atabaze: |

QK | Cancel | Help

A

In the Copy From field, select one of the following;:

¢ Database: If you select this option, you then must use the
button next to the Select Database box to locate and select
the database from which you want to copy the Periodical
list.

¢ One of the supplied term lists: Select a term list. You can
leave the Select Database box blank.

Click OK to copy the selected list of periodicals into the
current database’s Periodical list. If it is a large list, it could
take some time.

Editing Term Lists

Changes made to terms in a term list affect text within references.
If you edit a term in a list, all linked occurrences of that term in
the current database will also get updated. If you delete a term
from a list, that term is also deleted from your references.

NOTE: We strongly recommend that you back up your database before
editing term lists, as these edits change references in your database.

NOTE: Because changes to term lists can affect references throughout
the database, you can make global changes with the Term Manager
only when you open a database with Read-Write Exclusive access.

Editing or

Replacing L.
Terms 2.
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To edit or replace a term in a term list and all references:

From the Tools menu, select Term Manager and then Activate.

Click the tab of the list you want to modify: Keywords,
Periodicals, or Authors.

Highlight the term you want to modify.

Right-click to display a shortcut menu, and select Global Edit.
(Or use the toolbar button. Or, from the Tools>Term Manager
menu, select Global Edit.)



The Global Edit dialog appears, with the highlighted term in
the Source text box.

r 5]

Global Edit |

Fant

(]
[[Fao |
Gresk
[ |

Symbal

Source:

Destination: |

| Delete | Cloze | Help |

Leave the original term in the Source text box, and type the
edited or replacement term in the Destination text box.

¢ Click Symbol to insert a symbol or extended character.

¢ Click Greek to toggle Greek characters on or off.

6. Click Replace.

NOTE: Replacing a term here changes all occurrences of that term in
the corresponding linked fields of your database.

Adding
Synonyms to
Existing Terms

To add new synonyms to an existing term:

1.

From the Tools menu, select Term Manager and then Activate
(F5).

Click the tab of the list you want to modify: Keywords,
Periodicals, or Authors.

Highlight the term you want to modify. Existing synonyms
for the term, if any, appear in the Synonyms list.

Click in the first empty row under Synonyms, and type the
new synonym.

If you are entering a periodical synonym, enter the
periodical name into the appropriate abbreviation row.

You can enter a single synonym or multiple synonyms at this
point.

NOTE: Use the Cancel Synonym Editing button on the toolbar if you
want to undo your editing at any point before saving.

5. Click Save Synonyms on the toolbar.
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Cross-
Referencing
Keyword or
Author Terms

You can cross-reference two terms that represent the same
expression but are using different words or are spelled
differently. Then, when you retrieve references, you can retrieve
references that contain either term by using a single spelling.

When you combine two terms for cross-referencing, both terms
still appear in the terms list, however each term also lists the
other term in its Synonyms list.

NOTE: You cannot use this procedure to combine periodical synonyms.

Removing
Synonyms
from a
Keyword or
Author Term

To combine terms for cross-referencing:

1. From the Tools menu, select Term Manager and then Activate
(F5).

2. Select the Keywords or Authors tab.

3. Highlight the terms you want to combine.

You can use CTRL+CLICK to select individual terms that are
not adjacent to each other. You can use SHIFT+CLICK to select
terms that are next to each other.

4. Click the Combine Terms toolbar button. (The Combine Terms
command is also available on the Tools>Term Manager menu
and the right-click Shortcut menu.)

Each of the highlighted terms, and its existing synonymes, is
added to the other highlighted terms synonym lists and saved.

You could also manually cross-reference terms by adding
synonyms to a term as described previously.

When you remove a synonym from a Keyword or Author term,
you remove the synonym from that term, but the synonym
remains in the term list as a primary term. It is just no longer
cross-referenced to another term as a synonym.

To remove a synonym from a term:
1. From the Tools menu, select Term Manager and then Activate
(F5).

2. Click the tab of the list you want to modify: Keywords or
Authors.

3. Highlight the term you want to modify. Synonyms for the
term appear in the Synonyms list.

4. Highlight the synonym you want to remove and press the
DELETE key.
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Removing
Unused Terms

Deleting
Terms

5. Click Save Synonyms on the toolbar (the disk icon).

The synonym is removed from the synonyms list, but is left as an
independent term in the term list.

If you want to completely delete the term, see “Deleting Terms”
on page 261.

You can remove, or purge, terms that no longer exist in your
database.

To remove unused terms:
1. From the Tools menu, select Term Manager and then Activate.

2. Click the tab of the list you want to modify: Keywords,
Periodicals, or Authors.

3. Right-click to display a shortcut menu, and select Purge. (Or,
from the Tools>Term Manager menu, select Purge.)

Reference Manager compares the current term list to the
appropriate field(s) in the active database. If a term in the list
does not exist in any references, a Confirm Purge Term
dialog appears.

4. Toremove a term and its synonyms from the terms list, click
Yes. To remove all unused terms, click Yes to All.

You can delete a term from a term list, which also deletes the
term and all of its synonyms from every reference in which they
are found.

To delete a term from a term list and all references:
1. From the Tools menu, select Term Manager and then Activate.

2. Click the tab of the list you want to modity: Keywords,
Periodicals, or Authors.

Highlight the term you want to delete.

4. Right-click to display a shortcut menu, and select Global Edit.
(Or, from the Tools>Term Manager menu, select Global Edit.)

The Global Edit dialog appears, with the highlighted term in
the Source text box.

5. Leave the Destination text box empty, and click Delete.
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Inserting
Terms into
References

Using Term Lists for Data Entry and
Searching

You can use term lists to enter terms directly into a reference or
into the Search window.

Suggesting Terms As You Type

(Auto-completion)

If you are typing text into a field that is linked to a term list,
Reference Manager pops up the term list, finds the first matching
term in the list, and highlights it to suggest it as the term you
want to enter.

£ Sample Database: Journal Reference ID 191

wa;

s )
Videotape Recording -
VIRUS
VISUAL-CORTEX
visual optics
VISUAL PIGMENTS
Conference Title vocal recognition
Editors Vocalization.Animal
Pub Place vocalizations
S S
Conference Location
Abstract v

Continue typing until Reference Manager suggests the correct
term and then press ENTER or TAB to accept it.

When Reference Manager has suggested a term, you may also
use the Up or Down arrows on your keyboard to have the
suggested text change to the previous or next possible matching
term in the term list.

If you continue typing, and enter a term that is not already in
your term list, when you move your cursor to enter the next item,
the new term appears in blue to indicate that it is a new term.

When you close or save the reference, that term is added to your
term list and will no longer display in blue.

NOTE: To turn off the display of blue text, you can modify Author/
Keyword Highlighting.” See “Author/Keyword Highlighting” on
page 492.
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Quick
Searching

Using Termsin
Regular
Searches

Quick Retrieval is a fast and accurate way to search indexed
fields for keywords, periodical names, and author names. It uses
Term Lists to quickly collect references—thereby avoiding
misspellings—and includes synonymes.

To perform a Quick Retrieval:

1. On the Tools menu, select the submenu Term Manager and
then Activate (or press F5).

2. Select the tab that contains the term you want to locate:
Keywords, Periodicals, or Authors.

Highlight the desired term or terms.

4. Click the Quick Retrieval button (the binoculars) on the Term
Manager toolbar. Or, go to the References menu and choose
Quick Retrieval (CTRL+Q).

If you highlighted two or more terms, a dialog box appears
so you can choose a logical connector (AND or OR) to insert
between the terms. For more information about connectors,
see “Connecting Search Items with “And,” “Or,” and “Not””
on page 221.

The retrieved references appear in a Reference List window on a
Retrieved tab. (For information about removing the Retrieved
tab, see “Removing the Retrieved Tab” on page 226.)

More complicated searches may involve searching both indexed
and non-indexed fields. You can still use term lists with
Reference Manager’s Search command for searching indexed
fields. Terms can be entered into the Search window just as they
are entered into references.

For example, to use a term list for searching Keywords:

1. From the References menu, choose Search References (F4) and
select the Keywords field on the first search line.

2. In the Parameters column, start typing a term (or click the
Browse button on the toolbar). Reference Manager displays
the term list that is linked to the field being searched—in this
case the Keywords list.

Double-click a term to insert it into the text box.

Click Search to search the Keywords field for the selected
term.

If you are searching a field that is not indexed and not linked to
a term list, the Browse option is not available.
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Drag and Drop
Terms

You can copy terms directly from the Term Manager to:

¢ A Reference

4 The Reference List

4 A Word Processor Document
4 The Search Window

Copying Terms to Any Reference Fields
You can drag a term from the Term Manager and drop it into any
field in a reference—even a non-indexed field. Copy multiple

terms by selecting them in the Term Manager before you drag
them.

To copy a term to a reference:

1. Open a reference and the Term Manager, so that both are
visible.

2. In the Term Manager, highlight the term(s) to copy.
Release the mouse button and click the term(s) again.

Drag the cursor to the desired location in the reference and
release the mouse button to copy the term(s).

Copying Terms to a Reference List

You can add terms to a reference by dragging them from the
Term Manager to the Reference List. Terms are copied from a
term list into a corresponding indexed field. For example, a term
dragged from the Keywords list will go into the Keywords field
of a reference.

This feature can be helpful for adding a keyword to a list of
imported references. You can copy a keyword term to all
references on the Imported tab.

To copy a term to the Reference List:

1. Display a reference list and the Term Manager, so that both
are visible.

2. In the Term Manager, highlight the term(s) to copy.
Release the mouse button and click the term(s) again.

Move the cursor to the reference in the Reference List and
release the mouse button.

The Copy Field dialog appears.

5. Confirm that you are copying the correct term to the correct
reference list, select the appropriate reference(s) to receive
the term, and then click Copy.
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Copying to a Word Processor or Other Document

You can drag a term into any application that accepts
information in Rich Text Format (RTF) or ASCII text format.

To copy a term to another application:

1.

Open the Term Manager in Reference Manager and a
document in the other application.

In the Term Manager, highlight the term(s) to copy.
Release the mouse button and click the term(s) again.

Without releasing the mouse button, move your cursor to the
Windows task bar and activate your application.

Move your cursor into your document and release the mouse
button.

Copying to the Search Window
To copy a term to the Search Window:

1.

Open the Search window and the Term Manager, so that
both are visible.

On the Search window, select the field you plan to search.
You must do this before copying a term into the Parameter
field.

In the Term Manager, highlight the term(s) to copy.
Release the mouse button and click the term(s) again.

Drag the cursor to the Parameter field in the Search window
and release the mouse button to copy the term(s).

Printing Term Lists

You can print term lists to a printer or to a disk file.

To print a term list:

1.

From the Tools menu, select Term Manager and then Activate
(F5).

Click the tab of the list you want to print: Keywords,
Periodicals, or Authors.
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From the File menu, select Print to display a Print Term List
dialog.

r =
Print Term List g|
Font: Size: -“

|ésial ~| o~ =
. Frint Ta File
Frint Items:

o+ Allltems Print Setup
‘& LT
Highlighted Item(s] Cancel
I Include Reference Count Help

On the Print Term List dialog;:

¢ Select a Font and Size from the drop-down lists.

¢ Under Print Items, select which items to print: All Items
or Highlighted Items.

¢ Select “Include Reference Count” if you want the
printout to note the number of references that contain
each term.

Print the list:
¢ To print to your printer, click Print.
¢ To print to a disk file, click Print to File.

¢ To change printer settings, use Print Setup.

Reference Manager prints the list in alphabetical order.

Working with the Periodicals Term List

Important

Points About

Entering ¢

Periodical

Names ¢
¢
¢
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You do not have to use the abbreviation sections in a Periodicals
term list, but if you do, keep these points in mind:

Enter variations of the same periodical name together as one
Periodicals list entry.

Enter a consistent abbreviation format in each row. For
example, all Index Medicus abbreviations could be entered
under the Std. Abrev., another format of abbreviated names
in User One, and so on.

Only the first term for each periodical (the one in the Full
journal slot) is transferred when you insert a term from the
Browse list.

Use the Periodical Abbreviation option in the styles to pick
which form of the periodical names should be used in the
bibliography (see “Creating Bibliographies With Periodical
Abbreviations” on page 268).



Copying
Supplied
Journal
Abbreviations

Copying
Periodicals
Between
Databases

¢ Reference Manager can remove periods from abbreviations
during formatting. Reference Manager cannot add periods to
an abbreviated journal name.

For Reference Manager to accurately use the abbreviated journal
names in your bibliographies, it is important to be consistent
when entering different formats of a journal name. The Full row
should always list the full journal name, and subsequent rows
should store consistent formats of abbreviated names.

The Periodicals list is updated automatically as references are
entered. When a new Periodical name is entered into a reference,
the entry goes into the first row of the list (Full name). Be
consistent when entering data into the periodical fields (Journal
Name, Magazine Name), so that the Periodicals term list will be
updated correctly. Note that if the name entered into the
Periodical field exists in any full or abbreviated form in the
Periodicals list, it is not added again. Reference Manager tries to
avoid duplicate entries in the list.

When you import references, periodical names are automatically
added to the list. Some services may use an abbreviated name,
while other services use the full name for the same periodical.

You can copy one of the supplied journal lists to use for data
entry. These lists also contain journal abbreviations for alternate
output, and are used by certain output styles. The lists supplied
in the Reference Manager folder are:

Anthropology.pst
Astronomy and Astrophysics.pst
Bioscience.pst

Chemical.pst

Economics.pst
Humanities.pst

Law.pst

Medical.pst (Index Medicus)
Philosophy.pst

Religion.pst

Zoological Records.pst

L2 2 B 2 2 B B 2 2 B 2

See “Copying Periodical Lists” on page 257 for instructions.

You can copy the Periodicals list from one database to another.
See “Copying Periodical Lists” on page 257 for instructions.
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Cre ating When you insert a periodical name from the Periodicals term list
Bibliographies into a reference, only the first entry for the journal name is

With entered. However, you can create a bibliography that uses any
lt. . abbreviation in the term list by editing the style used to format
Periodical the paper:
Abbreviations To edit a style to use journal abbreviations:
1. From the Tools menu, choose Bibliography and select Open
Output Style.
2. Select the style that you would like to edit, and click Open.
Click on the Bibliography tab to make it active.
In the left column, select the reference type you would like to
modify—one that uses the periodical field (such as Journal or
Magazine Article).
5. From the Properties menu, select field (11), which could be
titled Journal Name, Magazine Name, Newspaper, or Periodical.
6. On the dialog, you can:
¢ Choose an uppercasing option
¢ Select which Periodical synonym to use
¢ Give a second choice if there is no entry in the previous
Periodical synonym slot for a particular periodical
¢ Determine what punctuation, if any, is added after
abbreviated names
7. Click OK and then close the style.

Now when you format a paper with this style, or use this style to
view references in the output style pane of the Reference list
window, all of the journal names should be replaced with the
appropriate abbreviation.
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Overview of the Cite While You Write
Process in Word

Word
Processor
Compatibility

This chapter describes how to Cite While You Write'" (CWYW)

with Microsoft® Word to easily and quickly cite references and
create a paper with properly formatted citations and a
bibliography. Cite While You Write gives you access to
Reference Manager references and formatting commands with a
Reference Manager 12 submenu on the Word 2003 Tools menu or
with a Reference Manager 12 tab on the Word 2007 ribbon.

You can start by opening a new Word document and inserting a
citation into the document. A bibliography formatted according
to any one of hundreds of styles is created. Instant formatting
technology can automatically update your citations and
bibliography as you write.

A Traveling Library allows you to reformat references in your
Word document even when your Reference Manager database is
not available. If you are collaborating with other authors, you
can rely on the Traveling Library to supply reference
information. See “The Traveling Library” on page 311 for more
information.

To use the Cite While You Write features described in this
chapter, you must use Microsoft Word 2003 or 2007. (See Chapter
11 to cite references with WordPerfect.)

You can use Reference Manager version 12 Cite While You Write
commands on Word documents created with earlier versions of
Reference Manager. To do this, use Reference Manager 12 to
open the database(s) containing references cited in the
document, open the document, and then use the Reference
Manager 12 command to Generate Bibliography (using any output
style) in order to update the field codes in the document.

To Cite While You Write' with WordPerfect®, please see
Chapter 11.

To create a stand-alone bibliography that is not based on the
citations in a paper, see “Printing References” on page 340 in
Chapter 12.

NOTE: Only one word processor at a time should be open when
inserting citations and formatting documents.
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Basic The basic steps required to cite a reference and generate a

Instructions

bibliography with Microsoft Word are summarized below. These

procedures are described in more detail later in this chapter.

To Cite While You Write:

1. Open the Reference Manager database or databases that
contain the references you wish to cite.

@ N

Start Microsoft Word and open the paper you are writing.

When you are ready to cite a source, position the cursor in

the text where you would like to put the citation.

4. Word 2003: Go to the Tools menu in Word, then the Reference
Manager 12 submenu, and select Insert Citation.

Word 2007: On the Reference Manager tab, in the Citations
group, click Insert Citation and select Find Citation.

A Reference Manager Insert Citation dialog appears, which
shows the previous search results. (If you have not used this
feature yet, the dialog is empty.)

=

Reference Manager 12 Find Citation(s)

Find: | TETeam
Author Year
1997

Anderson,L. 1978
Angel,H. 1975
Au,WLWL 2003
Au,WLWL 2002
AuWOWLL 1992
Baird,R.W. 1993
Ballance,L.T. 1992
<
Ref Type: Book, Whole
Ref ID: 99

Pub Date: 1337

Reprint: Mot in File

Example: Enter Status river conservation to search for these terms

Book Title: Bottlenose dolphins of Galveston Bay:at the top of the bay's food web

Notes: Caption title Shipping list no.: 97-0078-F
Keywords: bay; bottlenose dolphin; bottlenosed dolphins Texas Galveston Bay; dolphin; dolphins; food chains

v Gz

Title

Bottlenose dolphins of Galveston Bay:at the top of the bay's food web

Arion and the dolphins: based on an ancient Greek legend

Life in the oceans: the spectacular world of whales, dolphins, giant squids, sharks

Automatic gain control in the echolocation system of dolphins

Atlantic bottlenose dolphin (Tursiops truncatus) hearing threshold for brief broadt

Application of the reverberation-imited form of the sonar equation to dolphin ech

Status of the bottle-nosed-dolphin, tursiops-truncatus, with special reference to ¢

Habitat use patterns and ranges of the bottle-nosed-dolphin in the Gulf of Califor %
¥

v

[ Insert ][ Cancel ][ Help ]

IDatabase: Sample

138 items in list

5. In the Search for text box, enter text to identify the reference
you wish to cite. Reference Manager assumes an “and”
between each word, and will search the Authors, Date,
Keywords, Titles, and ReflD fields of your references.

6. Click Search and Reference Manager compares the
identifying text to your Reference Manager references and
then lists the matching reference(s).

7. Identify, highlight, and Insert the appropriate reference(s).
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8.

Go back to step 3 to insert the next citation, and continue
citing references this way.

NOTE: When Instant Formatting is turned on, each time you insert a
citation, it is formatted and a bibliography is updated at the end of your
document. When you are done inserting citations, your document is
done! Instant Formatting is turned on by default. To find out more about
this setting, see “Instant Formatting” on page 301.

9.

If your citations are not automatically formatted, and a
bibliography is not updated each time you insert a citation:

Word 2003: Go to the Tools menu in Word, then the Reference
Manager 12 submenu, and select Format Bibliography.

Word 2007: On the Reference Manager tab, in the
Bibliography group, click the corner arrow dialog box
launcher.

Even when Instant Formatting applies, you may want to
Generate Bibliography in order to change the style or layout of
your citations and bibliography.

A Generate Bibliography dialog appears, where you can
change, or simply verify, the style and layout of the
bibliography.

=

Reference Manager 12 Format Bibliography

Bibliography | Fields || Instant Formatting | Databases

Qutput style:

Modem Language Association w E]
Fant: Size:

Times New Roman | [12 v
Bibliography title:

Reference List
Bibliography order: In-Text citation order:
Author/Date v | | Citation Order v

[ Number bibliography., starting with: |1

First line indent: |0.000in Line spacing: | Double w
Hanging indent: |0.500in Space after: Single w
[ QK ] [ Cancel ] [ Help ]

NOTE: The dialog lists recently-used styles. If you are unable to find a
style, click the Browse button (...) to locate it.

Chapter 10: Citing References with Microsoft Word 2003 or 2007 273



10. Click OK. Reference Manager scans your paper and, using
the selected style, formats any temporary citations,
reformats formatted citations, and appends a bibliography to
the end of your paper.

Your paper is ready for publication!

Notes about Microsoft Word

Installing Cite
While You
Write Support
in Word

The CWYW
Commands in
Word 2003

Reference Manager’s installation program installs Cite While
You Write support for Microsoft Word. If you install Word after
installing Reference Manager, you must either reinstall
Reference Manager or do a custom install of the word processor
support. For more information, see Chapter 2.

When Cite While You Write for Word is installed, several
Reference Manager commands appear on a Reference Manager 12
submenu of the Tools menu in Word:

Tools I

| Reference Manager 12 3

Go To Reference Manager

Insert Citation...
Insert Marked Reference(s)

Instant Formatting...

i A% P L

Generate Bibliography. ..

>

Edit Citation(s)...
Insert Mote...
> Edit Database Reference(s)

3 i e

Revert to Original Text

S

Remove Field Codes

Export Traveling Library. ..

Cite While You Write Preferences. ..

< & i

Help

When you choose a Reference Manager command from the
menu, the Reference Manager program starts (if not already
running) and a Cite While You Write submenu appears on
Reference Manager’s Tools menu, displaying some of the same
commands as the Tools>Reference Manager 12 menu in Word.

These are brief descriptions of the Cite While You Write
commands found on the Reference Manager 12 submenu of
Word’s Tools menu:

¢ Insert Citation: This command displays the Reference
Manager Insert Citation dialog, which allows you to search
for Reference Manager references to select and insert as
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citations in your Word document. See “Finding and
Inserting Citations” on page 281.

Go To Reference Manager: This command brings Reference
Manager to the front of your screen. It launches Reference
Manager if it is not already running.

Insert Marked Reference(s): This command inserts citations
for each reference currently marked in the topmost, open
Reference Manager database. You can insert up to 50
consecutive in-text citations.

Instant Formatting: This command displays the Instant
Formatting settings where you can enable or disable Instant
Formatting, as well as other Instant Formatting options. See
“Instant Formatting” on page 301.

NOTE: By default, Instant Formatting is turned on, so your citations and
bibliography are automatically formatted as you work.

¢

Generate Bibliography : This command formats (or
reformats) your paper according to the rules of the selected
style. The formatting process replaces the temporary
citations in your paper with formatted citations, and builds
a bibliography at the end of the document. See “Basic
Instructions” on page 300.

Edit Citation(s): This command displays the Edit Citation
dialog, where you can edit existing individual or multiple
citations. You can omit author and/or year from citations, or
add prefix or suffix text, or page numbers to citations. See
“Editing Citations” on page 296.

Insert Note: Use the Insert Note dialog to add custom text
citations to your Word document. See “Including Notes in
the List of References” on page 288.

Edit Database Reference(s): Select citations in your Word
document, then choose this command to directly edit the
corresponding references in Reference Manager.

Revert to Original Text: Use this command to unformat a
selected citation before editing it, or to unformat the whole
document. This removes style formatting for the selected
citations, and leaves temporary citations which usually
consist of the author’s last name, the year, and the reference
ID surrounded by delimiters. See “Revert to Original Text”
on page 298.

Remove Field Codes: Use this item to save a copy of your
document without formatted Cite While You Write field
codes. Formatted citations and the bibliography are saved as
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The CWYW
Commands in
Word 2007

text. This allows you to submit a copy of your paper to a
publisher. See “Removing Field Codes” on page 315.

¢ Export Traveling Library: Use this command to create a
Reference Manager database from the references used in a
paper. See “Exporting Word’s Traveling Library to a
Reference Manager Database” on page 311.

¢ Cite While You Write Preferences: Use the Options dialog to
change general Cite While You Write preferences and the
Reference Manager keyboard shortcuts available in Word.
See “Cite While You Write Preferences for Word” on page
499.

¢ Help: Display help specific to CWYW features for Word.

You may prefer to execute these commands from the keyboard.
Note the keyboard shortcuts defined under “Keyboard” on page
501.

You can also use the corresponding Reference Manager 12
toolbar for easy access.

Reference Manager 12

P R o 7% 1= h & 2 P h ] H@fﬁ’

When Cite While You Write is installed, several Reference
Manager commands appear on a Reference Manager tab in Word
2007.

Word 2007 Reference Manager tab

I Reference Manager 12

_@\ RM Go to Reference Manager Style Modern Language Associat.. = | *%Z Export to Reference Manager ~

Insert
Citation = §/’ Edit Database Reference(s) 3_’ Convert Citations and Bibliography = ? Reference Manager Help

_f Edit Citation(s) =3 Update Citations and Bibliography @j Preferences

Citations Bibliography (F] Tools

When you choose a Reference Manager command from the tab,
the Reference Manager program starts (if not already running)
and a Cite While You Write submenu becomes active on the
Reference Manager Tools menu, displaying some of the same
Reference Manager commands available in Word.

Below are brief descriptions of the Cite While You Write
commands that are found on the Reference Manager tab on the
ribbon in Word 2007.

276  Chapter 10: Citing References with Microsoft Word 2003 or 2007



Citations Group

¢

Insert Citation > Find Citation(s) Search for Reference
Manager references to select and insert as citations in your
Word document. See “Finding and Inserting Citations” on
page 281.

Insert Citation > Insert Note Add custom text citations to
your Word document. See “Including Notes in the List of
References” on page 288.

Insert Citation > Insert Selected Citations Insert a citation
for each reference currently selected in the open Reference
Manager database. You can insert up to 50 consecutive in-
text citations.

Go To Reference Manager Bring Reference Manager to the
front of your screen. This command launches Reference
Manager if it is not already running.

Edit Citations Edit existing individual or multiple citations.
You can omit author and/or year from citations, or add
prefix or suffix text (such as page numbers) to citations. See
“Editing Citations” on page 296.

Edit Database Reference(s) Select citations in your Word
document, then choose this command to directly edit the
corresponding references in Reference Manager.

Bibliography Group

¢

Style Select an output style from the list to format (or
reformat) your paper according to the rules of the selected
style. The styles listed are marked as “favorites” in the
output style manager.

Update Citations and Bibliography Format (or reformat)
your paper according to the rules of the selected style. The
formatting process replaces the temporary citations in your
paper with formatted citations, and builds a bibliography at
the end of the document.

Convert Citations and Bibliography > Convert to
Unformatted Citations Unformat a selected citation before
editing it, or unformat the whole document. This removes
style formatting for the selected citations, and leaves
temporary citations which usually consist of the author’s last
name, the year, and the record number surrounded by
delimiters. Use Update Citations and Bibliography to format the
paper again. See “Revert to Original Text” on page 298.

Convert Citations and Bibliography > Convert to Plain Text
Save a copy of your document without formatted Cite While
You Write field codes. Formatted citations and the
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bibliography are saved as text. See “Removing Field Codes”
on page 315.

¢ Convert Citations and Bibliography > Convert Word 2007
Citations to Reference Manager Convert any Word 2007
citations in this document to Reference Manager Cite While
You Write citations.

¢ Format Bibliography Click the arrow in the bottom right
corner of the Bibliography section to display a tabbed dialog
of formatting options. When you click OK to leave the dialog,
Reference Manager formats (or reformats) your paper
according to the rules of the selected style. See “Basic
Instructions” on page 300.

NOTE: By default, Instant Formatting is turned on, so your citations and
bibliography are automatically formatted as you work.

Tools Group

¢ Export to Reference Manager > Export Traveling Library
Create a Reference Manager database from the references
used in your paper. See “Exporting Word’s Traveling
Library to a Reference Manager Database” on page 311.

¢ Export to Reference Manager > Export Word 2007 Citations
Create a Reference Manager database from the Word 2007
citations found in the document. See “Converting Word 2007
Citations to Reference Manager” on page 313.

¢ Export to Reference Manager > Export Word 2007 Master
List Create a Reference Manager database from the Word
2007 master list of citations. See “Converting Word 2007
Citations to Reference Manager” on page 313.

¢ Reference Manager Preferences Change general Cite While
You Write preferences or change the Reference Manager
keyboard shortcuts available in Word. See “Cite While You
Write Preferences for Word” on page 499.

¢ Help Display help about Cite While You Write features.

You may prefer to execute these commands from the keyboard.
Note the keyboard shortcuts defined under “Keyboard” on page
501.

NOTE: Several Cite While You Write commands also appear on the
Tools menu in Reference Manager. To use these commands from
within Reference Manager, you must use at least one Cite While You
Write command from within Word during the current session.
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Field Codes

Cite While You Write places field codes around and inside your
formatted citations in Word. These hidden codes allow
Reference Manager to format, unformat (revert), and reformat
citations within Word.

For example, this formatted citation:
(Marten and Psarakos 1994)

appears with these field codes:

{ADDIN REFMGR CITE
<Refman==Cite=<Author=Marten</Author=<Year=1994</Year-<RecNum=130
</RecNum=<IDText=Evidence of self-awareness in the bottlenose dolphin
(Tursiops truncatus)</IDText=<MDL Ref_Type="Book
Chapter"=<Ref_Type=Book
Chapter=/Ref_Type=<Ref_ID=130</Ref_ID=<Title_Primary=Evidence of self-
awareness in the bottlenose dolphin (Tursiops
truncatus)=Title_Primary=<Authors_Primary=Marten K </Authors_Primary=<A
uthors_Primary=Psarakos,S </Authors_Primary=<Date_Primary=1994</Date_
Primary=<Keywords=Animal</Keywords=<Keywords=animals</Keywords=<Ke
ywords=bottlenose
dolphin=/Keywords=<Keywords=dolphin</Keywords=<Keywords=Human=/Key
words=<Keywords=truncatus=</Keywords=<Keywords=tursiops</Keywords==<K
eywords=tursiops truncatus</Keywords=<Keywords=tursiops-
truncatus=/Keywords=<Reprint=Notin
File</Reprint=<Start_Page=361</Start_Page=<End_Page=379</End_Page=<
Title_Secondary=5Self-Awareness in Animals and Humans: Developmental
Perspectives=/Title_Secondary=<Authors_Secondary=Parker,5</Authors_Sec
ondary=<Authors_Secondary=Boccia M </Authors_Secondary=<Authors_Seco
ndary=Mitchell R </Authors_Secondary=<Pub_Place=New
York</Pub_Place=<Publisher=Cambridge University
Press</Publisher=<ZZ_Workform|D=3</ZZ_Workform|D=</MDL=></Cite=</Ref
man=}

NOTE: We recommend that you not view field codes in Word. If you
choose to view field codes, please do not modify them. Always keep
backups of your papers!

Field codes for formatted citations include a Traveling Library of
the Reference Manager references cited. The reference data
saved with each citation includes all fields except Notes and
Abstract. This allows you to use the document on a computer
that doesn’t contain a copy of your Reference Manager database.

Word’s Cite While You Write field codes are supported by Word
2003 and Word 2007. Once you start using Cite While You Write,
you must take precautions before opening those files in other
word processors or another version of Word. If a formatted
document is opened and saved with an incompatible word
processor, the formatted Reference Manager citations and
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bibliography lose their field codes. When this happens,
Reference Manager cannot reformat the document.

Before you open a paper in a different word processor or give a
publisher an electronic copy of your final formatted document,
please see “Sharing Your Word Documents” on page 310 for
instructions.

Citing Sources As You Write

You can enter Reference Manager temporary citations into a
paper at any time, but most writers prefer entering citations as
they write the paper rather than waiting to insert them after the
text is written.

Forms of A “citation” is the brief bibliographic information in the body of

Citations a paper that refers the reader to a complete reference in the
bibliography. A citation typically consists of a bibliography
number or the author and year in parentheses:

... of the species at hand.?

... of the species at hand. (Marten & Psarakos,
1994)

Citations can appear as either temporary or formatted in your
Word document.

Temporary Citations

A temporary citation is a temporary placeholder, and does not
reflect final output. It may appear after you Insert Citation, Insert
Marked Reference(s), Revert to Original Text, or manually enter
temporary citations. It contains information to find a unique,
corresponding Reference Manager reference in the currently
open database.

NOTE: If you have Instant Formatting turned on, you may never see a
temporary citation. Instant Formatting is turned on by default.

A temporary citation typically consists of the first author’s last
name, year, and the Reference Manager reference 1D, with
citation delimiters at each end to identify the citation:

{Author Year Reference 1D /id}.
For example:
{Marten 1995 131 /id}
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The temporary citation makes it easy to identify the reference
cited. Even if your final goal is numeric citations, you can see
meaningful information while you are working on your
document.

Reference Manager relies on these temporary citations to
determine which references to include in the bibliography.

Formatted Citations

The Generate Bibliography command uses an output style to
convert all temporary citations into formatted citations, and
reflects final output.

NOTE: When Instant Formatting is turned on, formatting is done as you
insert citations—but you can still use Generate Bibliography to change
the style or layout of your citations and bibliography.

Finding and
Inserting
Citations

Formatted citations include hidden Word field codes in case you
want to Generate Bibliography again later, either after adding
more citations or because you want to format in a different style.

Citations formatted in an author/year style might look like this:
(Marten & Psarakos, 1995; MacDonald, 1994)

This is the same citation formatted in the Numbered style:
[1.2]

You can easily revert from formatted citations back to temporary
citations at any time. See “Revert to Original Text” on page 298.

You can search for Reference Manager references and insert
them without ever leaving Word.

This is the easiest way to find and insert a citation into a Word
document:

1. Open the Reference Manager database or databases that
contain the references you wish to cite.

2. Open the Word document and position the cursor at the
location where you would like the citation.

3. Display the Reference Manager Insert Citations dialog:

Word 2003: From Word'’s Tools menu, select the Reference
Manager 12 submenu and Insert Citation.
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Word 2007: On the Reference Manager tab, in the Citations
group, click Insert Citation and then Find Citation.

Reference Manager 12 Find Citation(s)

Find: | SETEGIR VH Search

Example: Enter Status river conservation to search for these terms

Author Year Title b
1597 Bottlenose dolphins of Galveston Bay:at the top of the bay's food web

Anderson,L. 1978 Arion and the dolphins: based on an andent Greek legend

Angel H. 1978 Life in the oceans: the spectacular world of whales, dolphins, giant squids, sharks
Au, WL 2003 Automatic gain control in the echolocation system of dolphins

AW WL 2002 Atlantic bottlenose dolphin (Tursiops truncatus) hearing threshold for brief broadt
AU WL, 1992 Application of the reverberation-imited form of the sonar equation to dolphin ech
Baird,R.\W. 1933 Status of the bottle-nosed-dolphin, tursiops-truncatus, with spedial reference to ¢
Balance,L.T. 1992 Habitat use patterns and ranges of the bottle-nosed-dolphin in the Gulf of Califon %
< >
Ref Type: Book, Whole ~
Ref ID:

99
Book Title: Bottlenose dolphins of Galveston Bay:at the top of the bay's food web
Pub Date: 1937

Hotes: Caption tile Shipping list no.: 97-0078-F
Keywords: bay; bottlenose dolphin; bottlenosed dolphins Texas Galveston Bay; dolphin; dolphins; food chains
Reprint: Mot in File v
[ Insert ] [ Cancel ] [ Help ]
lDatabase: Sample 138 items in list

4. In the Search for text box, enter text to identify the reference
you wish to cite. Reference Manager assumes an “and”
between each word, and will search the Authors, Date,
Keywords, Titles, and RefID fields of your references.

5. Click Perform Search, and Reference Manager compares the
text to text in your Reference Manager references and lists
the matching reference(s).

6. Identify, highlight, and Insert the appropriate reference(s).
Reference Manager can insert up to 50 consecutive in-text
citations.

If no references match your text, modify your search text and
click Search again.

Citations are inserted directly into your paper in the same font as
the surrounding text. Once a citation is inserted, it contains
complete reference information in hidden codes.

You can insert citations in an existing manuscript or as you write.
Remember to Save your document as you work.

To format your citations and generate a bibliography, see
“Generating Bibliographies” on page 300. In most cases, Instant
Formatting applies as you insert citations.
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Inserting
Marked
References

To insert references marked in Reference Manager:

1. Open the Word document and position the cursor at the
location where you would like the citation.

2. Word 2003: From the Tools menu in Word, go to the Reference
Manager 12 submenu and then Go to Reference Manager.

Word 2007: On the Reference Manager tab, in the Citations
group, click Insert Citation and then Find Citation.

3. Mark the desired reference(s) in your Reference Manager
database.

4. From the Tools menu in Reference Manager, select the Cite
While You Write submenu and choose Insert Marked
Reference(s).

NOTE: While you can have up to 15 databases open at one time,
Reference Manager will insert the marked references found in the
topmost, open database.

Manually
Inserting
Citations

Inserting
Multiple
Citations

You can manually type temporary citations if you prefer. See
“Typing Citations into Your Paper” on page 290 to learn what
types of citations Reference Manager recognizes.

There are several ways to insert multiple references in one in-text
citation. When formatted, they appear as one multiple citation,
sorted as your bibliographic style requires:

Temporary: {Marten 1995 131 /id; MacDonald 1994 112 /id}
Formatted: (Marten & Psarakos, 1995; MacDonald, 1994)

Reference Manager can insert up to 50 consecutive in-text
citations.

NOTE: If one of the citations in a multiple citation is not matched during
formatting, the entire citation remains temporary. Notes cannot be
inserted as part of a multiple citation.

To insert multiple citations from Word:

1. Word 2003: From the Tools menu in Word, go to the Reference
Manager 12 submenu and select Insert Citation.

Word 2007: On the Reference Manager tab, in the Citations
group, click Insert Citation and then Find Citation.
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2. Enter a generic search term that will find the references you
want, and click Perform Search.

3. Hold down the CTRL key while clicking on the desired
references in the list (or hold down the SHIFT key to select a
continuous range of references) in order to highlight the
references.

4. Click Insert.
To insert multiple marked references from Reference Manager:

1. In Reference Manager, click in the check box of the desired
reference(s) in your database.

2. Reference List - Sample Database: Journal Reference ID 55

Ref Type* Journal
Ref ID* 55
Title Habitat use patterns and ranges of the bottle-nosed-dolphin in the Gulf
of California, Mexico
Authors Ballance,L.T; v
[RefID_|Authors Title -
- 99 Bottlenose dolphins of Galveston Bay:at the top of the bay's food w
- 189 The Royal Institution of Naval Architects Website
I~ 190 =Global Biodiversity Species: Phocoena phocoena
W 77 Anderson, L. Arion and the dolphins: based on an ancient Greek legend
[~ 86 Angel H. Life in the oceans: the spectacular world of whales, dolphins, giant
I 144 Au W Atlantic bottlenose dolphin (Tursiops truncatus) hearing threshaold fc
W 139 Au W Automatic gain contral in the echolocation system of dolphins
¥ 54 AuWWL Application of the reverberation-limited form of the sonar equation to
r M Baird, R.W. Status of the bottle-nosed-dolphin, tursiops-truncatus, with special
W 5 Ballance,L.T. Habitat use patterns and ranges of the bottle-nosed-daolphin in the (8
a oy
4 Marked Reference 10 of 155

2. From Reference Manager’s Tools menu, go to the Cite While
You Write submenu and choose Insert Marked Referencel(s).

To insert multiple citations individually:

Another option is to insert citations individually, but
immediately next to each other. Cite While You Write merges
adjacent citations during formatting. Citations do not merge if
any character separates them-including a space or punctuation
mark.

Temporary: {Marten 1995 131 /id}{MacDonald 1994 112 /id}

Merged when Formatted: (Marten & Psarakos, 1995;
MacDonald, 1994)

NOTE: You can add citations to an existing in-text citation, or change
the order of citations within the delimiters with the Edit Citation(s)
dialog.
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To add, remove, or sort citations within an existing in-text

citation:

1. Click on the formatted citation.

2. Word 2003: From Word'’s Tools menu, go to the Reference
Manager 12 submenu and Edit Citation(s) to display the
Reference Manager Edit Citation dialog.

Word 2007: On the Reference Manager tab, in the Citations
group, click Edit Citation(s).

Reference Manager 12 Edit Citation

Citations in document:

about male dolphins. (...}
Smolker, 1992 52 fid

Doak, 1989 83 fid
Ferrey, 1993 48 /id

and reactions with sharks. {...)
Heithaus, 2001 179 /id

Kumari, 2002 140 fid

-

With whales and dolphins. {...) With e

more about river dolphins (...) Whent

v

Use this window to view, select, edit and remove citations from your current document.

Formatted Citation

[ Exdude author [ Exdude year

Prefix: |

Suffix: |

Pages:|

[ Insert... ] [ Remove ]ﬂil

Ref Type: Journal
Ref ID: 140

Pub Date: ZDD_Zf?

Title: Concentration of organochlorines in Ganges River dolphins from Patna, Bihar
Authors:  Kumari,A.; Sinha,R.K.; Gopal K.; Lata,5.

-

v

[ OK ] [ Cancel

] [ Help ]

IDatabase: Traveling Library

6 citations

All of the cited references in the document are listed in the
left column of the dialog. An ellipses shows where a citation
appears within text. The line below shows the cited

reference(s).

3. Highlight a citation, and then:
¢ Click Remove to delete it.

¢ Click Insert to insert another citation within the same set

of delimiters.

¢ Use the arrow buttons to change the order of the citation
in a multiple citation. (If a Citation Sort Order is applied
by the current output style, changing the order of
citations in a multiple citation has no effect.)
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Inserting From
Multiple
Databases

Customizing
Individual
Citations

You can cite references from multiple databases. Simply open the
selected databases before you begin inserting citations.

If possible, though, we recommend that you use a single
database when writing a paper. Keeping all of your references in
one database simplifies the writing process because you know
exactly where to find each reference, there is little likelihood of
duplicate references, and you only need to have one database
open when inserting citations.

There may be cases where you want individual citations to differ
from the standard format. You may want to remove the year or
author from a citation if either was mentioned in the context of
the sentence. Or, you might want to add a page reference or
comment before or after the citation.

For example, assume a formatted citation looks like this:
Marten’s discovery (Marten & Psarakos, 1995)
You can omit the author’s name from the citation:
Marten’s discovery (1995)

You can omit the date from the citation:

the 1995 discovery (Marten & Psarakos)

You can add a prefix to the citation:

the discovery (See Marten & Psarakos, 1995)
You can add a suffix to the citation:

the discovery (Marten & Psarakos, 1995 for
example)

You can add a page or page range to the citation:
the discovery (Marten, 1995 p. 222)
To customize a formatted citation:

1. Insert and format the citation.

2. Click on the formatted citation.
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3. Word 2003: From Word’s Tools menu, go to the Reference
Manager 12 submenu and Edit Citation(s) to display the
Reference Manager Edit Citation(s) dialog.

Word 2007: On the Reference Manager tab, in the Citations
group, click Edit Citation(s).

Reference Manager 12 Edit Citation

Use this window to view, select, edit and remove dtations from your current document.

Citations in document:

Formatted Citation

about male dolphins. (...}
Smolker, 1992 52 fid

Doak, 1989 83 fid
Ferrey, 1993 48 /id

Heithaus, 2001 179 fid

With whales and dolphins. (...) With e Prefix: |

and reactions with sharks. {...)

more about river dolphins (...) When ¢

Kumari, 2002 140 fid 3

-

[ Exdude author [ Exdude year

Suffix: |

Pages:|

[ Insert... ] [ Remove ]ﬂil

Ref Type: Journal
Ref ID: 140

Pub Date: ZDD_Zf?

Title: Concentration of organochlorines in Ganges River dolphins from Patna, Bihar
Authors:  Kumari,A.; Sinha,R.K.; Gopal K.; Lata,5.

-

v

[ OK ] [ Cancel

I

Help ]

IDatabase: Traveling Library

6 citations

All of the cited references in the document are listed in the
left column of the dialog. An ellipses shows where a citation
appears within text. The line below shows the cited
reference(s).

4. Highlight the citation you want to customize.

Customize as needed:

¢

¢

Exclude Author: Select this to omit the author name from
the formatted citation.

Exclude Year: Select this to omit the date from the
formatted citation.

Prefix: Enter text here to print immediately before the
citation text (spaces are significant).

Suffix: Enter text here to print after the citation text
(spaces are significant).

Pages: Page numbers entered here are considered
entered into a “Page Numbers” field, so they can be
manipulated on output just like any other Reference

Manager field. In order to print, the Page Numbers field
must be listed in the in-text citation template of your
output style. For information about how to modify your
output style to include Page Numbers, see Chapter 15.
Alternately, you can add pages using the suffix marker.
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6. Click OK to implement the change(s) to the citation.

NOTE: Another easy way to edit a citation is to right click on the citation
and select Edit Citations. A submenu is available to quickly Exclude
Author, Exclude Year, or display the full Edit Citation window.

Including
Notes in the
List of
References

Some journal styles (such as Science) require that you include
notes along with the list of works cited at the end of the
document. In such a system, notes are numbered just like
citations, and are included in the reference list in order of
appearance, along with bibliographic references.

Including notes in this way makes sense only when you are
formatting your paper with a numbered style (not an author-
date style).

To insert text as a numbered note in the reference list:

1. Position the cursor at the location in your text where you
would like the number indicating the note.

2. Word 2003: From the Tools menu, go to the Reference Manager
12 submenu and select Insert Note to display the Reference
Manager Insert Note dialog.

Word 2007: On the Reference Manager tab, in the Citations
group, click Insert Citation and then Insert Note.

=

Reference Manager 12 Insert Note

3. Type your note text into the text box. There is no limit on the
amount of text you can enter.

4. Click OK to insert a numbered note.

When your paper is formatted by Reference Manager using a
numbered style, the note text is assigned a number and listed
along with the references at the end of the paper.

The way that notes are displayed when temporary can be
changed in the Temporary Citations preferences (see page 500).
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Inserting
Citationsintoa
Formatted
Paper

To manually type text as a numbered note in the reference list:

1. Type the text into the body of your document where you
would want the number for the note to appear.

2. Be sure to surround the entire section of text with your
Temporary Citation Delimiters (curly braces by default), and
begin it with “NOTE:”. For example:

{NOTE: The authors would like to
acknowledge the support of...}

Restrictions on the Use of the “NOTE” feature:

¢ This feature requires that a numbered style be used for
formatting; otherwise, the note appears as text in the body of
your paper.

¢ Enter text only. Do not enter graphics, equations, or symbols.

¢ Do not use the temporary citation delimiters as part of the
text of the note. Other markers, such as the reference ID
marker, the prefix marker, and the multiple citation
separator may be used.

¢ Notes cannot be combined with regular bibliographic
citations within the same set of delimiters (such as
parentheses or brackets). They must be cited separately—
each in its own set of delimiters.

If you need to add one or more citations to a paper that has
already been formatted, simply insert the new citations into the
text (as described earlier in this chapter) and choose Generate
Bibliography when you are ready to update the bibliography and
citations.

To add a new reference to an existing citation, insert the new
reference next to (not within) the existing citation, like this:

(Marten & Psarakos, 1995){MacDonald 1994 112 /id}

Adjacent citations are merged during formatting, and the
formatted citations are sorted according to the style:

(MacDonald, 1994; Marten & Psarakos, 1995)

NOTE: Do not insert a citation into the middle of a formatted citation.
Insert it immediately before or after the existing citation, with no space
between them.
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Citing
References in
Footnotes and
Endnotes

Once you have created a footnote or endnote in Word, you can
cite references in that footnote or endnote just like you cite them
in the body of the document.

To cite a reference in a footnote or endnote:

1. Use the appropriate command in Word to create the footnote
or endnote. (Reference Manager does not create the footnote
or endnote in the document, but is used to insert and format
citations in the note.)

2. DPosition the cursor in the footnote or endnote where you
would like the citation(s) to appear.

3. Insert the citation as you normally would.

If you are citing references in footnotes or endnotes, you can
include specific page numbers to be formatted like a regular
Reference Manager field. See “Customizing Individual
Citations” on page 286.

Typing Citations into Your Paper

There are many ways to insert citations in your paper, as
discussed previously in this chapter. The most flexible way is to
manually type temporary citations directly into your paper.
Your hands never have to leave the keyboard.

The rules described in this section govern how Reference
Manager recognizes and interprets temporary citations. Use
these rules when typing temporary citations directly into your
document.

NOTE: The rules for typing temporary citations apply to both Cite While
You Write for Word and WordPerfect.

Notes About
Temporary
Citations

¢ Each citation must match only one reference in the database.

¢ When Instant Formatting is turned off, a temporary citation
is enclosed in citation delimiters and typically includes the
first author’s last name, the year of publication, and the
reference ID for that reference: {Marten 1994 131 /id}.

¢ Within one set of citation delimiters you can have several
citations separated by semicolons:
{Marten 1995 131 /id; MacDonald 1994 112 /id}.
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Components
of aTemporary
Citation

¢ Curly braces (“{” and “}”) are the default temporary citation
delimiters, although they can be changed (see page 500).
Reference Manager looks for these markers to find citations
in your word processing documents.

¢ Inaddition to the citation delimiters, these are other possible
components to a temporary citation: Author, Year, Reference
ID, Prefix Text, Suffix Text, Page Numbers, and any other
text found in the reference.

¢ Any part of a temporary citation can be omitted, as long as
enough information remains to match just one reference in
the database.

The typical Reference Manager temporary citation consists of an
author’s last name, a year, and a reference ID, all enclosed in
citation delimiters. However, temporary citations can take on
various other formats.

Temporary citations must begin and end with the opening and
closing citation delimiters, but the other components of a
temporary citation can vary.

You can type any string of text found in the reference, as in:
{bottle-nosed dolphin Douphin a Gros Nez}
Or, you can type any of these items in this order:

{Author Year Any Text Reference ID /id /pt Prefix
/ft Suffix @Page(s)}

Each component is briefly described below; more detailed
information follows.

¢ Author’s Last Name: Only the last name of one author is
listed in a temporary citation. It can be any author associated
with the reference, and not just the first author:

{Baird 1993}

¢ Year: The year should appear exactly as it does in the
reference:

{1993}

¢ Reference ID: The reference ID is Reference Manager’s
unique number for a reference. It is the only part of a
temporary citation that you can count on to always identify
just one reference in your database. The reference ID must be
followed by “/id”:

{Baird 1993 41 /id}
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¢ Any Text: Any text that appears in the Authors, Date,
Keywords, Titles, or RefID fields of a reference can be used
to help Reference Manager locate the reference in the
database. In order for this to be helpful, choose words that
are unique to that reference. Enter the specific text only, or
enter the text in place of the reference ID part of the
temporary citation and after a second comma:

{Douphin a Gros Nez}
{Baird 1993 Douphin a Gros Nez}
{Baird Douphin a Gros Nez}

¢ Prefix Text: To add text to print before the formatted
citation, type /pt after the reference ID followed by the text
in quotes:

{Baird 1993 41 /id /pt "See "}

¢ Suffix Text: To add text to print after a formatted citation,
enter the suffix text:

{Marten 1995 131 /id /ft " for example"}

¢ Pages: To add pages to print after the formatted citation,
type @ after the end of the temporary citation:

{Marten 1995 131 /id @224}

The Page Number field must be added to the Output Style
for pages to appear in the citation. Alternately, you can use
the suffix field to add page(s) to the citation.

NOTE: For an easy way to modify individual Cite While You Write
citations once they are formatted, see “Customizing Individual
Citations” on page 286.

Omitting
Authors or
Years from
Citations

While your style may normally include the author’s name and
date in each in-text citation, you may want to omit the author
and/or year from a particular citation. This is useful if you have
mentioned the author or year in the context of the sentence and
do not want to repeat the information in the citation.

To remove the author’s name or date from a citation, simply add
/aor /d to the end of the temporary citation.
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To omit the author’s name, enter:

..-Marten’s recent discovery {Marten & Psarakos
1995 131 /id /d}.

which will format as:

..-Marten’s recent discovery (1995).

To omit the date, enter:

...his 1995 discovery {Marten 131 /id /a}.
which will format as:

...his 1995 discovery (Marten & Psarakos).

NOTE: Numbered citations do not print the author name or year in any
case, so these settings would be ignored.

If you want a reference to appear in your bibliography, but not
as a citation in your paper, you can exclude both the author and
year.

{Marten 1995 131 /id /h}

When you format your paper with a style that formats authors
and years in the citations, this particular citation will not display
in text, but will be included in the bibliography.

NOTE: For an easy way to modify individual Cite While You Write
citations once they are inserted, see “Customizing Individual Citations”
on page 286.

Citation
Prefixes

You can type a prefix in any temporary in-text citation, using “/
pt” followed by the text in quotes between the reference ID and
suffix if used. For example, an in-text citation such as:

{Marten 1995 131 /id /pt "see also "}

formatted in the American Psychological Association 5th edition
style would be:

(see also Marten & Psarakos, 1995)

When there is only one prefix in a multiple citation, place the
prefix with the reference that will appear first according to that
output style. For example, this citation:

{Marten & Psarakos 1995 131 /id /pt "e.g. ";
MacDonald 1994 112 /id}
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Citation
Suffixes

Citing Specific
Page Numbers

after being formatted in the American Psychological Association
5th edition style will appear as:

(e.g. Marten & Psarakos, 1995; MacDonald, 1994)

If there is more than one reference in a citation, the prefix text
remains with its associated reference. For example, this citation:

{MacDonald 1994 112 /id; Marten 1995 131 /id /pt
“especially "}

formatted in an author/date style will be:

(MacDonald, 1994; especially Marten & Psarakos,
1995)

You can type a suffix in any temporary in-text citation, using “/
ft” followed by the text in quotes between the prefix and page
numbers if used. For example, these citations:

{Marten 1995 131 /id /pt "See " /ft" for
example'}

{Baird 1993 tursiops-truncatus /ft " for example
L] l}

after being formatted in the American Psychological Association
5th edition style will appear as:

(See Marten, 1995 for example)
(Baird, 1993 for example)

In multiple citations, the suffix text remains with the citation that
it follows, even if the citations are sorted differently during the
formatting process. For example, this citation:

{Marten 1995 131 /id /ft "with examples':Baird
1993 41 /id}

formatted in an author/date style will be:

(Marten, 1995 with examples; Baird, 1993)

When citing full references, you might want to include specific
page numbers. Reference Manager provides a way to do this
where the page numbers that you type into a temporary citation
can be manipulated by the Reference Manager style just like a
field in your Reference Manager reference. You can add specific
pages to the temporary citation, and have the Reference Manager
style include them wherever they need to be in the formatted
citation. The style can also apply special pages formatting, like
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deciding whether to add “p.” or “pp.” before the page numbers,
and how to list the range of pages.

The easiest way to add cited pages is to use the Edit Citation
dialog. See “Customizing Individual Citations” on page 286.

To manually include specific page numbers to a reference in a
temporary citation, simply enter the page number preceded by
“@” at the end of the temporary citation:

{Marten 1995 131 /id @27-35}

All text that follows the @ symbol (up to the next space) is
considered the “Page Numbers.”

You must also configure the Reference Manager style used to
format the paper to use “Page Numbers” in the in-text citation
template. See “In-Text Citation Definitions” on page 401 for
information about listing fields to include. See “In-Text Citation
Layout Settings” on page 395 about how to include page
numbers found in Reference Manager or only those pages
entered specifically for citations. See “Page Numbers Properties”
on page 424 to determine the format of the page numbers.

When Reference Manager formats the citation, the cited pages
(“27-35” in the example above) are inserted in the correct
location and formatted as appropriate for the style. See Chapter
15 for more information about Reference Manager’s styles.

NOTE: If you enter page numbers using the suffix field, they will still
appear in a formatted in-text citation, but Reference Manager will not be
able to manipulate them by changing the output style in-text citation
template. This is a perfectly acceptable way to enter page numbers for
in-text citations. See “Citation Suffixes” on page 294 to see how this
works.

Examples of
Modified
Citations

The following examples demonstrate how different
modifications to a temporary citation affect its formatted citation
in either an author/date or numbered style. In the first column is
an example of a modified temporary citation before formatting,
and to the right are two examples of that citation formatted in
different styles.
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Examples of Modified Citations

pt “See "}

Temporary Formatted Formatted | Comments
Citation with an with a
Author/Date | Numbered
Style Style
{Hansen 1990 123 /id/ (1990) [1] To remove the author from the formatted citation, add “/d”
d} to the end of the reference.
{Hansen 1990 123 /id / (Hansen) [1] To remove the year from the formatted citation, add “/a” to
a} the end of the reference.
{MacDonald 1994 41/ No citation appears [1] This temporary citation removes the author and the year
id /n} from the formatted citation. When formatted with an author-
date style, the in-text citation is eliminated, but the refer-
ence still appears in the bibliography. Numbered citations
appear as usual.
{Hansen 1990 123 /id / | (See Hansen 1990) [see 1] To add text before the formatted citation, type “/pt” and the

text in quotes immediately after the reference ID. (See
“Citation Prefixes” on page 293.)

ft “ for example™}

{Hansen 1990 123 /id /

(Hansen 1990 for
example)

[1 for example]

This temporary citation eliminates the year from the format-
ted citation, but adds the additional text “ for example”.

@103}

{Hansen 1990 123 /id

(Hansen 1990 p.
103)

[1p.103]

To add page numbers after the formatted citation, type @
and the number or range after the reference id. With this
temporary citation, the page number(s) after the reference
ID is added to the formatted citation. The Page Numbers
field must be listed in the in-text citation template of your
output style.

Changing Existing Citations

You can change citations at any time. After making changes,
choose Generate Bibliography to (re)format the new or modified
citations and regenerate the bibliography.

Editing
Citations

Once you have inserted and formatted a citation, you should not
edit it directly. You can do so, if you feel you must, but direct
edits are lost the next time Reference Manager formats the
bibliography.

You can almost always get Reference Manager to format your
citations exactly to your specifications by editing the style, the
Reference Manager reference, or the citation (as described here).
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To safely edit a formatted citation:
1. Click on the citation you wish to change.

2. Word 2003: From Word'’s Tools menu, go to the Reference
Manager 12 submenu and Edit Citation(s) to display the
Reference Manager Edit Citation dialog.

Word 2007: On the Reference Manager tab, in the Citations
group, click Edit Citation(s).

Reference Manager 12 Edit Citation

Use this window to view, select, edit and remove dtations from your current document.

Citations in document: Formatted Citation

about male dolphins. (...) e’ [ Exdude author [ Exdude year
Smolker, 1992 52 /id

With whales and dolphins. (...) With e Prefix: | |
Doak, 1989 83 fid
Ferrey, 1993 48 /id Suffic: | |

and reactions with sharks. {...)
Heithaus, 2001 179 fid
more about river dolphins (...) When ¢

v [ Insert... ] [ Remove ]ﬂil

Ref Type: Journal ~
Ref ID: 140

Title: Concentration of organochlorines in Ganges River dolphins from Patna, Bihar
Authors:  Kumari,A.; Sinha,R.K.; Gopal K.; Lata,5.

Pub Date: 2002/7

Pages:| |

v

[ O ][ Cancel ][ Help ]

IDatabase: Traveling Library 6 citations

All of the cited references in the document are listed in the
left column of the dialog. An ellipses shows where a citation
appears within text. The line below shows the cited
reference(s).

3. Select the appropriate citation from the list at the left of the
dialog (you can scroll through all citations in the document)
and make any of the following changes to the highlighted
citation:

¢ Exclude Author: Select this to omit the author name from
the formatted citation.

¢ Exclude Year: Select this to omit the date from the
formatted citation.

¢ Prefix: Enter text here to print immediately before the
citation text (spaces are significant).

¢ Suffix: Enter text here to print after the citation text
(spaces are significant).

¢ Pages: Enter page numbers here to print as Page
Numbers. To print, the Page Numbers field must be
listed in the in-text citation template of the output style.
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4. You can add or remove citations from a multiple citation, or
change the order of citations.

¢

¢

Insert: Use this to add another citation within the same
set of delimiters.

Remove: Highlight a citation and click Remove to delete
it from the in-text citation.

Up and Down Arrows: Highlight a reference and use the
arrows to change the order of display. (If a Citation Sort
Order is applied by the current output style, using this
dialog to change the order of citations in a multiple
citation has no effect.)

5. Click OK to implement your change(s).

Revert to
Original Text

NOTE: Another easy way to edit a citation is to right click on the citation
and select Edit Citations. A submenu is available to quickly Exclude
Author, Exclude Year, or display the full Edit Citations window.

Reverting to original text reverts formatted citations to
temporary citations, removes the bibliography, and turns off
instant formatting.

If your citations are formatted in a numbered style, you can
revert your paper to original text to easily identify citations as
you work. You can use Generate Bibliography again later.

NOTE: Unlike formatted citations, temporary citations require that you
have the corresponding Reference Manager database open in order to
format the paper again. Reverting to original text removes the Traveling

Library.

To revert to temporary citations:

1.

Determine which citations you want to revert:

¢

¢

To revert a particular citation, highlight only that
citation.

If the citation you want to revert is part of a multiple
citation, highlight the multiple citation. All citations
within the delimiters will become temporary citations.

To revert a section of the document, highlight that
section.

To revert the entire document, either select nothing or
highlight the entire document.
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2. Word 2003: From Word’s Tools menu, go to the Reference
Manager 12 submenu and Revert to Original Text.

Word 2007: On the Reference Manager tab, in the
Bibliography group, click Convert Citations and Bibliography
and select Convert to Unformatted Citations.

If you are reverting the entire document, this reverts all
formatted citations to temporary citations and removes the
current bibliography.

You can tell when a paper has reverted to original text because
the citations appear in the temporary citation format (such as
“{Smith 1999 24 /id}”).

Temporary citations are temporary placeholders that do not
reflect final output. If you want to send your final formatted
document to a publisher, see “Removing Field Codes” on page
315.

NOTE: When you use Revert to Original Text, Instant Formatting is
disabled. To format your paper, go to the Tools menu, then the
Reference Manager 12 submenu, and choose Generate Bibliography.
You can enable Instant Formatting again by choosing Instant
Formatting from the Reference Manager 12 submenu.

Moving or

Copying
Citations

Deleting
Citations

You can highlight any text that includes citations, then use the
Edit menu commands to Cut or Copy and then Paste it elsewhere
in the document. You can do this with formatted or temporary
citations.

To move or copy only the citation itself, make sure you highlight
the entire citation (including surrounding delimiters). Then Cut
or Copy and Paste it elsewhere in the document.

To delete a temporary citation, simply highlight the entire
citation (including delimiters), and press the backspace or delete

key.

While it is possible to highlight a formatted citation and simply
press the delete key on your keyboard, we do not recommend
you do that. If you do not completely delete the citation and all
associated field codes, you could corrupt your document.
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To safely delete a formatted citation:
1. Highlight the citation you want to delete.

2. Word 2003: From the Tools menu in Word, go to the Reference
Manager 12 submenu and select Edit Citation(s) to display the
Reference Manager Edit Citation dialog.

Word 2007: On the Reference Manager tab, in the Citations
group, click Edit Citation(s).

All of the cited references in the document are listed in the
left column of the dialog. An ellipses shows where a citation
appears within text. The line below shows the cited
reference(s). The citation you highlighted in the document
should be highlighted in the list.

3. In the left column, make sure the highlighted citation is the
one you want to delete.

If the citation is part of a multiple citation, make sure you
select just the citation you want to delete.

4. Click Remove.
Click OK.

Generating Bibliographies
Generating a bibliography serves two functions:

¢ It formats each in-text citation according to the selected
bibliographic style.

¢ It adds a complete bibliography to the document.

The format used for citations and references is determined by the
output style selected.

Basic When you have finished writing your paper in Word, and all of

Instructions your Reference Manager citations have been inserted into the
text, you are ready for Reference Manager to format the paper
and generate a bibliography. This can be done in one of two
ways:

¢ Instant Formatting actually works as you insert citations, and
is enabled when you first start using Cite While You Write.
Reference Manager uses the currently selected style to
format citations and update the bibliography each time a
citation is inserted. However, if you want to change the style
or layout of references, you must use the Generate
Bibliography command.
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Instant
Formatting

¢ Generate Bibliography allows you to modify style and layout
settings before formatting your document. This is also where
you enable or disable Instant Formatting.

Word 2003: From the Reference Manager 12 submenu on the
Tools menu, select Generate Bibliography.

Word 2007: On the Reference Manager tab, in the
Bibliography group, click the bottom corner arrow.

¢ Update Citations and Bibliography is available in Word 2007.
You will find it on the Reference Manager tab, in the
Bibliography group. Reference Manager uses the currently
selected style to format citations and bibliography. You
could also simply choose a new style from the Style list in the
Bibliography group.

These are the basic formatting instructions:

1. Word 2003: From the Tools menu in Word, go to the Reference
Manager 12 submenu and select Generate Bibliography.

Word 2007: On the Reference Manager tab, in the
Bibliography group, click the bottom corner arrow.

2. On the Generate Bibliography tab, use the Output style
option to select an output style to format references. It is
okay to experiment with different styles because you can
simply reformat again.

3. Click OK to format all citations and build the bibliography.

Instant Formatting works while you write your paper. As you
insert citations, Reference Manager uses the currently selected
style to format citations and update the bibliography. By default,
Instant Formatting is enabled.

To change the style or layout of references, you can use the
Generate Bibliography command, which is described in the next
section.

In some cases, Instant Formatting is disabled, such as when you
unformat your paper by using the Revert to Original Text
command. To change this setting, you can use the Instant
Formatting command.

Even when Instant Formatting is enabled, it is not triggered
when you manually type a reference into a document. You must
use the Tools>Reference Manager 12 menu (Word 2003) or the
Reference Manager tab (Word 2007) to either insert another
citation or format the citations and a reference list.

To use Instant Formatting, smart tags must be enabled in Word
(they are turned on by default).
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To verify that Smart Tags are enabled:

Word 2003: Go to the Tools menu and choose Auto Correct
Options. Click on the Smart Tags tab. Select the check box titled
"Label text with smart tags." In the list of Recognizers, make sure
"Cwyw Citation Recognizer" is selected.

Word 2007: Click the Office icon, then Word Options, then
Proofing, then AutoCorrect Options. On the Smart Tags tab, select
the check box titled “Label text with smart tags” and make sure
“In-text Citation (Cwyw Citation Recognizer)” is selected.

NOTE: To turn Instant Formatting on or off for new Word documents,
see “Cite While You Write Preferences for Word” on page 499.

To enable or disable Instant Formatting in the current
document:

1. Word 2003: From the Tools menu in Word, go to the Reference
Manager 12 submenu and select Instant Formatting. Click the
Enable Instant Formatting box to toggle Instant Formatting.

=

Reference Manager Instant Formatting

Instant Formatting automatically updates wour reference
lizt as new citations are added to a document.

Enable Instant Formatting for this document
Scan for temporary citations
Check for citation changes

[ QK ][ Cancel ][ Help ]

Word 2007: On the Reference Manager tab, in the
Bibliography group, click the bottom corner arrow. Then,
display the Instant Formatting tab, click Turn On, and click
Settings.

=

Reference Manager 12 Instant Formatting Settings

Instant Formatting oK

" -

Scan for temporary ctations

Check for citation changes
Help

2. Once Instant Formatting is enabled, you can modify these
Instant Formatting controls:

4 Scan for temporary citations turns on scanning of
temporary citations. This finds and formats all citations,
including those you may have entered manually.
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Formatting the
Bibliography
and/or
Changing
Bibliography
Settings

¢ Check for citation changes turns on background
scanning that looks for citation changes.

Click OK to save changes to the Instant Formatting settings.

You may be halfway through inserting citations, or you may
have finished writing your paper. You may have Instant
Formatting enabled, or you may have manually inserted
citations with Instant Formatting disabled. It doesn’t matter. As
long as you have citations entered in your document, you can
format your paper at any time. You can reformat after adding
more citations or to change the style or layout settings.

NOTE: The first time a citation is formatted, the corresponding
Reference Manager database must be open. After that, Reference
Manager can use the Traveling Library for reference information. See
“The Traveling Library” on page 311 for more information.

To format citations and generate a bibliography:

1. Word 2003: From the Tools menu in Word, go to the Reference
Manager 12 submenu and select Generate Bibliography.

Word 2007: On the Reference Manager tab, in the
Bibliography group, click the bottom corner arrow.

r =
Reference Manager 12 Format Bibliography g|
Bibliography | Fields || Instant Formatting | Databases
Qutput style:
Modem Language Association w E]
Fant: Size:
Times New Roman | [12 v
Bibliography title:
Reference List
Bibliography order: In-Text citation order:
Author/Date v | | Citation Order v
[ Number bibliography., starting with: |1
First line indent: |0.000in Line spacing: | Double w
Hanging indent: |0.500in Space after: Single w
QK ] [ Cancel ] [ Help
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On the Bibliography tab, change or verify these settings:

Output style: Select the appropriate output style to format
references. You can experiment by reformatting with various
output styles.

Font and Size: These are the text font and size used for the
bibliography.

Bibliography title: To print a title at the top of your
bibliography, type the title in this text box.

Bibliography and In-Text citation order: Change the output
style’s bibliography and/or in-text citation order directly in
your document.

Start with bibliography number: Enter a starting reference
number if you want to number your bibliography.

First line indent and Hanging indent: Use these settings to
set a paragraph indent, a hanging indent, or no indent at all.
The hanging indent applies to the second and subsequent
lines of a reference in the bibliography. Type measurements
as inches (in).

Line spacing and Space after: Set the Line spacing for within
a reference and the Space after for spacing between
references.
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3. On the Fields tab, you can add or remove fields to print for
each reference.

=

Reference Manager 12 Format Bibliography

Bibliography | Figlds | Instant Formatting | Databases
Optional Fields

[] Show Reference ID
[] Show Motes

[] Show Abstract

[] Show Reprint Status
[ Show Keywards

[ QK H Cancel ][ Help ]

NOTE: In order to print, a selected field must be listed in the selected
output style for printing. The output styles supplied with Reference
Manager include these fields, but if you are using a new or modified
output style, you may need to add these fields to the output style.

4. C(Click the Databases tab to see which databases are
referenced in the document.

5. Click OK to save changes and format your citations and
bibliography.

NOTE: You do not have to verify each tab every time you format. If all
you want to do is change the output style, choose Generate
Bibliography, select the output style on the Bibliography tab, and click
OK. Word 2007: An easier option is to go to the Reference Manager
tab, look in the Bibliography group, and simply select a new Style.

Reformatting
Papers

Adding New Citations to Formatted Papers

If you add more citations to your paper after the formatting
process, you can easily update the citations and the
bibliography.
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Word 2003: From the Tools menu, choose Reference Manager 12
and then Generate Bibliography.

Word 2007: On the Reference Manager 12 tab, in the
Bibliography group, click Update Citations and Bibliography or
click the corner arrow to bring up the Format Bibliography dialog.

NOTE: You do not need to unformat (revert) your citations in order to
reformat them.

Creating a
Bibliography
from Multiple
Documents

Reformatting with Different Styles
To reformat your paper in a different style:

1. Word 2003: Go to the Tools menu, then the Reference Manager
12 submenu, and choose Generate Bibliography again.

Word 2007: You can select a new Style in the Bibliography
group, or click the corner arrow to bring up the Format
Bibliography dialog.

2. Selectanew style from the Generate Bibliography dialog and

click OK. Your citations and bibliography are updated for the
new bibliographic style.

You can use Word’s Master Document feature to generate a
single bibliography from multiple documents. This allows you to
create a cumulative bibliography from any number of book
chapters.

To generate a single bibliography:

1. Ineach of your documents, or chapters, insert your citations
to link them to references in a Reference Manager database.

2. Close all of your documents.

Create a New document

4. Designate the new document as a master document, then
insert and display each of your chapters as subdocuments.
(Check Word’s documentation if you need step-by-step
instructions.)

5. Word 2003: From the Tools menu, go to the Reference Manager
12 submenu and select Generate Bibliography.

Word 2007: On the Reference Manager tab, in the
Bibliography group, click the bottom corner arrow to bring up
the Generate Bibliography window.

6. Verify the formatting options and click OK.
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Reference Manager creates the bibliography, using citations
from the master document and all displayed subdocuments, and
places it at the end of the master document. You can move the
bibliography anywhere within the master or subdocuments, and
it will remain in that location even when you reformat.

NOTE: If you choose Word'’s Insert > File command and select the
“Link” option to insert a document into the text, Reference Manager will
not format the linked document when you format the main document.
The text from the linked document will be skipped.

Directly
Editing
Bibliographies

Moving
Bibliographies

It is always best to make changes to your final bibliography by
correcting the data in the Reference Manager database, editing
the output style you are using, or adding or deleting citations
from your paper. Then, after making the necessary changes,
choose Generate Bibliography and the corrections are
automatically made to the bibliography.

It is not always possible for Reference Manager to format the
bibliography exactly as needed, so you might have to manually
edit the formatted bibliography. If you must do this, remember
that if you reformat a paper after editing the bibliography,
Reference Manager will not preserve your edits. When Reference
Manager reformats a bibliography, it deletes the existing one and
puts a new one in its place.

You can edit the bibliography as you would any text. The
bibliography may be shaded, but you can still edit it. If you later
reformat the paper, your edits will be gone.

You can add text after the bibliography, but make sure to put it
after the end of the formatted bibliography—outside of the
bibliography field.

NOTE: See the Styles chapter (Chapter 15) for instructions about
editing styles.

Cite While You Write always creates the initial bibliography at
the end of the Word document that it has formatted. If you move
the bibliography to a different location in the document (you can
drag-and-drop, or if you have Instant Formatting disabled you
can Cut and Paste), Reference Manager keeps it there even if you
reformat the paper.
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Deleting To delete a bibliography, make sure Instant Formatting is
Bibliographies disabled and then simply select the bibliography and delete it.

Make sure you drag the cursor across the very beginning of the
bibliography to select the entire bibliography field. Press the
BACKSPACE or DELETE key. You can also choose Cut from the Edit
menu if you want to paste the bibliography somewhere else.

Setting Cite While You Write Preferences

You can access and set Cite While You Write preferences from
either Reference Manager or Word. The same dialog appears,
and changes are saved in the same place:

¢ From Reference Manager’s Tools menu, go to the Cite While
You Write submenu and select CWYW Preferences.

¢ Word 2003: From Word’s Tools menu, go to the Reference
Manager 12 submenu and select CWYW Preferences.

¢ Word 2007: On the Reference Manager 12 tab, in the Tools
group, select Preferences.

Cite While You Write preferences include general preferences,
temporary citation preferences, and the ability to assign
keyboard shortcuts to menu commands. For more information
about these preferences, see “Cite While You Write Preferences
for Word” on page 499.

Making Changes to the Reference Manager
Database

Once you have inserted and formatted citations in Word,
changes to the corresponding Reference Manager database could
affect reformatting.

indin ite ou can quickly jump from a bibliographic in-text citation to the
Find Cited Y quickly jump f bibliograph h
Referencesin a corresponding Reference Manager reference.

Database To find an Reference Manager reference:

1. Make sure both your Word document and your Reference
Manager database are open.

2. Highlight the citation(s) in your Word document.

3. Word 2003: From the Tools menu in Word, go to the Reference
Manager 12 submenu and select Edit Database Reference(s).
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Editing a
Reference in
the Database

Word 2007: On the Reference Manager tab, in the Citations
group, select Edit Database Reference(s).

Reference Manager opens the corresponding reference for
editing.

You may insert a citation in a Word document, and then later
edit the corresponding reference in Reference Manager. Are
those changes reflected in your Word document?

Your citations and bibliography will reflect the edits the next
time you reformat the paper with the Reference Manager
database open. Open your document, open your Reference
Manager database, and then

Word 2003: From the Reference Manager 12 submenu on the Tools
menu in Word, choose Generate Bibliography.

Word 2007: On the Reference Manager tab, in the Bibliography
group, select Update Citations and Bibliography.

Reference Manager will not be able to make the update if the
database is not open during formatting. Instead, it will take the
original reference information from Word'’s field codes.

NOTE: The primary author’s last name and the publication year are
both used to identify a reference, so changes to these items in a
Reference Manager reference are not reflected in the in-text citation.
Cite While You Write will no longer identify a match between the citation
and the reference, and will use reference information from Word’s field
codes (the Traveling Library).

Deleting a
Reference
From the
Database

The first time a citation is formatted, Reference Manager uses
information from the temporary citation to look in the open
database and find the corresponding reference. If you later
reformat, Reference Manager again looks in the database for that
reference. If the reference has been deleted from the database,
Reference Manager takes the reference information from hidden
field codes in Word (the Traveling Library).

So, if you deleted a cited reference from the database, the
required information is still available in the hidden field codes
surrounding each formatted citation—even though the reference is
no longer in the database.

However, a temporary citation is simply a temporary placeholder.
If a citation is temporary, and you have deleted the
corresponding reference from the Reference Manager database,
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Reference Manager will not be able to find the reference
information for formatting.

If you add the reference to the database again, it will likely be
assigned a different reference ID. When this occurs, you would
need to re-insert the citation in Word.

Reference IDs

Reference Manager assigns a unique reference ID to each
reference as it is added to your database. These reference IDs
appear in temporary citations to ensure that the correct reference
is used when the paper is formatted:

{Marten 1994 130 /id}

By default, Reference Manager automatically assigns numeric
reference IDs. This setting can be changed in Reference
Manager’s Options.

Keep the following points in mind regarding reference IDs if
using Reference Manager’s automatic numeric reference ID
assignment:

¢ Unless otherwise defined, Reference Manager automatically
assigns a reference ID sequentially to each reference as it is
added to a database.

¢ If the same reference appears in two different databases, the
reference IDs will most likely be different.

4 Unless otherwise defined, reference IDs are not reused or
reassigned within a database. When you delete a reference,
the corresponding reference ID is not used again in that
database.

¢ If you delete a reference, then add the reference to the
database again, it will be assigned a new, different reference
ID, so Reference Manager will not be able to find it when
formatting your paper. You will need to reinsert the citation
into the paper using the new reference in your database.

Sharing Your Word Documents

You can directly share your files with colleagues. Each formatted
citation is surrounded by field codes which contain full reference
information (also referred to as the Traveling Library).

If you want to convert your document for use with a previous
version of Word or a different word processor, you should
Revert to Original Text before saving in the different file format.
Then, you may be able to reformat. The corresponding Reference
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Manager database (or databases) must be available in order to
format.

To send a final, formatted document to a publisher, you should
Remove Field Codes to save the formatted citations and
bibliography as text.

Of course, if you just want to print a copy of the paper for
someone, you do not need to do anything to your document
other than print it!

NOTE: Cite While You Write codes are directly compatible between
Word 2003 and 2007.

The Traveling
Library

Exporting
Word'’s
Traveling
Library to a
Reference
Manager
Database

Each formatted citation in your Word document is saved with
field codes that embed reference data in the document. The
paper contains a “Traveling Library” of references cited.

The first time a citation is formatted, Reference Manager looks in
the open database and finds the corresponding reference. If you
later reformat, Reference Manager again looks in the open
database for that reference. However, if the database is not
available or not open, Reference Manager uses the Traveling
Library for reference information.

Because reference data is kept with each formatted citation, you
can collaborate with other authors on a paper without each
author having the same Reference Manager database.

The reference data saved with each citation includes all fields
except Notes and Abstract.

NOTE: Do not revert your document to original text if you do not have
the original references in your databases. Unlike formatted citations,

reverted temporary citations require that you have the corresponding
Reference Manager databases open in order to format references.

There may be occasions where you want to copy all of the
references used in a Microsoft Word document to a Reference
Manager database. Perhaps you received only the formatted
Word document from a colleague, and would like to create
Reference Manager references to use later. Or, you may have a
large Reference Manager database, but want to create a smaller
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Reference Manager database with only the subset of references
used in your paper.

NOTE: The Traveling Library does not contain Notes or Abstracts.

To export references from a Word document to a Reference
Manager database:

1. Open the document in Word.

2. Word 2003: From the Tools menu, go to the Reference Manager
submenu and choose Export Traveling Library.

Word 2007: On the Reference Manager tab, in the Tools
group, select Export to Reference Manager and then Export
Traveling Library.

=

Import Traveling Library

Import Library into:
é (%) &n existing Reference Manager database:

(O & new Reference Manager database
=

[ QK H Cancel ][ Help

3. On the dialog, select either:

¢ An existing Reference Manager database:
Select a database from the drop-down list of available
databases, or click Browse to locate a database.

¢ A new Reference Manager database:
You will be prompted to name and Save the new
database.

NOTE: We recommend that you export to a new Reference Manager
database, so you can review the records before adding them to an
existing database.

There is an alternate way to copy references from your Word
document to a Reference Manager database. Open both your
Word document and the Reference Manager database. Then, in
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Reference Manager, go to the Tools menu, then the Cite While You
Write submenu, and choose Import Traveling Library.

NOTE: When you use the Export/Import Traveling Library commands,
the exported references will be renumbered and will not retain their
original Reference ID.

Converting
Word 2007
Citations to
Reference
Manager

Word 2007 includes a Reference tab, where you can use
commands to insert Microsoft Word footnote or endnote
citations. These footnote and endnote citations are not used
directly by the Reference Manager Cite While You Write feature
(although you can insert a Reference Manager citation within a
Word footnote). If you have citations already entered into Word,
you can copy the reference information into a Reference
Manager library and then convert the Word citations into
Reference Manager Cite While You Write citations.

NOTE: The Word citation conversion features require that your
computer have the Microsoft .Net Framework installed.

To export Word 2007 citations to a Reference Manager library:
1. Open the Word document that contains the citations.

2. On the Reference Manager tab, in the Tools group, select
Export to Reference Manager and then Export Word 2007
Citations.

To export the Word 2007 master citation list to a Reference
Manager library:

1. Open the Word document that contains the citations.

2. On the Reference Manager tab, in the Tools group, select
Export to Reference Manager and then Export Word 2007 Master
List.

To convert Word 2007 citations to Reference Manager citations
within the document:

1. Open the Word document that contains the citations.

2. On the Reference Manager tab, in the Bibliography group,
select Convert Citations and Bibliography and then Convert
Word 2007 Citations to Reference Manager.
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Working on
Different
Computers

If you are working on a single paper and moving between
different computers, it is best to keep a copy of your reference
database with your paper. That way you will always access the
same database when inserting citations. If you separately add
references to a copy of the database at home and to a different
version at work, reference IDs may not match up correctly and
Reference Manager may have to rely on the Traveling Library for
reference information. That isn’t necessarily bad, but you want
to make sure that any database edits are reflected in your Word
document.

If you are inserting citations on only one machine, it is fine to
move the document itself to other machines—as long as you will
be accessing the document with the same version of Word.

NOTE: If you are collaborating with other authors, you will want to rely
on the Traveling Library.

Saving Files
for Other
Versions of
Word and
Other Word
Processors

Formatted citations are Word “fields” specific to version of
Word that created them and the other compatible versions
(Word 2003 and Word 2007). If you open your document with a
different version of Word, or use the Save As command to save a
formatted copy of your paper in another format, you may lose
the ability to format citations in that document.

If you plan to use your document with a different word
processor, a different version of Microsoft Word, or on a
different platform, you should either Revert to Original Text or
Remove Field Codes from the Word file before converting the
document to the other file format.

¢ Reverting to Original Text: Temporary citations are regular
text; however, they are temporary placeholders that do not
reflect final output. (See”Removing Field Codes” on page
315.) You may be able to unformat citations, save to another
file format, and use a different method to format citations
from these placeholders.

¢ Removing Field Codes: When you remove field codes, you
save a copy of the document and convert formatted fields to
regular formatted text. The copy reflects final, formatted
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output, but you cannot reformat later. See “Removing Field
Codes” below for more information.

NOTE: Cite While You Write codes are directly compatible between
Word 2003 and Word 2007. Because reference data is kept with each
formatted citation, you can collaborate with other authors on a paper
without each author having the same Reference Manager database.

Submitting the
Final Papertoa
Publisher

Removing
Field Codes

Many publishers ask that you submit an electronic copy of your
paper in addition to a printed copy. Because the field codes in
your document may be incompatible with the publishing
software, you should submit a copy of your paper without field
codes, as described next.

You may need to remove Cite While You Write field codes in
order to share your document with a publisher or colleague.

¢ Most publishers require that field codes be removed.

¢ If your colleague is using the same version of Word that you
are, you can share your formatted document as is; the
document includes a “Traveling Library,” which includes all
required information for the formatted citations and
bibliography. See “The Traveling Library” on page 311 to
learn more about the Traveling Library.

¢ If your colleague is using a different word processor or an
incompatible version of Word, you could remove field codes
to share your final document. However, removing field
codes saves the formatted citations and bibliography as text,
and does not allow reformatting.

¢ Removing field codes means deleting Word’s Cite While You
Write field codes and saving the formatted citations and
bibliography as text. This removes only Cite While You
Write field codes, and not all other Word field codes.

¢ When field codes are removed, in-text figure citations are no
longer linked to a Reference Manager reference.

¢ Because Reference Manager and Cite While You Write
cannot reformat or unformat your paper once field codes are
removed, the Remove Field Codes command makes a copy of
your document without codes.

NOTE: If you are working with master and subdocuments in Word, the
Remove Field Codes command warns that it will strip codes from the
original documents. You should first manually save copies of the master
and subdocuments, and then remove codes from the copies.
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To remove Cite While You Write field codes:
1. Open your formatted Word document.

If you are working with Master and Subdocuments, work
with copies of your documents.

2. Word 2003: From the Tools menu, go to the Reference Manager
12 submenu and select Remove Field Codes.

Word 2007: On the Reference Manager tab, in the
Bibliography group, select Convert Citations and Bibliography
and then Convert to Plain Text.

A copy of the document, without field codes, appears in a
new document window.

3. Word 2003: From the File menu, Save the document.
Word 2007: Click the Office icon and then Save.

4. Single document: In Word's Save As dialog, type a new
name for this copy of your document and click OK.

Master and Subdocuments: You may be advised to save a
copy of the master and each subdocument.

Word saves your document without embedded Cite While You
Write formatting codes, so you can submit your paper to a
publisher or share your final paper with a colleague using a
different word processor (including a different version of Word).

NOTE: The copy does not contain Cite While You Write field codes, so
you cannot reformat with Cite While You Write. To reformat, start with
the original document, which retains field codes.

If you find that the Remove Field Codes command produces
undesired layout or other formatting changes to your document,
you can remove all Microsoft Word field codes, which may yield
better results.

To remove all Microsoft Word field codes:

1. First save a backup copy of your document, because this will
irretrievably remove the links between your document and
your Reference Manager database(s) as well as all other
Word field codes.

2. Select all text in the document by choosing Select All from
Word'’s Edit menu or pressing CTRL+A.

3. Press CTRL+6 to remove all Microsoft Word field codes from
the document (not just Cite While You Write codes!) and
leave the text, citations, and bibliography as they appear.
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Overview of the Cite While You Write
Process in WordPerfect

Word
Processor
Compatibility

This chapter describes how to Cite While You Write'" (CWYW)

with Corel’s WordPerfect® 9,10, 11, 12, or 13 to cite references
and create a paper with properly formatted citations and
bibliography. Cite While You Write gives you access to
Reference Manager references and formatting commands
directly from WordPerfect’s Tools menu. You can create
bibliographies and citations formatted according to any one of
hundreds of styles.

This chapter explains how to format references and create a
bibliography with WordPerfect® versions 9-13.

To Cite While You Write' with Microsoft® Word, please see
Chapter 10.

To create a stand-alone bibliography that is not based on the
citations in a paper, see “Creating an Independent Bibliography”
in Chapter 12.

NOTE: Only one word processor at a time should be open when
inserting citations and formatting documents.

Basic
Instructions

The basic steps required to cite a reference and generate a
bibliography in WordPerfect are summarized below. These
procedures are described in more detail later in this chapter.

To cite references and format a bibliography:

1. Open the Reference Manager database(s) that contain the
references you wish to cite.

2. Start WordPerfect and open the paper you are writing.

3. When you are ready to cite a source, position the cursor in
the text where you would like to put the citation.
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4. Go to the Tools menu in WordPerfect, then the Reference
Manager 12 submenu, and select Insert Citation. A Reference
Manager Insert Citation dialog appears.

Insert Citation

Identifying Text:

Insert
|d0|phiri j
Cancel
Look Ir:
|[AII Open Databazes] j J Help
Citation Format:
| uther Date ReflD |

5. In the Identifying Text text box, enter text to identify the
reference you wish to cite. Reference Manager assumes an
“and” between each word, and will search the Authors, Date,
Keywords, Titles, and RefID fields of your references.

6. Click Insert and Reference Manager compares the identifying
text to your Reference Manager references and then lists the
matching reference(s).

M |nsert Citation: Select Matching Reference

e B
dolphin v Q
[01] Ref Type Baok, Whole ~
[02] Ref 1D 63
[03] Back Title Dalphint's first day: the stary of a bettlenase dolphin
[04] Authors Zoehleld K/ Petruccio.5
[05] Pub Date 1994
[33] Web/URL
[34] FileAttachment
1351 Link to Full-text ™
RetlD /| Author [ Tite Date A
[ Smith E.5.- Lewin.T A dolphin goss to school: the story of Squit,  trained dolphin 1986
68 Behrens,) Whales of the world 1967
1E alph
2 BazuaDuran C.; AuMW.W. The whistles of Hawaiian spinner dolphins 2002412
i 0DellS Island of the Blue Dolphing 1960
k] LEngeM A fing of endless ight 1560
6 MehalyR. S0 remorseless @ havoc:of dolphing, whales., and men 1981
bl ArdersonL.; Adams 4. Arian and the dolphins: based on an ancient Greek legend 1978
7 Gambell A The concise ilustiated book of whales and delphins 1991
8 Rieed0.C.; Carrall P ; Canoll W, The dolphins and me 1983
7 Caffey.DJ. Doiphins, whales, and parpaises :an encpclopedia of sea mammals 1977
el Daak W, Encounters with whales & dolphine 1989
& 0DellS Island of the Blue Dolphins 1978
£ AngelH Life in the oceans: the spectacular world of whales, dolphins, giant sauids, s+ 1576 ~
Iset | [ Cancel | [ Help
Database: C:\Progiam Files\Reference Manager 124D atebase\Samplemd 129items in st

7. Identify, highlight, and Insert the appropriate reference(s).
The citation is now inserted as an unformatted citation in
your document.

8. When you are ready to generate the bibliography for the
paper, choose Generate Bibliography from WordPerfect’s
Tools>Reference Manager 12 menu.
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A dialog appears to confirm the bibliography settings. Verify
that the correct style is being used. You can change it here if
necessary.

Bibliography Setup g|
Reference List l Fort and Fields ]

Output Style:

Modern Languag:

Reference List Title:

Reference List

Reference List Order: In-Text Citation Order:

| futhor/Date/ Title | | Citation Order |
Mumbering
I™ MNumber References, Beginning 'with: ’1—
Prefix:
Suffis: ’7 Alignment: ’m
Indentation Spacing

First Line: 0.000 in Line Spacing: | Double -

Hanging: 0.500in Space After. | Single -
QK | Cancel | Help |

9. Click OK.

Reference Manager scans the paper for the unformatted
citations, replaces them with the appropriately formatted
citation for the style you selected, and appends a bibliography to
the end of your paper.

Now your paper is ready for publication!

Introductory Information

Important
Compatibility
Issues

The Cite While You Write feature takes advantage of
technologies in your word processor which place hidden codes
inside your unformatted or formatted citations. These hidden
codes give Reference Manager the ability to format, revert, and
reformat a single document from within your word processor.
However, these codes are not supported by all versions of word
processors.

Once you start using Cite While You Write to format
bibliographies in WordPerfect documents, you must take
precautions before opening your files in other word processors
or even another version of your word processor. If a document
containing Reference Manager field codes is opened in another
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Temporary,
Unformatted,
and Formatted
Citations

word processor or saved in an incompatible file format, the
Reference Manager citations (formatted or unformatted) and
bibliography will lose their hidden codes. Once this occurs
Reference Manager cannot reformat the document.

Always keep backups of your papers, and before you open a
paper in a different word processor use the Revert to Original Text
command from WordPerfect’s Tools>Reference Manager 12 menu
to revert the paper.

A “citation” is the bibliographic information in the body of a
paper that refers the reader to a complete reference in the
bibliography. Normally a citation consists of a bibliography
number or the author and year in parentheses:

... of the species at hand!.

... of the species at hand (Marten & Psarakos,
1995).

In the context of Reference Manager, citations take three distinct
forms:

Temporary Citation A temporary citation contains identifying
information to match a database reference enclosed in the
specified delimiters. A temporary citation is plain text, and is
‘unlinked’ since it does not contain field codes linking the
citation to its matching database reference.

{Marten 1995 131 /id; MacDonald 1994 112 /id}

Use the Scan Document command to link temporary citations;
they become Unformatted Citations.

Unformatted Citation An unformatted citation contains
identifying citation information enclosed in specified delimiters
as well as hidden fields codes linking the citation to its matching
database reference(s). An unformatted citation looks the same as
a temporary citation, since the field codes are hidden.

{Marten 1995 131 /id; MacDonald 1994 112 /id}

When you enable the Reveal Codes option from the WordPerfect
View menu, field codes appear before and after the citation text.

Unformatted citations are inserted and linked to Reference
Manager references by either using the Insert Citation command,
the Insert Marked References command, or by using Scan Document
to insert temporary citations.
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The Cite While
You Write
Commands

Formatted Citation A formatted citation appears according to
the output style selected when you select Generate Bibliography.
Formatted citations do contain hidden fields codes.

Citations formatted in an Author-Date style look like this:
(MacDonald, 1994; Marten & Psarakos, 1995)

Here is the same citation formatted in a numbered style:

[1.2]

The appearance of a formatted citation depends upon the
Reference Manager bibliographic style selected just prior to
formatting.

When Cite While You Write for WordPerfect is installed, several
Reference Manager commands appear in WordPerfect’s Tools
menu on a Reference Manager 12 submenu. When you choose a
Reference Manager command in WordPerfect, the Reference
Manager program starts (if not already running).

ce Manager 12 Insert Citation

Insert Marked References
Recall Last Search

Scan Document

Generate Bibliography

Find Previous Unlinked Citation
Find Mext Unlinked Citation
Unformat Citations

Revert to Original Text

Help

¢ Insert Citation: This command displays the Reference
Manager Insert Citation dialog, which allows you to search
for Reference Manager references to select and insert as
citations in your WordPerfect document.

¢ Insert Marked Reference(s): If one or more references are
selected in your Reference Manager database, this command
inserts them as a temporary citation at the location of the
cursor in your word processing document.

¢ Recall Last Search: This command recalls the last Insert
Citation search results.

¢ Scan Document: This command scans the open document
for temporary citations and matches them to references
contained in the open Reference Manager databases.
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¢

Generate Bibliography: This command formats (or
reformats) your paper according to the rules of the selected
style. The formatting process replaces the temporary
citations in your paper with formatted citations, and builds
a bibliography at the end of the document.

Find Previous Unlinked Citation: This command locates the
first unlinked citation before the current cursor position in
the document. An unlinked citation is a temporary citation
that has not been matched to a reference in a Reference
Manager database.

Find Next Unlinked Citation: This command locates the first
unlinked citation after the current cursor position in the
document.

Unformat Citations: Use this command to change a
formatted citation to an unformatted citation, but retain field
codes. This can be helpful when using a numbered output
style to more easily identify the citations in your document.

Revert to Original Text: Use this command to change a
formatted citation to a temporary citation without field
codes. This command removes the citation’s link to the
database reference. Scan Document must be used to link the
temporary citation to the database reference.

Help: This command opens the Reference Manager Help file.

You can also use the corresponding Reference Manager 12
toolbar for easy access.

Citing Sources As You Write

Although you can enter Reference Manager citations into a paper
at any time, most writers find it convenient to enter the citations
as they are writing the paper instead of waiting to insert them
after the text is written.

Basic To insert a citation into a WordPerfect document:
Instructions 1. Open the Reference Manager database or databases that
contain the references you wish to cite.
2. Start WordPerfect and open the paper you are writing.
3. When you are ready to cite a source, position the cursor in

the text where you would like to put the citation.
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Inserting
Marked
References

4. Go to the Tools menu in WordPerfect, then the Reference

Manager 12 submenu, and select Insert Citation. A Reference
Manager Insert Citation dialog appears.

Insert Citation
Identifying Text:
|dolphir] |
Look Ir:
|[AII Open Databazes]

Ingert

Cancel

j J Help

gl

Citation Format:
| uther Date ReflD |

In the Identifying Text text box, enter text to identify the
reference you wish to cite. Reference Manager assumes an
“and” between each word, and will search the Authors, Date,
Keywords, Titles, and RefID fields of your references.

Click Insert and Reference Manager compares the identifying
text to your Reference Manager references and then lists the
matching reference(s).

Identify, highlight, and Insert the appropriate reference(s).
The citation is now inserted as a linked temporary citation in
your document.

The unformatted citations are inserted directly into your paper
in the same font as the surrounding text.

To insert references marked in Reference Manager:

1.

Open the Reference Manager database or databases that
contain the references you wish to cite.

Mark the desired reference(s) in your Reference Manager
database.

Open the WordPerfect document and position the cursor at
the location where you would like the citation.

Go to the Tools menu in WordPerfect, then the Reference
Manager 12 submenu, and choose Insert Marked Reference(s).

The unformatted citations are inserted directly into your paper
in the same font as the surrounding text.
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Inserting If you need multiple references in one in-text citation there are
Multiple two ways to accomplish this.

Citations To insert all of the citations together:

1. When you are ready to cite a sources, position the cursor in
the text where you would like to put the citation.

2. Go to the Tools menu in WordPerfect, then the Reference
Manager 12 submenu, and select Insert Citation. A Reference
Manager Insert Citation dialog appears.

3. In the Identifying Text text box, enter text to identify the
reference you wish to cite. Reference Manager assumes an
“and” between each word, and will search all fields in your
records with the exception of the Date’s Other subfield,
Periodicals, Reprint Status, and Secondary Date.

4. Click Insert and Reference Manager compares the identifying
text to your Reference Manager references and then lists the
matching reference(s).

5. Hold down the CTRL key while clicking on the desired
references in the Insert Citation: Select Matching References
dialog (or hold down the SHIFT key to select a continuous
range of references).

The citations are inserted together in one set of brackets. Once
formatted using Generate Bibliography, they appear in one
multiple citation, sorted as your bibliographic style requires:

Unformatted:
{Marten 1995 131 /id; MacDonald 1994 112 /id}

Formatted:
(MacDonald, 1994; Marten & Psarakos, 1995)

The other option is to insert citations individually:

Reference Manager merges adjacent citations automatically
during the formatting process. Citations do not merge, however,
if any character, including spaces or punctuation, separates
them.

Unformatted:
{Marten & Psarakos 1995 131 /id}{MacDonald, 1994
112 /id}

Formatted:
(MacDonald, 1994; Marten & Psarakos, 1995)
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Inserting
Citationsintoa
Formatted
Paper

If you need to add one or more citations to a paper that has
already been formatted, there is no need to unformat it. Simply
insert the new citations into the text (as described above) then
choose the Generate Bibliography command when you are ready to
update the bibliography and citations.

(Marten & Psarakos 1995){MacDonald 1994 112 /id}

Choose Generate Bibliography to format the paper again and
update the citations and bibliography. Formatted citations are
sorted according to the style:

(MacDonald, 1994; Marten & Psarakos, 1995)

NOTE: Do not insert a citation into the middle of a formatted citation.
Insert it immediately before or after the existing citation.

Citing
References in
Footnotes and
Endnotes

Once you have created a footnote or an endnote in WordPerfect,
you can cite references in the footnotes or endnotes just like you
cite them in the body of the text.

To insert a citation in a footnote or endnote:

1. Create the footnote or endnote using the appropriate
command in WordPerfect. (Reference Manager does not
actually create the footnote or endnote in the document, but
it is used to insert and format the citations in the notes.)

2. Position the cursor in the footnote or endnote in your paper
where you would like the citation(s) to appear.

3. Go to the Tools menu in WordPerfect, then the Reference
Manager 12 submenu, and select Insert Citation. A Reference
Manager Insert Citation dialog appears.

4. In the Identifying Text text box, enter text to identify the
reference you wish to cite. Reference Manager assumes an
“and” between each word, and will search all fields in your
records with the exception of the Date’s Other subfield,
Periodicals, Reprint Status, and Secondary Date.

5. Click Insert and Reference Manager compares the identifying
text to your Reference Manager references and then lists the
matching reference(s).

6. Identify, highlight, and Insert the appropriate reference(s).
The citation is now inserted as a linked temporary citation in
your document.
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Typing and Editing Citations in Your Paper

Typing
Citations into
Your Paper

Deleting
Citations

The rules described in this section govern how Reference
Manager recognizes and interprets temporary citations. You
only need to know these rules if you intend to type your own
temporary citations or add or delete text from reverted citations.

Manually entering citations is the same whether you are using
Cite While You Write with WordPerfect or Cite While You Write
with Microsoft Word. See the following sections in Chapter 10,
“Citing References with Microsoft Word 2003 or 2007.”

¢ “Notes About Temporary Citations” on page 290

¢ “Components of a Temporary Citation” on page 291

¢ “Omitting Authors or Years from Citations” on page 292
¢ “Citation Prefixes” on page 293

¢ “Citation Suffixes” on page 294

Once you have typed temporary citations into your paper, use
the Scan Document command to link those citations to Reference
Manager references. Then, use Generate Bibliography to format
according to a bibliographic style.

If after formatting a paper, you decide to delete one or more
citations from the text and/or bibliography, you should delete
the temporary citation from the paper, then format the paper by
selecting the Generate Bibliography command. Reference Manager
automatically updates the bibliography to reflect any deletions,
so there is no need to manually delete references in the
bibliography.

To Delete a Formatted or Unformatted Citation:

1. Highlight the formatted or unformatted citation in the body
of the paper.

2. Select Revert to Original Text from the Tools->Reference
Manager 12 submenu.

Revert to Original Text

Revert Format: ok

Author Date ReflD

Cancel
Delimiters

Left [§ Right: [} il

el
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Editing
Individual
Citations

3. Confirm the information to include in the temporary citation
and click OK.

4. Confirm the selected citation to revert.

After the citation has reverted, highlight the temporary
citation and delete it using the Delete or Backspace keys.

6. Choose Generate Bibliography to update the bibliography.

To Delete One Reference from a Multiple Citation:

Suppose you want to delete just one reference from a formatted
multiple citation. For example, if you want to delete
“MacDonald, 1994” from this formatted citation:

(MacDonald, 1994; Marten & Psarakos, 1995)
1. Highlight the formatted or unformatted citation.

2. Choose Revert to Original Text from the shortcut (right click)
menu. Your citation becomes a temporary citation and
should now look something like this:

{MacDonald 1994 112 /id;Marten 1995 131 /id}

3. Delete the Author, Year, and Reference ID of the unwanted
citation, as well as the extraneous semicolon:

{Marten 1995 131 /id}

4. Choose Scan Document to convert the temporary citation to
an unformatted, linked citation.

5. Choose Generate Bibliography to update the citation and
bibliography.

(Marten & Psarakos, 1995)

There may be a few cases where you want individual citations in
your paper to differ from the standard format. For instance, you
may want to remove the year or author from a citation, if either
was mentioned in the context of the sentence, or you might want
to add a page reference or comment before or after the citation.

For example, assume a formatted citation looks like this:
Marten' s discovery (Marten & Psarakos, 1995)
You may want to change it to one of the following;:
Marten' s discovery (1995)
the 1988 discovery (Marten & Psarakos)
the discovery (Marten & Psarakos, 1995 p.4)
the discovery (see Marten & Psarakos, 1995)
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Basic
Instructions

See the following sections in Chapter 10, “Citing References with
Microsoft Word 2003 or 2007.” for details on how to correctly
add text and modify temporary citations:

¢ “Components of a Temporary Citation” on page 291

¢  “Omitting Authors or Years from Citations” on page 292
¢ “Citation Prefixes” on page 293

¢ “Citation Suffixes” on page 294

Ideally these types of changes should be made to the temporary
citation before formatting your paper. If you have already
formatted your paper, select the citation and choose Revert to
Original Text from the Tools >Reference Manager 12 submenu (or
from the pop-up menu). Edit the temporary citation, use Scan
Document to convert the unlinked citation to an unformatted
citation, then reformat the paper by choosing Generate
Bibliography.

Aside from the citation delimiters, any part of the temporary
citation may be omitted, as long as enough information remains
to uniquely identify the desired reference.

Tips for Creating Bibliographies

A quick overview of the formatting process is described here.
The rest of this section documents tips for creating
bibliographies with Cite While You Write.

When you have finished writing your paper, and all of the
Reference Manager citations have been inserted into the text and
linked to their matching database reference(s), you are ready for
Reference Manager to format the paper and generate a
bibliography.

NOTE: To ensure your document’s citations are formatted and included
in the bibliography, use Find Previous Unlinked Citation or Find Next
Unlinked Citation. These commands identify unlinked citations in the
document that have not been matched to a database reference.

To format unformatted citations and generate a bibliography:
1. Open the paper in WordPerfect.

2. Open your database of references in Reference Manager.

3. From WordPerfect’s Tools>Reference Manager 12 menu,
choose Generate Bibliography.
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Reformatting
Papers

When you choose Generate Bibliography, Reference Manager
generates a bibliography based on the citations in your paper
and formats the in-text citations in the paper according to the
selected style.

Adding New Citations to Formatted Papers

If you add more citations to your paper using Insert Citation or
Insert Marked References after the formatting process, you can
update the citations and the bibliography by simply choosing the
Generate Bibliography command again.

NOTE: You do not need to unformat your citations or use Scan
Document in order to reformat them unless unlinked citations are
present.

Formatting
Master
Documents

Editing
Bibliographies

Reformatting with Different Styles

Similarly, if you would like to reformat your paper in a different
style, just choose Generate Bibliography again, select a different
style from the Output Style field and click OK. Your citations and
bibliography will be converted to the new bibliographic format.

If you need to format a series of documents and put one
cumulative bibliography at the end of the documents, you must
first arrange the files using WordPerfect’s Master Document and
Subdocument configuration. When Reference Manager formats a
Master Document, it also formats all of the Sub-Documents. The
bibliography is appended to the end of the Master Document
initially; however, you can move it to another location within the
Master or Sub-Documents, and it will remain in that location
even if you reformat the documents.

If possible, it is always best to make needed changes to your final
bibliography by correcting the data in the Reference Manager
database, editing the style you are using, or adding or deleting
citations from your paper, depending on what kind of change is
needed. Then after making the necessary changes, choose the
Generate Bibliography command and the corrections will be made
automatically to the bibliography.

It is sometimes not possible for Reference Manager to format the
bibliography exactly as needed, so you might have to manually
edit the formatted bibliography. If you must do this, keep in
mind that if you reformat a paper after editing the bibliography,
Reference Manager will not be able to preserve your edits and
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update the bibliography. You will have to choose one or the
other. When Reference Manager reformats a bibliography it
actually deletes the existing one and puts a new one in its place.
Therefore, if you need to edit your bibliography be aware of the
following:

¢ If you add or delete text within the bibliography Reference
Manager will present a warning dialog the next time you
format the paper

¢ If you want to add text after the bibliography, be sure to put
it after the end of the formatted bibliography—outside of the
bibliography field.

NOTE: See the Styles chapter (Chapter 15) for instructions about
editing styles.

Moving
Bibliographies

Deleting
Bibliographies

Previewing
Formatted
References (or
Styles)

Reference Manager always adds the bibliography to the end of
the document that it has formatted. If you move the bibliography
to a different location in the document, Reference Manager keeps
it there even if you reformat the paper.

To delete a bibliography, click on the entire bibliography and
choose Delete or Cut from the Edit menu.

The Reference Display pane in Reference Manager’s Reference
List displays how the currently selected reference will be
formatted in the bibliography by the current style when Output
Style setting is selected. This Reference Display pane only shows
one reference at a time.

To preview how multiple references will appear in a
bibliography:

1. Select the references in the Reference List.

2. Choose Options from the Tools menu and select the style that

you would like to use in the Copy/Paste Reference Output
Style field.

Click OK.
Choose Copy from the Edit menu.

Either use the Windows Clipboard Viewer to view the
formatted references, or paste the references into a
WordPerfect document to view the references and assess the
formatting results of a style.
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Setting
Margins,
Spacing, and
Fonts

Formatting
With Multiple
Databases

Reference IDs

When you choose Generate Bibliography, Reference Manager puts
a bibliography at the end of your document in the same font and
format as the current document settings in WordPerfect. This

simply means that the bibliography will have the same margins,
spacing, font, and general appearance of the text in your paper.

If citations have been inserted into one document from multiple
databases, all of the necessary databases must be opened in order
for Reference Manager to format the paper correctly.

Reference Manager assigns a unique reference ID to each
reference as it is added to your database. These reference IDs
appear in temporary citations to ensure that the correct reference
is used when the paper is formatted:

{Marten, 1994 130 /id}

By default, Reference Manager automatically assigns numeric
reference IDs. This setting can be changed in Reference
Manager’s Options.

Keep the following points in mind regarding reference IDs if
using Reference Manager’s automatic numeric reference ID
assignment:

¢ Unless otherwise defined, Reference Manager automatically
assigns a reference ID sequentially to each reference as it is
added to a database.

¢ If the same reference appears in two different databases, the
reference IDs will most likely be different.

¢ Unless otherwise defined, reference IDs are not reused or
reassigned within a database. When you delete a reference,
the corresponding reference ID is not used again in that
database.

¢ If you delete a reference, then add the reference to the
database again, it will be assigned a new, different reference
ID, so Reference Manager will not be able to find it when
formatting your paper. You will need to reinsert the citation
into the paper using the new reference in your database.
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Working on
Different
Computers

If you are working on a paper on different computers, be sure to
keep a copy of your reference database on the same disk as your
paper. That way, you will always access the same database when
inserting citations. If you add references to a copy of the
database at home and to a different version at work, the
reference IDs may not match, and Reference Manager will be
unable to find references when it scans your paper.

Unformatting Your Paper

The Unformat Citations command is used to change formatted
citations to unformatted citations. The citations are still linked to
Reference Manager references, but are not formatted according
to any output style.

Unformatting can be helpful if you are using an output style that
uses a numeric citation format. While you are working in your
paper, it is often more meaningful to see a temporary citation
which includes an author name, date, and reference ID than it is
to see a number.

If no citations are selected in your paper, or alternatively, if the
whole document is selected, Unformat Citations converts all of the
citations to temporary linked citations in your document.

To unformat your paper:

1. Make sure nothing is selected in the document, and that the
cursor is not within a citation or the bibliography.

2. Choose Unformat Citations from WordPerfect’s
Tools>Reference Manager 12 submenu.

Unformat Citations
Citation Format: “
| uther Date ReflD |
Author Date ReflD Cancel

Help

ReflD

You can tell when a paper has been unformatted because all of
the citations appear in the “temporary citation” format (such as
“{Smith, 1999 25 /id}”). Field codes appear before and after
citations when the Reveal Codes option is enabled from
WordPerfect’s View menu.

You can Generate Bibliography again at any time to format the
citations according to the selected style.
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Reverting Your Paper to the Original Text

If you plan to share your paper with someone who uses a
different word processor, or another version of WordPerfect,
you must revert your paper to original text. The hidden codes in
formatted and unformatted citations could damage the file when
opened with a different word processor or version of
WordPerfect.

The Revert to Original Text command is used to change formatted
citations to temporary citations and remove field codes. If no
citations are selected in your paper, or alternatively, if the whole
document is selected, Revert to Original Text converts all of the
citations to plain text in your document.

To revert your paper:

1. Make sure nothing is selected in the document, and that the
cursor is not within a citation or the bibliography.

2. Choose Revert to Original Text from WordPerfect’s
Tools>Reference Manager 12 submenu.

Revert to Original Text

Revert Format: ok

Author Date ReflD

Cancel
Delimiters

Left [§ Right: [} il

el

You can tell when a paper has been reverted because all of the
citations appear in a “temporary citation” format (such as
“{Smith, 1999 25 /id}”), and no fields codes appear when the
Reveal Codes option is enabled from WordPerfect’s View menu.

Reverted papers can be used with any word processor. You can
always open a reverted paper again in WordPerfect, use Scan
Document to link the citations, and Generate Bibliography to format
the citations.
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About Independent Bibliographies

There may be times when you want to create a bibliography
without an associated paper. We call this an “independent
bibliography” because Reference Manager does not generate the
bibliography based on citations found in a paper—instead, the
bibliography is generated independently of a paper.

Any one of the procedures described in this chapter can be used
to create an independent bibliography. Each has its own
advantages, so look for the option that best suits your needs:

¢ Use drag-and-drop to instantly transfer a bibliography to a
word processing document

¢ Copy formatted references from a database and paste them
into a word processing document

¢ DPrint references from Reference Manager.

¢ Print a list of abbreviated references, just as they appear in
the Reference List window

¢ Export references from a database

The appearance of your independent bibliography typically
depends on which Reference Manager output style is selected, so
selecting an output style is usually part of the process. The styles
determine what information is included in the bibliography,
how it is arranged, and what punctuation and text styles are
used. For information about modifying styles, see Chapter 15.

Using Drag-and-Drop to Create an Instant
Bibliography

Drag-and-drop” is a way of moving or copying selected text (or
other items) by clicking on the text and dragging it to a new
location. Simply release the mouse button when the cursor is
over the destination, and the text will either be moved or copied
to the new destination.

If your word processor supports drag-and-drop, you can drag a
bibliography from a Reference Manager Reference List window
directly into your paper.

To drag your bibliography:
1. Open both your database and a word processing document.

2. In Reference Manager, choose an output style.
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From the Tools menu, choose Options. On the General tab,
select an output style under “Copy/Paste Reference Output
Style.”

Highlight the desired references in a Reference List window.

4. Drag the references from the database and drop them
directly onto a word processing document in the
background.

This creates a fully formatted bibliography with the references
formatted and sorted according to the selected style.

All text style information (such as bold and italic) is retained if
you “drop” the bibliography into a program that recognizes RTF
(Rich Text Format) text.

The font used for the bibliography in this case is the “Display
Information Font,” which is also used throughout Reference
Manager. You can change this font by choosing Options from the
Tools menu, selecting the General tab, and choosing a new font
and size in the Display Information section. Or, simply apply a
new font and size in the word processing document.

If your word processor does not support drag-and-drop, read
about using the Copy and Paste commands below.

Copy and Paste References

Use the Copy and Paste commands to quickly create and copy a
bibliography that you can paste into a word processing
document, or anywhere else. The references are sorted and
formatted according to the rules of the selected style.

This creates a fully formatted bibliography with the references
formatted according to the selected style. All text style
information (such as bold and italic) is retained if you copy the
references into a program that recognizes RTF (Rich Text
Format) text.

To copy formatted references from Reference Manager and
paste them into a word processing document:

1. Open both your database and a word processing document.
2. In Reference Manager, choose an output style.

From the Tools menu, choose Options. On the General tab,
select an output style under “Copy/Paste Reference Output
Style.”

3. Highlight the desired references in a Reference List window.
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Important
Points

4. From the Edit menu, select Copy (CTRL+C) to copy the
references to the Clipboard.

5. Click in the word processing document where you want to
paste the formatted references.

6. From the Edit menu in your word processor, select Paste
(CTRL+V).

The font used for the references in this case is the “Display
Information Font,” which is also used throughout Reference
Manager. You can change this font by choosing Options from the
Tools menu, selecting the General tab, and choosing a new font
and size in the Display Information section. Or, simply apply a
new font and size in the word processing document.

Printing References

Use the Print command (CTRL+P) from the File menu to print
references directly from Reference Manager. This command is
intended for use as a quick way to put your references on paper.
Typical uses might include printing a list of references to take to
the database with you, printing your notes, or generating a
complete printout of the references in a Reference Manager
database.

Please note this basic information about printing directly from
Reference Manager.

¢ You can print to a printer, to an onscreen preview, or to a text
file.

¢ Printing is available only when a Reference List is the active
window pane. Printing is not available if you have the cursor
in the Reference pane or if you have a reference open for
editing.

¢ You can print either Marked references or all references in
the current list.

¢ Choose Page Setup from the File menu to specify printer-
specific options, including the paper size and page
orientation. Page setup options vary depending on the
printer used.

4 From the File menu, the Print command and the Print Preview
command bring up exactly the same window—except that
the default print destination is set to either Printer or Print
Preview. Or, you can also print by going to the Tools menu
and choosing Bibliography and then Generate from Reference
List.
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Printing
References

To print a list of references directly from Reference Manager:

1.

Make sure that the references you want to print are listed in
the current Reference List window, and click in the list to
make it the active pane. You can print a subset of the list by
marking those references you want to print.

Sort the references if necessary. You can click on a column
heading to quickly sort by that field.

References are exported in the order in which they are listed
in the Reference list window.

Select a print command in one of these ways (each one brings
up the same Bibliography Setup dialog):

4 From the File menu, select Print (CTRL+P).
4 TFrom the File menu, select Print Preview.

¢ From the Tools menu, select Bibliography and then
Generate from Reference List (CTRL+L).

¢ Click the Print toolbar button (the icon that looks like a
printer).

=

Bibliography Setup

General lBiinDglEth‘r’] Page |

References to include Destination
(+ Al references in list ' Printer
™ Print Preview
™ Marked references in list  Fle
Qutput Style
|M0dem Language Association j J
Default Fort and Size Optional Fields
|Aria| |1|} Iv¥ Reference ID
AngsanallPC I S IV Notes
Artique Olive 5 ¥ Abstract
Arabic Transparent 10 Iv¥ Reprint Status
o) 11 &8 v Keywords

QK | Cancel | | Help |

Verify the settings on the three Bibliography Setup tabs,
particularly the Destination and Output Style. The three
tabs, General, Bibliography, and Page, are described in the
next section.

Click OK to print the references. The result depends on the
selected Destination:

¢ Printer: A Print dialog appears. Check the print settings
and click OK.
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¢ Print Preview: A preview of the bibliography appears
onscreen. When you are done viewing the preview, click
Close or click the Print toolbar button to print to your
printer.

¢ File: A Save As dialog box appears. Use the Save in box
to select an appropriate folder, type a name for the file in
the File Name text box, and select a file type next to Save
as type. (You can save the file in one of these formats:
Microsoft Word RTF, WordPerfect RTF, HTML, or Text
Only.) Click Save to save the file.

Print Settings When you select a Print command, a Bibliography Setup dialog
appears in order to set printing options. The Bibliography Setup
dialog is comprised of three tabs: General, Bibliography, and
Page.

The General Tab
Verify these items before clicking OK to print.

=

Bibliography Setup

General lBiinDglEth‘r’] Page |

References to include Destination
(+ Al references in list ' Printer
™ Print Preview
™ Marked references in list  Fle
Qutput Style
|M0dem Language Association j J
Default Fort and Size Optional Fields
|Aria| |1D ¥ Refersnce ID
AngsanallPC I S IV Notes
Artique Olive 5 ¥ Abstract
Arabic Transparent 10 Iv¥ Reprint Status
o) 11 &8 v Keywords
QK | Cancel | | Help |

References to include: You can select all references in the
current list or limit your bibliography to only the marked
references.

Destination: Select the destination for the bibliography—your
printer, onscreen for a preview, or a file.

If you are saving to a file, you can save in one of these formats:
Microsoft Word RTF, WordPerfect RTF, HTML, or Text Only.
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Output Style: Select an output style to use for formatting
references. For more information about selecting or modifying
output styles, see Chapter 15, “Bibliographic Styles.”

Default Font and Size: Select a font and point size for the
bibliography.

Optional Fields: You can select or deselect various Optional
Fields for inclusion in the references.

NOTE: Although you may select a field here for printing, it will not print
unless it is also listed in the output style for the reference types you are
printing.

These options make it easy to quickly turn fields on or off
without modifying output styles. For example, you may want to
print a basic bibliography for a colleague, but then print an
annotated version for yourself. You could turn the Notes field off
for the first version and then on for your copy.

The Bibliography Tab
When you select an output style on the General tab of

Bibliography Setup, information from the selected output style is
used to update the settings on the Bibliography tab.

You can enter new settings on this tab, but anything you change
is temporary. Your custom settings will be remembered until
you either select a different output style, click the Reset from
Output Style button, or close Reference Manager.

=

Bibliography Setup

General Bibliography l Page ]
Bibliography Title

Reference-List

Mumbering
™ Mumber References, Beginning With: |1

Prefic: Suffec: |- - Alignmert: | Right -

Indentation Spacing

First Line: 0.000in Line Spacing: |Double -

Hanging: 0.500in Space After: | Single -

Reset from Output Style
QK | Cancel | | Help |
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Bibliography Title: Initially the title is copied from the selected
output style, but you can enter any title you want for your
bibliography.

Numbering: Under Numbering, select the box if you want to
sequentially number references, and type a starting reference
number (typically 1). You can also modify the prefix that prints
before the number, the suffix that prints after the number, and
the alignment of the number.

Indentation: Under Indentation, you can change the First Line
and/or Hanging indent for the references.

Spacing: Under Spacing, you can change the Line Spacing within
a reference and/or the Space After that appears between
references.

Reset from Output Style: Click this button if you want to reset
all of the settings on the Bibliography tab to reflect the output
style that is selected on the General tab.

The Page Tab

Use the Page tab on the Bibliography Setup dialog to set basic
page layout information.

=

Bibliography Setup

General ] Bibliography  Page l
Margins
Left: Right:  [1250in
Top: IW Bottom: IW

Page Mumbers

¥ Mumber Pages, Beginning With: |1
Iv¥ Suppress First Page Number

Location: Alignment:
| Footer j |Center j
QK | Cancel | | Help

Margins: Enter margins in inches.

Page Numbers: Indicate whether to number pages, and if so,
enter a starting page number. Indicate whether to suppress the
first page number, and select a location and alignment for page
numbers.
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Supported
Formats

Printing the Abbreviated Reference List

You can print the abbreviated reference list you see onscreen,
which includes:

¢ only the references in the current list
¢ only the fields displayed in the current list
¢ the references sorted in the order of the current list

To print an abbreviated reference list:

1. Display the references you want to print in the current
Reference List window.

2. Right click in the Reference List pane of the window to
display a shortcut menu.

3. From the shortcut menu, select Print Abbreviated Reference
List.

4. Verify the settings on the Print dialog and click OK.

Exporting References

Exporting bibliographies from Reference Manager is easy and
flexible. When you export from a database, Reference Manager
copies references to create a text file of references formatted
according to the chosen output format.

As with many Reference Manager operations, you have the
option to export Highlighted references, Marked references,
Unmarked references, or All references in the current reference
list.

Use the Export command to create a file of references in any of
the following formats:

¢ RIS
The RIS format is an exchange format that retains styles, such
as bold and italic. For a complete description of this tagged
format, see Appendix D on page 581.

4 MEDLARS
The MEDLARS format is a text file that exports fields of

information with the National Library of Medicine’s
MEDLARS tags.

¢ Comma Delimited
A comma delimited format separates fields of information
with commas.
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Using the
Export
Command

¢ Tab Delimited

A tab delimited format separates fields of information with
tabs.

XML
The XML format exports in a proprietary Reference Manager
XML format.

To export references from Reference Manager:

1.

Open the database from which you will export, and select the
references you want to export.

Sort the references if necessary. You can click on a column
heading to quickly sort by that field.

References are exported in the order in which they are listed
in the Reference list window. (Highlighted references are
unselected during a sort, whereas marking is remembered
until you close the database.)

From Reference Manager’s File menu, choose Export.

r 5]

Export References g|

File name:
| J Cloze

Olutput format
* RIS Help
" MEDLARS
" Comma Delimited
™ Tab Delimited
7 HML

Fieferences options
+ Highlighted references]
" Marked reference(s)
" Unmarked reference(s]

™ All references in list

Next to the File name text box, click the ellipses button to
display a file dialog.

On the file dialog:

a) Enter a name for the exported file and use the “Save in:”
list to specify where it should be saved.

b) Under the “Save File as Type” list at the bottom of the
dialog, select the type of files to view in the open folder:
text files or all files. Reference Manager will assign the
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appropriate extension to the file format you selected
(such as adding . XML to an XML export file).

¢) Click OK to create the file and return to the Export
References dialog.

NOTE: The Export feature creates a new file; it does not append to an
existing file. If you enter the name of a file that already exists, you will
be advised to enter a different filename.

6. Select an output format: RIS, MEDLARS, Comma Delimited,
Tab Delimited, or XML. (These are described in the previous
topic).

7. Under “References options,” select the group of references
you wish to export.

8. Click Export.
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Basic
Procedure

Overview

This chapter explains how to create subject bibliographies and
subject lists.

Subject List Subject Bibliography
Archaeology Archaeology
Astronony Parker, F. and B. J. Parker (1997). Educational
Biology Philanthropist George Peabody (1795-1869) and
Geochemistry First U.S. Paleontology Professor Othniel
Geology Charles Marsh (1831-99) at Yale University.
Hydrology U.S., Tennessee.
Astronomy
Lowman, P. D., Jr. (2001). Evidence from
Apollo. Science Teacher. 68: 22-25.

A general bibliography is a continuous listing of citations in a
particular order. A subject bibliography is made up of smaller
listings, each appearing under a distinct heading. Despite the

name, a subject bibliography (or a subject list) can be based on
any Reference Manager field or combination of fields.

Subject bibliographies have diverse uses, including: generating
lists of journal abstracts; current awareness lists; subject indexes;
or lists of holdings by category. Typical subject bibliography
headings are by Keyword, Author, or Journal Name.

You can print entire bibliographic citations, information from
one or more fields, reference IDs, or nothing at all under each
heading.

Printing a Subject Bibliography

This section walks through the basic steps to create a subject
bibliography. If you would like to practice with a hands-on tour,
see “Part VI: Printing Bibliographies from Reference Manager”
on page 80 in the Guided Tour.
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To print a subject bibliography:

1.

Sort your references if necessary. Under each subject
heading, references will be listed in the same order as in the
Reference List window.

You can click on a column heading to quickly sort by that
field. For more information about sorting your database, see
“Selecting the Field Sort Order” on page 244.

Determine which references you want Reference Manager to
use when building the subject bibliography.

4  You can highlight individual references.

¢ You can mark a subset of references. For example, you
could use Search References to find a subset of references,
then mark that subset for your subject bibliography.

4 You can use an entire reference list.

From the Tools menu, select Subject Bibliography to display a
Subject Bibliography Setup dialog.

=

Subject Bibliography Setup

General ]Biblioglaphy] Page ] Subject]

Create a Subject Bibliography for:

|AII References in list j
Qutput Style
|Nature j J
Default Fort and Size Optional Fields
|Aria| |1D ¥ Refersnce ID
AngsanallPC I S IV Notes
Artique Olive 5 ¥ Abstract

Arabic Transparent 10 Iv¥ Reprint Status

11 88 v Keywords

QK | Cancel | | Help |

Verify the settings on the General, Bibliography, Page, and
Subject tabs, particularly the following items found on the
General and Bibliography tabs (all four tabs are discussed

later in this chapter under “Subject Bibliography Settings”

on page 359):

¢ Create a Subject Bibliography for, where you indicate
which references to use for the subject bibliography

¢ Output Style, which determines the bibliographic style
used to format each reference
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¢ Bibliography Title, which prints at the top of the
bibliography

Use the Subject tab to set options specifically for subject
headings. For a subject bibliography, it is important to select
the Subject Terms and Reference List item.

5. Click OK to save changes to all of the Subject Bibliography
Setup tabs and display a list of the Reference Manager fields
by default field name.

r 5]

Subject Fields 3]

Selected Fields:

01] Ref Type A Select Al
02] Ref ID

03] Title:, primary Clear Select

04] Authors, primary Bar Selectionis)

05] Drate, primary

0B] Maotes

07] Keywords

03] Reprint

09] Start Page

10] End Page

11] Periodical
12]Wolume

13] Title, secondary
14] Authors, secondary

18] lzsue
16] Pub Place b
Iv List each author separately

I In other fields, list each entry that is separated by slash, carriage retumn, or
line feed. [Keywords entries are always listed separately. ] Help

6. Highlight the field(s) whose contents you wish to use as
subject headings.

¢ The most common selection is the single Keywords field
to create a subject bibliography.

¢ You can include any number of fields. If you build the
list of headings from more than one field, the subject
headings generated from these fields are combined into
a single list.

¢ If you mix date fields with other fields, dates will sort
before alphabetic subject headings.

¢ To quickly select all fields or clear all fields, use the
buttons on the right side of the dialog. You can click on
individual fields to select or deselect them.

7. Select the check boxes as needed to determine whether an
entire field is used as a heading, or whether a field should be
split into multiple headings.

¢ List each author separately, when checked, will list each
author name as a separate heading. If not checked, all
authors from a single field will appear as a single
heading.
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¢ In other fields, list each entry that is separated by slash,
carriage return, or line feed, when checked, separates any
non-author field into multiple subject headings.

¢ Terms in the Keywords field are always listed as
separate headings.

8. Click OK to display the terms found in the fields you
selected.

=

Subject Terms

Selected Tems # Records |~ Select Al

1- trichlaro-2
2-big[p-chlorophengyllethane]
F-triiodothyronine

A-DEE CALLS
ABSORBENCY

sbundance

acclimation

accommodation

acid

Acoustic Stimulation
Acoustics

acquizition

adults

adverse effects

aerial

Africa

age

aldosterone

alliances

altruism b
< > Help

0 Term(z) Selected

Clear Selection(s]

Cancel

T TL A 0 AL S S S Sy S

e

9. Select those terms you wish to include as subject headings.

To quickly select all terms or clear all terms, use the buttons
to the right of the dialog.

You may want to select all terms and then click to deselect
the few terms you do not want included.

10. Click OK to format the subject bibliography on the screen.

If you want to modify the term selections you just set, to
either add or remove terms from the selected field(s), click
the Terms button.

If you want to modify options that affect the subject
headings, click the Layout button.

NOTE: Subject headings print as they appear in your records. No
special formatting of author names and no periodical name substitution
is applied.

11. Once your subject bibliography is set up the way you want
it, you can view, print, save, or dismiss the list:
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¢ Click Print Preview to see a formatted page view of the
bibliography.

¢ Click Print to print to a printer. The Print dialog appears.
Verify settings and click OK or Print.

¢ Click Save to print to a disk file. A file dialog appears for
you to name the file. Choose the file type (Microsoft
Word RTF, WordPerfect RTF, HTML, or Text Only),
name the file, and click Save.

¢ Click Close to dismiss the Subject Bibliography window
and return to your reference list.

Printing a Subject List

A subject list is a sorted list of unique terms (words or phrases)
that occur in particular fields of the records you choose. You can

base a subject list on any Reference Manager field or combination
of fields.

To print a subject list:

1. Determine which references you want Reference Manager to
use when building the subject list.

4  You can highlight individual references.

¢  You can mark a subset of references. For example, you
could use Search References to find a subset of references,
then mark that subset for your subject list.

4 You can use an entire reference list.
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2. From the Tools menu, select Subject Bibliography to display a
Subject Bibliography Setup dialog.

=

Subject Bibliography Setup

General ]Biblioglaphy] Page ] Subject]

Create a Subject Bibliography for:

|AII References in list j
Qutput Style
|Nature j J
Default Fort and Size Optional Fields
|Aria| |1D ¥ Refersnce ID
AngsanallPC I S IV Notes
Artique Olive 5 ¥ Abstract
Arabic Transparent 10 Iv¥ Reprint Status
o) 11 &8 v Keywords
QK | Cancel | | Help |

NOTE: Each of the four tabs on this dialog are described under “Subject
Bibliography Settings” on page 359.

3. Onthe General tab, verify the setting under “Create a Subject
Bibliography for,” where you indicate which references to
use for the subject list.

The Output Style and Optional Fields settings are ignored
because you are not printing formatted references.

4. On the Bibliography tab, enter a Bibliography Title, which
will print at the top of the list.

When you print a subject list, the other settings on the
Bibliography tab are ignored because you are not printing
formatted references.

5. On the Subject tab:
¢ Reference List must be set to Subject Terms Only.

¢ Include may include Subject Term Counts and/or a List
of Reference IDs if you wish.

¢ Subject Term Layout can be set to print terms in
Alphabetical or Term Count order and in Ascending or
Descending order.

¢ Do not include a Prefix, and include a caret-p ("p) as a
Suffix so each term prints as a new paragraph on a new
line.
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¢ Apply Styles as you wish. However, if you print to a text
file all styles are stripped.

=

Subject Bibliography Setup

Geneml] Bibliogmphy] Page Subject l

Reference List Include
+ Subject Temms Only ™ Subject Temm Counts
" Subject Terms and Reference List ™ Reference ID List
™ Repeating Subject Temms * On Same Line
™ Recycling Reference Numbers " On Next Line

Subject Term Layout

Order: Prefix: New Paragraph “p
{* By Tem - Alphabetical New Line y
By Tem - Alphabetical . Tob

" By Tem - Inverse Alphabetical

" By Tem Count - Ascending Suffie:

" By Tem Court - Descending P
Styles

Subject Temms: [T Bold [ talic [ Undedine [~ UpperCase

Subject Tem Counts: [~ Bold [ Halic [ Undedine
Record Number List: [~ Bold [ kalic [ Underine

QK | Cancel | | Help |

6. Click on the Page tab if you wish to change the page margins
or page numbering.

7. Click OK to save the current settings on the Subject
Bibliography Setup dialog and display a Subject Fields
dialog that lists the Reference Manager fields by default field
name.

=

Subject Fields

Selected Fields:

01] Ref Type A Select Al
02] Ref ID

03] Title:, primary Clear Select

04] Authors, primary Bar Selectionis)

05] Drate, primary

0B] Maotes

07] Keywords

03] Reprint

09] Start Page

10] End Page

11] Periodical
12]Wolume

13] Title, secondary
14] Authors, secondary

18] lzsue
16] Pub Place b
Iv List each author separately

I In other fields, list each entry that is separated by slash, carriage retumn, or
line feed. [Keywords entries are always listed separately. ] Help

8. Highlight the field(s) whose contents you wish to use as
subject headings.

¢ You can include any number of fields.
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¢

¢

If you build the list from more than one field, the terms
generated from the fields are combined into a single list.

To quickly select all fields or clear all fields, use the
buttons to the right of the dialog.

Click on individual fields to select or deselect them.

9. Select the check boxes as needed to determine whether an
entire field is used as a term, or whether a field should be
split into multiple terms.

¢

¢

List each author separately, when checked, will list each
author name as a separate entry. If not checked, all
authors from a single field will appear as a single entry.

In other fields, list each entry that is separated by slash,
carriage return, or line feed, when checked, separates any
non-author field into multiple entries.

Terms in the Keywords field are always listed as
separate entries.

10. Click OK to display the terms found in the field(s) you
selected.

=

Subject Terms

Selected Tems # Records |~ Select Al

1- trichlaro-2
2-big[p-chlorophengyllethane]
F-triiodothyronine
A-DEE CALLS
ABSORBENCY
sbundance
acclimation
accommodation
acid

Acoustic Stimulation
Acoustics
acquizition

adults

adverse effects
aerial

Africa

age

aldosterone

Clear Selection(s]

alliances
altruism b
< > Help

0 Term(z) Selected

Cancel

T TL A 0 AL S S S Sy S

e

11. Select the terms you want in the subject list.

¢

¢

To quickly select all terms or clear all terms, use the
buttons on the right side of the dialog.

You may want to select all terms and then click to
deselect the few terms you do not want included.
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12. Click OK to display your subject list.

-
Subject Bibliography - Sample

List Title A

abundance
acclimation
accommodation
acid

\Acoustic Stimulation
Acoustics
acquisition

adults

adverse effects
aerial

Africa

age

aldosterone
alliances

altruism

amyloid

amyloidosis
analysis

anatomy & histology
anatomy,comparative
Anatomy, Cross-Sectional

w

Help | Layout... | Terms... | PFrint Preview. .. ‘ Frint... | Save.. | Close: |

If the window does not show the list you need, you can click
on the Terms button to select or deselect terms from the
selected field(s) or click Layout to make changes to the
Subject tab on from the Subject Bibliography Setup dialog.

13. View, print, or dismiss the list:

¢

¢

Click Print Preview to see a page layout view of the
bibliography.

Click Print to print to a printer. The Print dialog appears.
Verify settings and click OK or Print.

Click Save to print to a disk file. A file dialog appears for
you to name the file. Choose the file type (text, RTF, or
HTML), name the file, and click Save.

Click Close to dismiss the Subject Bibliography window
and return to your reference list.

NOTE:

Terms, or subject headings, are printed as they appear in your

records. No special formatting of author names and no journal
abbreviations are applied.
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Subject Bibliography Settings

To access subject bibliography settings, first generate a subject
bibliography from the Tools menu. Once the subject bibliography
or subject list is displayed, a Layout button becomes available.

NOTE: Some subject bibliography settings are updated from the
current output style, so changes you make are not saved for future
subject bibliographies. If you have special settings that you want to
always use for subject bibliographies, it may be easier to copy and
modify an output style specifically for generating subject bibliographies.

The General
Tab

When you select Subject Bibliography from the Tools menu to
format a subject bibliography or subject list, a Subject
Bibliography Setup dialog appears. This section describes the
General tab available on that dialog.

=

Subject Bibliography Setup

General ]Biblioglaphy] Page ] Subject]

Create a Subject Bibliography for:

|AII References in list j
Qutput Style
|Nature j J
Default Fort and Size Optional Fields
|Aria| |1|} Iv¥ Reference ID
AngsanallPC I S IV Notes
Artique Olive 5 ¥ Abstract

Arabic Transparent 10 Iv¥ Reprint Status

11 88 v Keywords

QK | Cancel | | Help |

Create a Subject Bibliography for: Use the drop-down list to
select the group of references you want to use for your subject
list or subject bibliography. Your choices are:

All References in List
Highlighted Reference(s)
Marked Reference(s)
Unmarked Reference(s).

L 2R 2R 2R 2

Chapter 13: Creating Subject Bibliographies and Subject Lists ~ 359



Output Style: Use the drop-down list to select a recently-used
output style from the list, or use the button next to the list to
display a file dialog and locate a style that doesn’t currently
appear in the list.

If you opt to select another style, Reference Manager will display
the Open Output Style window, where you can choose from over
1,000 output styles. Use the Search button to search through the
output styles. Then, select a style in the list and click Open.

The output style is used to format the references in a subject
bibliography. This setting is ignored for a subject list.

NOTE: When you select an output style, settings on the Bibliography
tab change to reflect the settings found in the output style. You can
override those settings for this session, but changes to the Bibliography
tab are not saved after you close the subject bibliography window. If you
want to make the changes permanent, edit the output style. You can
make a copy of the output style to edit specifically for subject
bibliographies.

Default Font and Size: Use the scrollable lists to select a default
font and size for your subject headings or subject terms. Font and
size for bibliographic references are set in the output style.

Optional Fields: Use the check boxes to select additional fields
for inclusion in the subject bibliography:

¢ Reference ID prints the unique Reference Manager
reference ID from each reference.

¢ Notes prints the Notes field from each reference.

<&

Abstract prints the Abstract field from each reference.

¢ Keywords prints the entire Keywords field for each
reference.

¢ Reprint Status prints the reprint status from each
reference.

NOTE: In order to print, these fields must be selected here and also
listed in the selected output style for formatting. The check boxes
provide an easy way to turn the fields on or off without modifying the
output style.
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The
Bibliography
Tab

When you select Subject Bibliography from the Tools menu to
format a subject bibliography or subject list, a Subject
Bibliography Setup dialog appears. This section describes the
Bibliography tab available on that dialog.

=

Subject Bibliography Setup

General Bibliography l Page ] Subject ]
Bibliography Title

Peference-List

Mumbering

™ Mumber References, Beginning With: |1

Prefix: Suffic: |. - Alignmert: | Right -
Indentation Spacing

First Line: 0.500in Line Spacing: |Double -

Hanging: 0.000in Space After:  [Single -

Reset from Output Style
oK | Cancel |

| Help |

Most of the options available on the Bibliography Layout tab
affect only the bibliographic references printed in a subject
bibliography. The only setting on this tab that is used when you
print a simple subject list is the Bibliography Title.

NOTE: When you select an output style, the settings on this tab change
to reflect the settings found in the output style. You can override those
settings for this session, but changes to this tab are not saved after you
close the subject bibliography window. If you want to make the changes
permanent, edit the output style. You can make a copy of the output
style to edit specifically for subject bibliographies.

Bibliography Title: Type a title in the text box to print at the top
of your subject list or subject bibliography.

Numbering: Enter a starting reference number for bibliographic
references printing below each heading. You can enter a Prefix or
and/or Suffix to print before and after the reference number, and
you can set alignment for the number.

Indentation: You can indent formatted references if you wish.
Enter a First Line indent and /or a Hanging indent.
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The Page Tab

Spacing: Select Line Spacing to apply within each bibliographic
reference and Space After to apply after each bibliographic
reference.

Reset from Output Style: Click this button to update the
Bibliography tab with settings from the current output style. The
current output style is selected on the General tab.

When you select Subject Bibliography from the Tools menu to
format a subject bibliography or subject list, a Subject
Bibliography Setup dialog appears. This section describes the
Page tab available on that dialog.

=

Subject Bibliography Setup

General ] Bibliography  Page l Subject ]
Margins
Left: Right:  |1.250in
Top: IW Bottom: IW

Page Mumbers

¥ Mumber Pages, Beginning With: |1
Iv¥ Suppress First Page Number

Location: Alignment:
| Footer j |Center j
QK | Cancel | | Help |

Set Margins: Enter your page margins in inches.

Page Numbers: Use the check boxes to determine whether your
pages are numbered and whether to suppress the first page
number. Use the drop-down lists to determine the location and
alignment of page numbers.
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The Subject
Tab

When you select Subject Bibliography from the Tools menu to
format a subject bibliography or subject list, a Subject
Bibliography Setup dialog appears. This section describes the
Subject tab available on that dialog.

=

Subject Bibliography Setup

Reference List
" Subject Temms Only

™ Repeating Subject Temms

Geneml] Bibliogmphy] Page Subject

+ Subject Temms and Reference List

Include
™ Subject Temm Counts
I Reference ID List
{* On Same Line

¥ Recycling Reference Numbers " On Next Line

Subject Term Layout

Order: Prefix: New Paragraph “p
+ By Tem - Alphabetical . 'IN:I;\‘ Line q
" By Tem - Inverse Alphabetical

" By Tem Count - Ascending Suffie:

" By Tem Court - Descending PP
Styles

Subject Temms: [T Bold [ talic [ Undedine [~ UpperCase

Subject Tem Counts: [~ Bold [ Halic [ Undedine
Record Number List: [~ Bold [ kalic [ Underine

QK | Cancel | | Help |

Selecting a Subject List or Subject Bibliography

In the Reference List area of the Subject tab, select one of the two
radio buttons:

¢ Subject Terms Only prints each unique subject term. It does
NOT print formatted references below each term.

¢ Subject Terms and Reference List prints each subject term
with related references listed below it.

NOTE: The options on this tab are saved for this subject bibliography
session and for future sessions, until you change them again. So, if you
generate a list of Subject Terms Only, the next time you choose Subject
Bibliography, you will produce a simple subject list again. To include
formatted references, click the Subject tab select Subject Terms and
Reference List.

When printing subject terms with reference lists, Reference
Manager typically prints each unique subject heading only once
with the related references listed below. You can select the
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Repeating Subject Terms box to print a subject term before each
formatted reference. For example:

American Museum of Natural History

1. Personalitiesin Paleontology. 2002, American Museum of Natu-
ral History.

Antarctica

2. Quilty, P.G., Cycleryon glaessner (crustacea, decapoda) fromthe
jurassic of Ellsworth Land, Antarctica. Journal of Paleontology,
2000. 62(4): p. 619.

Antarctica

3. Whitney, JR., T.V. Billoski, and V.R. Jones, Evidence for Tricer-
atopsin Antarctica, in New Directionsin Paleontology, T.V. Bil-
loski, Editor. 1997, Academic Press: New York. P. 24-27.

Select the Recycling Reference Numbers box to restart reference
numbering for each subject heading. For example:

Recycling Reference Numbers Continuous Reference Numbers
Heading Number One Heading Number One
1. First formatted reference 1. First formatted reference
2. Second formatted reference 2. Second formatted reference
Heading Number Two Heading Number Two
1. First formatted reference 3. First formatted reference
2. Second formatted reference 4. Second formatted reference

Including Subject Term Counts or Reference IDs

In the Include area of the Subject tab you can check a box to
include, for the records selected for output:

¢ Subject Term Counts prints a number next to the subject
term to indicate how many records contain the term. For
example:

Evolution (1)
Excavation (4)
Extinction (12)
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Subject Term Counts always print on the same line as the
subject term, surrounded by parentheses, and separated from
the term by three spaces.

Reference ID List prints the reference IDs of the references
that contain the term. You can print the list of reference IDs
on the same line as the subject term (set apart by three
spaces) or on the next line. For example:

Excavation 34, 33, 6,48
Extinction 34, 46, 6,48, 96, 98, 10, 125, 132, 148, 162, 11

or

Excavation
34,33, 6,48
Extinction
34,46, 6,48,96,98, 10, 125, 132, 148, 162, 11

When you print these items on the same line as the term, they
are always separated by three spaces. That way, you can save
to a word processor file, replace the three spaces by a tab
character, and convert the text to a table, using the tab as a
separator. You can print both term counts and reference IDs:

Excavation (4)
34,33, 6,48
Extinction (12)
34, 46, 6,48, 96, 98, 10, 125, 132, 148, 162, 11

Sorting the Subject Terms

You have four options for ordering your subject terms:

¢

By Term - Alphabetical sorts subject terms by Date for date
fields, and then alphanumeric order (1-9, A-Z) for all other
fields.

By Term - Inverse Alphabetical simply reverses the By Term
- Alphabetical order (Z-A, 9-1, Dates).

By Term Count - Ascending lists terms based on how often
they appear in references. For example, a term that appears
in only one reference would display at the top of the list,
whereas a term used in 20 references would appear further
down in the list.
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¢ By Term Count - Descending reverses the By Term Count -
Ascending order, so the most-used terms are listed first.

NOTE: This sort order setting affects subject headings only. If you want
to change the order of the references printed below each heading, do
so on the Bibliography tab of the Subject Bibliography Setup dialog.

Inserting Space or Text Around Subject Terms

Use the Prefix and Suffix text boxes to print text or punctuation
before or after each subject term.

Each term may include a subject term count and/or a list of
reference IDs. The order of output is:

Prefix | Subject Term | Subject Term Count |
List of Reference IDs | Suffix | Reference List

You can use these formatting codes in the text boxes:

New Paragraph: ~P

New Line: AL

Tab: AT

Bold: CTRL+B
Italics: CTRL+I
Underlining: CTRL+U

By default, the Prefix box is empty and the Suffix box contains
“Ap/Ap” in order to insert a blank line (two carriage returns)
between each subject heading and the first citation listed below
it.

When you print Subject Terms Only, you will probably want to

print only a single “~p” after each term, so each subject term
begins on a new line with no blank lines between them.

Applying Styles

In the Styles area of the Subject tab, check the appropriate boxes
to separately apply styles to Subject Terms, Subject Term Counts,
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and the Reference ID List. You can combine styles in any way,
such as:

Antarctica (2) 144, 12

1. Quilty, P.G., Cycleryon glaessner (crustacea, decapoda) from the
jurassic of Ellsworth Land, Antarctica. Journal of Paleontology,
2000. 62(4): p. 619.

2. Whitney, JR., T.V. Billoski, and V.R. Jones, Evidence for Tricer-
atopsin Antarctica, in New Directionsin Paleontology, T.V. Bil-
loski, Editor. 1997, Academic Press: New York. P. 24-27.

Apply styles to bibliographic references by modifying the output
style.

If you save your list to a text file, all styles will be stripped.

Examples of Subject Bibliographies

Using Author
Names as
Subject
Headings

This example uses author names as subject headings. The List
each author separately box was checked on the Subject Fields
dialog, so that single author names are used for headings rather
than entire author fields. Uppercasing was applied to the Subject
Terms.

BAKER, V.R.
1. V.R.Baker, Geological Society of America Bulletin, 100, 1157
(1988).

BARLOW, CONNIE

2. C.Barlow, Natural History 110, 62 (Sept., 2001).
BARNES, C.R.

3. C.R. Barnes, Geological Magazine 125, 381 (1988).
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Using
Keywords as
Subject
Headings

This example uses keywords as subject headings, and restarts
reference numbering after each subject heading. You would
select Recycling Reference Numbers on the Subject tab of the
Subject Bibliography Setup dialog. The starting reference
number is set on the Bibliography tab.

Geochemistry

1. J. A.lzbicki, Dissertation Abstracts International, 61, 2957
(2000).

2. C. Megnien, Bulletin d’ Information des Geologues du Bassin de
Paris, 37, 142 (June, 2000).

Geology
1. S A.Lebedev, Ph.D., Princeton University (2000).
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Introduction

What is a Your Reference Manager database can contain references from a

Reference variety of different sources, such as books, journal articles, and

T ” newspaper articles. We call these different sources reference
ype! types. Reference Manager provides built-in forms for these and

370

other common reference types.

In addition to an all-encompassing “Generic” reference type,
Reference Manager supplies 34 additional reference types.

Reference Types

Abstract Journal (Full)

Art Work Magazine Article
Audiovisual Material Map

Bill/Resolution Motion Picture

Book Chapter Music Score

Book, Whole Newspaper

Case Pamphlet

Catalog Patent

Computer Program Personal Communication
Conference Proceeding | Report

Edited Book Serial (Book/Monograph)
Electronic Citation Slide

Generic Statute

Grant Thesis/Dissertation
Hearing Unenacted Bill/Resolution
In Press Unpublished Work
Internet Communication | Online Source

Journal

Important Points About Reference Types

¢ You assign an appropriate reference type to each reference
entered into your database.

¢ The reference types table, accessible through Reference
Manager’s Tools>Field and Type Edit option, determines
which fields are available for each of the different reference

types.

NOTE: You can access the Field and Type Edit option only when you
open a database with Read-Write Exclusive access.

¢ The reference types table allows up to 35 different types of
references, each capable of supporting up to 37 fields.
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¢ Of the 35 reference types, all but the Generic type can be
modified.

¢ Use the reference types table to add, remove, or rename
fields within a reference type. You can also rename or
remove complete reference types.

¢ The layout of the Generic reference type should be used as a
guide when modifying or creating reference types. Fields
reserved for Authors should be used only for names.

¢ A reference types table is stored for each database. Changes
to the reference types table apply to only the current
database, although you can copy reference type definitions
between databases.

Reference

Types and
Data Entry

- -

The chosen reference type specifies which fields appear in the
Reference window, and in what order. For instance, a Reference
Manager journal reference includes the fields “Title” and
“Journal Name,” while a book chapter reference includes the
fields “Chapter Title” and “Book Title.” The Reference window
only displays the fields that are relevant to the chosen reference

Ref Type*

Ref ID*
Title
Authors
Pub Date*

type.
E, sample Database: Journal Reference ID 191 E|@@ E, sample Database: Book Chapter Reference ID 191

- >

v 2 | Ref e & 2

191 Ref ID* 1M
Chapter Title
Authors

/ /2008 Other Pub Date* { /2008 Other

Web/URL L)

Web/URL

File Attachments
Link to Full-text
Related Links
Image(s)

Notes

Keywords
Reprint

Journal®

ceoood

File Attachments 8

Link to Full text 8|

Related Links 8|

Image(s) 8

Notes

Keywords

Mot in File 07/03/08 Reprint Mot in File 07/03/08

+ |} Edition ~

It is best to select the reference type before entering the
bibliographic information in a reference. However, you can
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change the reference type of a reference at any time using the Ref
Type list at the top of the Reference window.

S sample Database: Abstract Reference ID 191

|Art Wark
Audiovisual Material
Bill/Resolution
Oth
g Book Chapter =
Book, Whole

File Attachments 8| Case

Link to Full-text @) Catalog

Related Links @) Computer Program

Image(s) 8l Conference Proceeding
Keywords Edited Book b
Reprint Mot in File

Notes v

Relationship Between Reference Types and Styles
and Filters

Styles and filters can include information for all of the different
reference types. This enables various types of references to be
formatted differently in a bibliography or imported differently,
as necessary.

The reference types and fields available to you when editing a
style or filter depend on how the reference types are configured
in the reference types table under Field and Type Edit. These files
update automatically to reflect changes made in the reference
types table (such as changing the name of a field).

The Reference Types Table

The Reference Types table displays all available reference types
and the fields that each reference type contains. Use the
Reference Types table to add, remove, or rename fields.

NOTE: Because changes to the reference types table can affect
references throughout the database, you can access the reference
types table only when you open a database with Read-Write Exclusive
access.
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To access the Reference Types table:
1. Open your database with Read-Write Exclusive access.

To do this, go to the File menu and select Open Database.
Under Access rights, select Read-Write Exclusive. Then, locate
and Open your database.

2. (optional) To view field numbers next to field names, you
can go to the View menu and select Field Numbers. This can
make it easier to distinguish, for example, an Authors,
Primary field from an Authors, Secondary field.

3. From the Tools menu, choose Field and Type Edit.

=

Field and Type Edit - Sample

| = Include M = Mandatory Default Type Mame:  Abstract
Field Labels for Type: |Abstract j
Fieference Type Edit Field Label E dit
| |Reference Types |~ Generic | M| 1 |Current Label:~
EAbstract Ref Type W | ¥ RefType
¥ |Art Work Ref ID ¥ |¥ ReflD
W | Audiovisual Material Title, primary I |W |Title
[ Bill/Resolution Authors, primary I~ | ™ |Authors
[¥ Book Chapter Date, primary W | W |Pub Date
¥ |Book, Whole Web/URL | [Web/URL
¥ Case FileAttachment [ | # |FileAttachment
[ Catalog Link to Full-text [~ | ™ |Link to Full-text
[ |Computer Program Related Links T | ™ |Related Links
[¥ |Conference Proceeding Image(s) T | |Image(s)
E Eldlteld BDDEI : 2 zn-n..n—dn Lol L P PR P )
Include & | Exclude Al Update Field For All Types|  Include A1l | Exclude 41 |
QK | Cancel | SetDefauIt| GetDefauIt| Copy... | Help |

The Reference Types list at the left of the window shows the
names of the reference types included in this database. The
selected check boxes under the I (Included) column show which
reference types will display in the reference type list during data
entry, searching, and other operations in Reference Manager.

On the right side of the window, use the Field Labels for Type
drop-down list to select a reference type, and the field list below
will update to reflect the fields in that reference type.

The Generic reference type cannot be changed, and lists all of the
available fields. The Generic reference type serves as a model for
constructing all other reference types.

Navigating in the Reference Types Dialog

¢ Use the vertical scroll bars to see additional reference types
or to see additional fields listed for each reference type; use
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The Generic
Type

the horizontal scroll bar to view full Current Labels for
fields.

¢ The ARROW keys can be used to move between reference
types or fields.

¢ The TAB key can be used to select the cell to the right of the
current selection; SHIFT+TAB moves to the left.

¢ DPressing ENTER can select or deselect a check box.

¢ Press the EsC key or click Cancel to exit from the Reference
Types table without saving any changes.

When entering references into your database, use the Generic
type only for references that do not fit any of the other reference
types. The more important function of the Generic reference type
is to set up a guide for the other reference types to follow.

The Generic field names are used throughout the Reference
Manager program (for example, in the Sort Database and Search
References dialogs) to refer to a similar category of fields that can
be found in the different reference types. When you choose a
Generic field name in any of these dialogs, it refers to all fields in
that row of the Reference Types table. For example, if you use the
Search References command to search the “Authors, primary”
field, Reference Manager searches all fields that appear in the
Generic “Authors, primary” row of the Reference Types table,
including fields such as “Artists,” “Reporters,” and
“Cartographers.”

As a result, when editing the Reference Types table it is
important that you keep similar fields across the reference types
in the same row, as defined by the Generic field names at the
start of the row. Each reference type can call these fields by a
different name; however, the content of the fields should be
similar.

Using the Generic Type in Styles

Although the Generic reference type is rarely used for data entry,
it plays an important role in formatting bibliographies. In
addition to formatting Generic references, the Generic template
in a style is used to format any reference types that are not
specifically defined in the style. Consequently, every
bibliographic style should contain a Generic template so that all
references get formatted when Reference Manager creates a
bibliography.
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Special Fields

Few restrictions are placed on the type of text that can be entered
into the 37 different Reference Manager fields. However, there
are a few fields that are reserved for specific functions.

Ref Type and Ref ID

These two fields are included in every reference type, as each
reference must have a reference type and a unique reference ID
assigned.

Title Fields

The three fields that the Generic type uses for titles—Title,
Primary; Title, Secondary; and Title, Series—are usually found
under different names in other reference types. For example, a
section of a book which is part of a series will use all three title
fields: the chapter title would belong in the main Title, Primary
field, the book title corresponds to the Title, Secondary field, and
the series title corresponds to the Title, Series field.

Author Fields

The Authors, Primary; Authors, Secondary; and Authors, Series
rows in the reference type table are specially configured to
handle author names, and should not be used for any data other
than names.

When Reference Manager creates a bibliography, the
information in these fields is formatted according to the
specifications of the selected style’s Author List settings. If you
put text other than names in any of these fields, Reference
Manager will still try to interpret it and format it as a person’s
name.

The Reference list window displays the last name of the first
author that it finds in the Author field. That name is also used in
the temporary citations inserted into word processing
documents.

NOTE: If you have a corporate author name in an Author field, enter it
exactly as it should print and preceded by an equal sign (=). The equal
sign tells Reference Manager not to try to reformat the name.

Date Fields

The Date, Primary and Date, Secondary fields can be formatted
as a four digit year, or using a MM/DD/YYYY format. The
format depends on your Windows system settings; your settings
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may format as YYYY/MM/DD, and with periods rather than
slashes. These are the only fields that can manipulate dates for
display and printing.

Periodical Field

The Periodical field in the Generic reference type is also used as
Journal, Journal Name, Magazine, Newspaper, and Source. This
is the only field that can be used with the Journals term list to
switch between full and abbreviated periodical names in
formatted bibliographies (see page 266).

Start Page and End Page Fields

These fields are the only ones that work with the Page Numbers
option in the output styles. This feature lets you specify how
Reference Manager should format the page numbers in the
bibliography (first page only or a full or abbreviated range of
pages). You can also vary the prefix or suffix text in the output
style. For example, you can switch between the prefix text “page
” for a single page number and “pages ” for multiple page
numbers.

Linked Fields

There are five fields that can contain links to a URL or disk file:
Web/URL, File Attachments, Link to Full-text, Related Links,
and Image(s).

You can click on a “hot” link within a reference, or click on the
link icon, to open the linked URL or file. For more information,
see “File Attachments” on page 131 and “Additional Linkable
Fields” on page 135.

Customizing the Reference Types

All of the reference types, except for Generic, can be modified
using the Reference Types table. Whenever you make a change
to a reference type, you should also edit your styles to make sure
that they correctly format the new or modified reference types.
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Adding,
Removing,
Renaming, and

Reordering
Fields

There are different ways you can customize the various reference
types. If an existing reference type does not contain all of the
fields that you need, you can define a new field or rename an
existing field. Similarly, if there is a field that you know you will
never use, you can remove it from the reference type so that it no
longer appears in your references.

NOTE: Remember that Field and Type Edit is available only when you
open a database with Read-Write Exclusive access.

NOTE: Be sure to read the previous section about “Special Fields” on
page 375 before changing any fields.

To add or remove a field in a reference type:
1. From the Tools menu, choose Field and Type Edit.

2. In the top right corner, use the Field Labels for Type drop-
down list to select the reference type that you want to
change.

3. Under Field Label Edit:

¢ To add a field, look at the field names listed in the
Generic column and find the one with the most similar
meaning to the field that you want to add. Select the
check box under the I (Include) column to add that field
to the current reference type. (If it is already selected,

that field is already in use and you should choose a
different field.)

If you want the new field to be mandatory for the
reference type, select the check box under the M
(Mandatory) column. Then, when you create or edit a
reference with this reference type assigned, you must
enter data into the field for Reference Manager to save
and close the reference.

If you want to modify the field name for this reference
type, highlight the text in the Current Labels column and
type a new name for the field.

¢ Toremove afield, find the field that you want to remove
and clear the check box under the I (Include) column.
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The Ref Type and Ref ID fields are always Included and
Mandatory, although you can change their Current

Labels.

Default Type Mame:  Book Chapter

Field Labels for Type: [Baok Chapter —}— select a reference type to

_ _ modify

Field Label Edit

Generic | M| 1 |Current Label:~

Ref Type W | ¥ RefType

RefID ¥ | [RefID selectthe | (Include) box to

Title, primary [ | 7 ~Chaptertith include a field

Authors, primary I~ | ™ |Authors

Date, primary W F—Rub-Dat select the M (Mandatory)

Web/URL ™ | |Web/URL box to require data entry

FileAttachment [ | # |FileAttachment

Link to Full-text [~ | ™ |Link to Full-text

Related Links T | ™ |Related Links

Image(s) T | |Image(s) -

Mot = L= Risisa 5 quickly include or exclude
all fields for the selected

Update Field For Al Types| IncludeAII_lMl_': reference type

4. Click OK to save the change and leave Field and Type Edit.

A removed field no longer appears in any references using that
reference type.

However, if there was any information in the deleted field, it still
appears in the reference, but the field is displayed with its
Generic name. For example, suppose you remove the Editors
field from the Book, Whole reference type. Thereafter, when you
add new book references to your database, there will be no
available field for entering an editor. However, if you edit an old
book reference, one in which you had entered an editor’s name,
the name will be displayed in the field titled Authors, Secondary.
It is the same Editor field that was used originally, however it is
now displayed with its Generic name.

Data in a field is not deleted by deleting a field from a reference
type format. To remove all text from a field, use the Find/Replace
command on the Edit menu. You can also move data from one

field to another using the Move Field command on the Edit menu.

To rename a field in a reference type:
1. From the Tools menu, choose Field and Type Edit.

2. In the top right corner, use the Field Labels for Type drop-
down list to select the reference type that you want to
change.

3. Under Field Label Edit, find the field name that you want to
change, highlight the field name under the Current Labels
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Removing or
Renaming
Reference
Types

column, and type a new name for the field to replace the
current name.

4. (optional) If you want to use the new field name for all
reference types, click the Update Field For All Types button.

5. Click OK to save the change and leave Field and Type Edit.
Styles and filters update automatically to use the new name.
To reorder fields in a reference type:

1. From the Tools menu, choose Field and Type Edit.

2. In the top right corner, use the Field Labels for Type drop-
down list to select the reference type that you want to
change.

3. Click on the field you want to move, releasing the mouse
button. Then, click and hold down the mouse button to drag
the field to its new position. A red line indicates the position
of the new field before you drop it.

This moves the field position only for the current reference type.

You can hide those reference types that you do not use. This
shortens the reference type list, and can help standardize data
entry.

You can also overwrite reference types that you do not need in
order to create new reference types. For example, if your subject
area never involves art, you will probably have no use for the Art
Work reference type; you could replace it with another, more
useful reference type. Be careful, however, as output styles and
import filters are set up to work with the existing reference
types. You may need to update some of those files to reflect a
modified reference type.

NOTE: Remember that Field and Type Edit is available only when you
open a database with Read-Write Exclusive access.

To hide an unwanted reference type:
1. From the Tools menu, choose Field and Type Edit.

2. In the Reference Types list on the left side of the window,
clear the check box in the “I” column next to those reference
types you want to hide. Only those references with checks
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will appear in the reference types list that appears during
data entry, searching, etc.

clear the Reference Type Edit
check box to | |Reference Types ~
hide the [ |Abstract

referencetype —-{I" |Art Wark

Audiovisual Material
Bill/Resolution

Book Chapter

Book, Whole

Case

Catalog

Computer Program
Conference Proceeding

Edited Book = quickly include

| or exclude all
Include &ll E=clude Al [ reference types

R IR IR R TR

NOTE: You cannot exclude the Generic reference type.

3. Click OKto save your changes and leave Field and Type Edit.

References that have already been entered into the reference type
you removed are not affected. The reference type has not been
deleted from the database; it is simply left off of the selection list
for data entry and searching.

To rename a reference type:
1. From the Tools menu, choose Field and Type Edit.

2. In the Reference Types list on the left side of the window,
find the reference type you want to change, highlight the
name, and type a new name. (You cannot change the Generic
reference type)

3. You may want to modify fields for the revised reference
type, as described under “Adding, Removing, Renaming,
and Reordering Fields” on page 377.

4. Click OKto save your changes and leave Field and Type Edit.

You can now use this modified reference type when entering
references. You should also edit your styles so that they correctly
reflect the type of format required for this reference type. When
you rename a reference type, any references that used the old
reference type will change to use the new reference type.

NOTE: If you ever plan to use journal articles in your database, do not
overwrite the Journal or Journal (Full) reference types. These reference
types (as well as the Magazine and Newspaper reference types) allow
Journal Abbreviation replacements with the Periodicals Term List.
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Setting
Defaults and
Copying
Reference
Type
Definitions

Reference type settings are stored with each database. You can
change the default settings for new databases, reset an existing
database to the default settings, and copy reference type
definitions from one database to another.

From the Tools menu, choose Field and Type Edit. (To access Field
and Type Edit, remember to open your database with Read-Write
Exclusive access.)

On the Field and Type Edit dialog, the following buttons are
available:

Set Default: When you receive Reference Manager, the default
reference types and fields reflect the table starting on page 569.
Use the Set Default button to reset the default to match your
current Field and Type Edit settings. The default set with this
button will be used for all new databases.

Get Default: Use this button to revert the current Field and Type
Edit settings back to the default. When you click this button, you
have a choice of which default to apply:

¢ User Defined: If you have used the Set Default button, this
reflects your own, customized settings.

¢ RIS Standard: These are the default settings that shipped
with Reference Manager.

Copy: Use the Copy button to copy the current database’s
reference types and fields to another database.

=

Copy Field and Type Info.

Fleaze zelect the source databage from which to copy the field oK
and type information ar_1d the target database to which the field

and type information will be copied. el
gEEfCFe[%n;tabase |ence Manager 1240 atabaseh5 ample J Help

Copy T -
Tg:jslet Batabase: |E:\Documents and Settingsall User: E
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Introduction

What is an
Output Style?

Basic
Components
of a Style

Output styles (or just “styles”) are used to define how your
references are cited and printed. Using output styles, you specify
which fields to print in your in-text citations and bibliographic
list of references. You also specify the order of the fields and any
punctuation associated with the data in the fields. Each style is
designed as a complete solution for formatting in-text citations
and bibliographies for all types of references.

Output styles have also been called “journal formats.” You
define output styles in the Styles window. You can have multiple
Styles windows open at one time.

Although Reference Manager includes a set of pre-defined
output styles, you can modify these styles, or even create your
own.

When defining an output style, you first need to figure out how
you want in-text citations and bibliographic citations to print.
What fields should be included, and in what order should they
print? Should the field list be different for different reference
types? What punctuation should print before and after each
field?

The best way to understand how a style works is to open one up
and look at the Style window.

¢ To editastyle: From the Tools menu, choose Bibliography and
then Open Output Style to display an Open Output Style
dialog. Select the file to edit and click Open.

¢ To create a new style: From the Tools menu, choose
Bibliography and then New Output Style. You can either click
Yes to use an Output Style Wizard to lead you, or click No to
define the output style manually. If you are interested in
creating a new style, see “Creating a New Style with the Style
Wizard” on page 426.

Chapter 15: Bibliographic Styles 385



386

output style title

and file name

This is the
In-Text Citations tab

a preview of how

in-text citations
will print

output style title
and file name

This is the
Bibliography tab

a preview of how
formatted
references will
print

The Style Window

Below is the Style window used to define a new output style or
edit an existing output style. There are two tabs available, one to
define the format for in-text citations that appear within a word
processor document, and one for references that print in a
bibliography.

4 Journal of Forestry - Journal of Forestry.os

o oo o B | » < T = [y | 10

In-Text Citations l Bibliogmphy]

[v Include a Bibliography at end of text

Reference Type Definition for <Generic

First Citation:
Abstract P R p— N =
At Work < 04 uthors, primary>|<[05] -Date,
Audiovisual Material primary> Z
Bill/Resolution
Book Chapter Subsequent Citation:
Book, Whole b <[04] -Authors, -primary>|<[05] -Date, - ~
* - have definitions (other types primary>|
use the Generic definition) b
Sample for Reference Type <Generic
Ny |First citation: (Adams et al. 1376) »~
Subsequent citation: (Adams et al. 1976) 2

&5 Uniform - Uniform.os

o oo €0 | + « T = [y | )

In-Text Citations  Bibliography ]

Bibliography Settings

Reference Type

Definition for <Generic=

=NEnc = |<[04] -Authors, -primary>. - [<[03] -Title, - |
ﬁs‘fﬁoﬂ( primary>.- |<[14] -Authors, -secondary>. - |
Audiovisual Material® <[13] -Title, -secondary>. - |<[11] -

Bill/Resalution Periodical>- |<[12] -Volume>| [<[15] - Issue>]
Book Chapter™ |, *<Page-Numbers>|.|<[05]-Date, -

Book, Whole™ b

primary>. - |«<[16] - Pub-Place>|, -<[17] -
Publisher>|. »|<[23] -Title, -series>. - |

AT TAT Tt hmee

Sample for Reference Type <Generic

(1) Adams JQ, Lincoln A, van Buren M, Truman HS. An imaginary conversation. Taylor #
Z, Tyler J, editors. Collected Historical Fantasies. Journal of Historical Fantasy 76

[11]. 204-212. 11-5-1976. Philadelphia,PA. Historical Fantasy Publishing.

Speculative Occurrences in U.S. History. Roosevelt, Franklin Delano. 7-4-1776.

* - have definitions (other types
use the Generic definition)

comvdiosn . 1oT32]1 .TNata .

<

Each tab lists the Reference Manager reference types in the left
column. On the right, the reference type definition is displayed.
For the selected reference type, it indicates which fields should
print, in what order, and with what text or punctuation
surrounding each field.
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The Style
Toolbar

The definitions look like citations or bibliography entries, except
that field names are used in place of the actual data. During the
formatting process, Reference Manager replaces the field names
with the corresponding information from the references. For
information about entering a reference type definition, see
“Modifying Reference Type Definitions” on page 401.

In-Text Citations tab: As you click on each reference type, the in-
text citation format appears on the right. This is the format that
will be used when you insert citations into a word processor
document.

Bibliography tab: As you click on each reference type, the
bibliography format appears on the right. Reference Manager
uses this information when you format a paper. These settings
are also used with the Export, Print, and Preview commands.

Settings: Use the Settings button on the In-Text Citations tab and
on the Bibliography tab to set basic layout options. For more
information, see “General Properties and Layout Settings” on
page 395.

Field Properties: For many fields there are a series of options to
fine-tune the formatted references in citations and
bibliographies. You select the generic field name from the
Properties menu to view or change the options. See “Setting Field
Properties” on page 413 for more information.

Use the Style toolbar to help build or modify reference type
definitions. You can hold your cursor arrow over an icon to see
a short tooltip describing the icon. Each of these commands is
explained in more detail later in this chapter.

The Style toolbar is available only on the Style window for
editing output styles.

I%Eﬁ oo p | » « T = i

Insert Field—Displays a list where you can choose a field to
insert into a reference type definition.

Edit Field Properties—Defines properties for the selected
special field: Authors, Titles, Dates, Keywords, Periodicals, and
Page Numbers.
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Field Separator—Inserts a vertical bar. Text after a field name
and before a vertical bar is “following punctuation” that is
attached to the previous field. Text after the vertical bar and
before a field name is “preceding punctuation” that is attached
to the following field.

Left Group Operator—Inserts a left group operator («).
Right Group Operator—Inserts a right group operator (»)
Tab—Inserts a tab and moves the cursor to the next tab stop.

Line Break—Inserts a line feed (soft carriage return) and moves
the cursor to the first indent on the next line.

New Paragraph—Inserts a carriage return-line feed character
and moves the cursor to the left margin on the next line.

Page Break—Inserts a page break.

Copy Field Properties—Copies the field properties of the
selected field to other reference types.

Copy Definition—Copies all fields and their properties to other
reference types.

Check Syntax—Checks the current reference type definition to
ensure the syntax is valid.

Managing Output Style Files

Locating the
Styles Folder

Reference Manager includes more than 1,000 individual
bibliographic styles. Each one of these styles is stored as an
individual file in a Styles folder.

During installation, you had the choice to ““Install content files
to common documents folder.” Content files include all styles,
filters, and sample files. Where your Styles folder is located
depends on whether you selected this option or not.

If you chose to install content files to a shared location (which is
recommended), your Styles folder is found at:

Windows XP: C:\Documents and Settings\All Users\Documents\
Reference Manager 12\Styles

Windows Vista: C:\Users\Public\Documents\Reference Manager
12\Styles
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Finding and
Opening an
Output Style

If you cleared the check box during installation, your Styles
folder is found in the Reference Manager program folder, which
is typically found at:

C:\Program Files\Reference Manager 12\Styles

Windows does not recommend editing files located in the
Program Files folder. Under Windows Vista, modifying files in
the Program Files folder may be restricted. You may need to save
a copy of a file to another location rather than editing it directly.

Styles saved to the Styles folder are quickly displayed in the
default styles list in Reference Manager. However, you can save
new or modified styles to any folder. Style filenames all end with
the extension .OS.

The name of the style refers to the journal or publisher that has
defined the bibliographic format. The Nature style, for example,
is based on the format required by the journal Nature, and the
Chicago style is named after the Chicago Manual of Style.

To see if your journal’s style is included with Reference
Manager, peruse the list of styles in the Styles folder or on the
Open Output Style dialog. To see where the supplied styles are
stored, see “Locating the Styles Folder” on page 388. If your style
isnot available, any style can be modified to suit your needs, and
you can create new styles.

NOTE: You do not need to have a database open in order to open an
output style, although you do need to have Reference Manager running.
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To find and

open an output style:

1. From the Tools menu, choose Bibliography and then Open
Output Style to display an Open Output Style dialog.

=

Open Output Style

<)

My MNetwork
Places

File name: |Abd0mina| Imaging.os

Look in: | ) Styles =k EB-
-1 B ARG Bulletin.os B ady
bﬁ 1% Abdominal Imaging.os ﬁ.ﬂ\d\-
My Recent ﬁ.ﬂ\cademy Management.os ﬁ.ﬂ\d\-
lrowE ﬁ.ﬂ\cademy of Management Learning and Education.os ﬁ.ﬂ\d\-
71 % ﬁ.ﬂ\cademy of Management Perspectives.os ﬁ.ﬂ\d\-
Academy of Management Review.os ﬁ.ﬂ\d\-
Desktop ﬁ.ﬂ\ccounm of Chemical Research.os ﬁ.ﬂ\d\-
. ﬁ.ﬂ\cta Crystallographica.os ﬁ.ﬂ\d\-
.’.'/' Acta Haematologica.os ﬁ.ﬂ\d\-
ﬁ.ﬂ\cta Meurologica Scandinavica.os ﬁ.ﬂ\ﬁi
Dy it
PR ﬁ.ﬂ\cta Odontologica Scandinavica.os ﬁ.ﬂ\ge
- Acta Orthopaedica Scandinavica.os ﬁ.ﬂ\gr
_3113 ﬁ.ﬂ\dvanced Drug Delivery Reviews.os ﬁ.ﬂ\gr
My Computer <
-

Files of type: |Output Styles (".os)

Search

¥
j COpen |
j Cancel
Help

1. Adams JQ, Lincoln A, van Buren M, Truman HS. An imaginary conversation. J. Hist.Fant.

1976; 76:204-212

Reference ID: ADAMST6

Reprint: On Request (12-31-1990)
Keywords: fantasy/history/U.S. Presidency

Notes: This is the first in a planned series of imaginary occurrences involving

U.S. Presidents.

Abstract: Four U.S. Presidents from different eras hash over old times.

2. Tohelpl

ocate a file, you can:

¢ Scroll through the list of available styles to see if you can
find the name of one that is similar to what you need.

¢ Start typing a name in the File Name box to pop up a list
of all output styles that begin with that letter.

¢ On the file dialog, click on an output style name to
highlight it. A preview of the selected style will display
at the bottom of the dialog.

The Reference ID, Reprint, Keywords, Notes, and
Abstract fields are listed for each output style. You can
quickly turn these fields on or off before generating a
bibliography.
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¢ Click Search to display a Search Dialog.

=

Search Dialog

Search Parameters
In-Text Citation:

o =l

Field arder in Journal Reference Type:
|Any j |Any j |Any j |Any
Bibliography Sort Order:

o =l

Showing 1360 of 1360 styles from C:ADocuments and Settingshall Users\Documents'Reference Manager 1245kl

L

letin A |
Abdominal Imaging
Academy Management Open
Academy of Management Leaming and Education
Academy of Management Perspectives
Academy of Management Review Cancel
Accounts of Chemical Research
Acta Crystallographica
Acta Haematologica v Help
Sample

Adams, J. Q., A Lincoln, M. van Buren, and H. S. Truman, 1976,
An imaginary conversation: Journal of Historical Fantasy, v. 76, no.
1, p. 204-212.

Ref ID: ADAMSTE

Keywords: fantasy/history/U.S. Presidency

Reprint: On Request (12-31-1990)

Abstract: Four U.S. Presidents from different eras hash over old
timea

Use the Search Dialog to search for an output style that
is similar to what you need. You can search based on the
in-text citation type and/or the bibliographic field order
for journals and/or the bibliography sort order. Choose
your options and click Search.

Highlight a file name and click Open to open the output style.
The Styles window appears.

B Abdominal Imaging - Abdominal Imaging.os
o o adp | » « T = 1

In-Text Citations l Bib"ogmph‘yl

In-Text Citation Settings [v Include a Bibliography at end of text
Reference Type Definition for <Generic
First Citation:

Abstract g ion- Nt ~
At Work <Citation-Number>
Audiovisual Material W
Bill/Resolution
Book Chapter Subsequent Citation:
Book, Whoale b A
* - have definitions (other types

use the Generic definition) A
Sample for Reference Type <Generic>
Numeric citations: [1, 3-5] »~

v
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Previewing
Styles 1.
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To preview style formatting:

From the Tools menu, choose Bibliography and then Open
Output Style to display an Open Output File dialog.

On the file dialog, click on an output style name to highlight
it. A preview of the selected style will appear at the bottom
of the dialog.

Scroll through the list of available styles to see if you can find
one that is similar to what you need.

Once you have found a similar style, select it, and click the
Open button. The Styles window opens.

Reference Manager uses built-in examples for the previews on
the Open Output Style dialog.

To preview style formatting with your own reference:

1.
2.

Open your database of references.

From the Tools menu, choose Options and click on the
General tab.

Under Output Style, either select a style from the drop-down
list or use the Browse button to locate and select a style.

Click OK to save the new output style setting and return to
the reference list.

From the View menu, select Output Style Display.

Highlight any reference in your database to have it displayed
in the Reference list window’s preview panel.

The preview pane displays only one reference at a time.

To preview a group of your references:

1.

2
3.
4

Open your database of references.

Mark the references you wish to preview.

From the File menu, choose Print Preview.

On the Bibliography Setup dialog, set these values:

4 Under “References to include,” select “Marked
references in list.”

¢ Under Output Style, either select a style from the drop-
down list or use the Browse button to locate and select a
style.

Click OK to print the preview on your screen.
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Copying Styles

Because each style is a separate file on your hard drive, you can
copy them as you would copy any file on your hard drive using
the Windows desktop.

To copy a style to a removable disk or CD, select the style on your
hard drive and drag it onto the disk or CD. We recommend that
you use this method to make backup copies of your styles after
you modify them (see Appendix A).

To make a copy of a style from within Reference Manager:

1. From the Tools menu, choose Bibliography and then Open
Output Style to display an Open Output File dialog.

2. Select the style you want to copy and click Open.

3. Without making any changes to the file, choose Save As from
the File menu.

4. Give this copy of the file a new name, and Save it.

NOTE: You can save your output style files in any folder. To see where
the supplied styles are stored, see “Locating the Styles Folder” on page
388.

Saving Styles

The new style will remain open. The original style will be left
untouched.

To save a new style that you have just created, or to save changes
to a style you have just modified, choose Save from the File menu.
Alternatively, choose Save As from the File menu when you want
to save a modified style with a new name.

If you close a Style window before saving a style, Reference
Manager prompts you to save or discard the changes you have
made, or choose Cancel to return to the style. If you quit from
Reference Manager while a Style window is open, the same
dialog appears.

Reference Manager automatically saves new styles to your Style
folder, but you can save them to any folder you wish. To see
where the supplied styles are stored, see “Locating the Styles
Folder” on page 388.

NOTE: Reference Manager styles use the file name extension “.0S”
(for Output Style), as in “Nature.os”.
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Deleting
Styles

Renaming
Styles

Closing a Style

What Should I
Do if My Style
Is Not
Included?

To delete a style from within Reference Manager:

1. From the Tools menu, choose Bibliography and then Open
Output Style to display an Open Output Style dialog.

2. Right-click on the style to highlight it and display a Shortcut
menu.

3. Choose Delete from the shortcut menu.

You can also delete an unwanted style by switching back to the
Windows desktop, and opening the Styles folder in the
Reference Manager folder. Then, select the file to delete and
choose Delete from the File menu, or drag the file to the Recycle
Bin.

To see where the supplied styles are stored, see “Locating the
Styles Folder” on page 388.

Rename styles using the Save As command in Reference
Manager’s File menu. This allows you to make a copy of any style
that you want to modify, so you can keep several variations of
the same style. You can also rename styles by switching to the
Windows desktop, locating the style file in the Styles folder,
clicking on the file name, and typing a new name.

To see where the supplied styles are stored, see “Locating the
Styles Folder” on page 388.

To close a Style window, click the close button in the upper right
corner of the window, or choose Close Output Style from the File
menu. If you have not saved your changes to the style, Reference
Manager prompts you and gives you the option to save or
discard any changes that you have made.

Reference Manager supplies over 1,000 journal styles for your
convenience; however, because there are thousands of journals
published, the style you need may not be included. This should
not be a problem because you can design a style of your own or
modify any of Reference Manager’s preconfigured styles.

If a style that you need is not included with Reference Manager,
we recommend modifying a style that is similar to what you
need.
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To find and modify a similar style:

1. First, find a style similar to the one you need. See “Finding
and Opening an Output Style” on page 389 for tips.

2. Once you have found a similar style, select it, and click the
Open button. The Styles window opens.

3. Choose Save As from the File menu, give this copy of the style
a new name that corresponds to the name of the journal you
want to use it for, and click Save. This will also keep the
original style unchanged, in the event that you need to use it
later.

4. The new Style window remains open for you to edit it as you
need. For more details about editing parts of a style, read
“Basic Components of a Style” and “Modifying Reference
Type Definitions” starting on page 385.

NOTE: You can download the latest output styles available from
Thomson Reuters. Visit the Reference Manager website
(http://www.refman.com) for available styles.

General Properties and Layout Settings

Output Style To view or modify output style properties:
Properties 1. Open an output style.
2. From the File menu, select Output Style Properties.

On the dialog that appears, you can enter a title for the output
style.

You can also enter text into a Comments text box. This is a good
place to keep track of when the file was modified, who made the
changes, and what standards were used in creating the style.

In-Text To change In-Text Citation layout settings:
Citation 1. In the Style window, click on the In-Text Citations tab.
Layout 2. Click the In-Text Citation Settings button.
wo tabs are available: Citation Settings an mbiguous
Settings Two tab ilable: Citation Settings and Ambig
Citations
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Citation Settings

=

In-Text Citation Settings

Citation Setings ]Ambiguous Citations ]

Delimiters
Left Delimiter: m
Right Delimiter: ]

Citation Separator: |7

Numeric Citations

[v Use Number Ranges

Range Separator: |~

In-Texd Citation Order
Citation order -

Page Mumbers
™ Cited page numbers only

QK | Cancel | | Help |

Delimiters: Enter the Left Delimiter and Right Delimiter that
should surround in-text citations. These are the delimiters that
you want to print in your final paper. In an Author-Date format,
these are typically parentheses. In a numerical format, these may
be brackets or they may be left empty.

Also enter a Citation Separator to print between multiple
citations.

A multiple citation is an in-text citation that includes more than
one reference within a single set of delimiters, such as: (Argus,
1993; Billoski, 1993; Hall, 1988). This example uses a semicolon
and a space as the separator between citations.

Numeric Citations: For numeric citations, indicate whether to
Use Number Ranges and then enter a Range Separator. For
example, if you cite three references in the same location, you
could select this option to print “1-3”. Or, do not select this
option to print “1, 2, 3”.

In-Text Citation Order: Select a sort order for multiple in-text
citations that appear in the same location. Options for sorting
multiple citations include:

¢ Citation Order: Multiple citations remain in the same
order as they were entered.

¢ Author/Date: Sorts multiple citations first by authors
and then by date.
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¢ Author/Date/Title: Sorts multiple citations first by
authors, then by date, and then by title.

¢ Author/Title: Sorts multiple citations first by authors
and then by title.

¢ Date (ascending): Sorts by date, from the oldest to the
most recent.

¢ Date (descending): Sorts by date, from the most recent to
the oldest.

For example, multiple citations formatted with the Author/Date
sort could look like this, even though they may have been
entered in a different order:

(Jacob 1994; Lee 1990; Zoler 1983)

Page Numbers: When you include the Page Numbers field for an
in-text citation, you can determine whether Reference Manager
inserts the page range found in the record (that typically
encompasses the entire work), or only cited pages. Do this by
selecting or deselecting the Cited page numbers only check box.

¢ To insert the Page Numbers field OR Cited Pages:
When the check box is not selected, page numbers from
within the Reference Manager record will display as a
range in the citation (whether in-text or in a footnote).
You can override this page range by using Edit Citation
or by manually entering a page range (for example, by
adding “@27-28” to the unformatted citation). This
setting is recommended for footnote styles such as
Chicago.

¢ To insert Cited Pages only: When the check box is
selected, you must use Edit Citation or manually enter a
page range for the pages to appear in your citation.
Reference Manager will not use page numbers found in
the Reference Manager record. This setting is
recommended for in-text styles such as MLA.

By default, the Cited page numbers only check box is not selected.
If a Reference Manager 12 style is edited with an earlier version
of Reference Manager, this option is cleared (not selected) when
the style is saved.
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Ambiguous Citations

=

In-Text Citation Settings

Citation Settings Ambiguous Citations l
To Differentiate Ambiguous Citations:

W' Include the author initials or full name in citation
Name format: | Full Name hd

[ Add more authors until the citation is unique

[ Add the title for different works by the same author

v Add a letter after the year

Letter format: | 2000a. b =

oK | Cancel | aey | Heb |

With in-text citations like (Smith, 1995) or (Smith 246-9),
references can have identical in-text citations if they are by the
same author or the authors have the same last name. This leads
to ambiguity in the citations that would make it impossible for
the reader of your paper to know which reference to Smith you
are referring. Reference Manager provides various ways to avoid
this sort of ambiguity in your citations.

Any combination of the following options may be used. Click in
the check box next to all options that apply. Note that these
settings assume the author is used in the in-text citation. They are
not relevant for styles that use bibliography numbers for the in-
text citations as it is not possible to have ambiguous citations
when they are uniquely numbered. Reference Manager will try
each selected option in the order presented on the dialog.

Include the author initials or full name in citation

Check this option to have Reference Manager include initials
with author names to distinguish between citations by different
authors that happen to have the same surname. Choose how the
initials should appear from the Initials option in the section.
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For example, the MLA style uses just author names and page
numbers in citations. Initials are added to clarify which Smith
wrote the cited reference:

(S. Smith 241-5) and (L. Smith 12-20)
Add more authors until the citation is unique

Some styles request that only a fixed number of authors be listed
in the in-text citation, and then “et al.” or “and others” is inserted
to indicate that the author list was abbreviated. Choose this
option if you would like Reference Manager to list additional
authors to make the citation unique. For example, if the in-text
citations were set to list only 3 authors, and you have two
references in which the first three authors are the same,
Reference Manager would add a fourth author to the citations,
and continue in that manner until the list of authors was
different between the two citations.

Add the title for different works by the same author

If you have two works by the same author, it won’t help to add
initials or list more authors to differentiate the two. In this case,
some styles request that the title of the reference (or a shortened
form of the title) be added to the in-text citation. If you choose
this option and select the “Short Title” option, Reference
Manager includes the contents of the Short Title field when
available. Otherwise, it uses the full title. The format of the title
is taken directly from the bibliography. This is an example in the
MLA style, which normally includes only the author and page
number in a citation:

(Smith, History of Our Times 35)
(Smith, Looking Forward 77)

Add a letter after the year

For citations in an (Author, Year) format, Reference Manager can
add a letter to the year to make citations from the same author
published in the same year distinguishable from each other. The
letter appended to the year will appear in both the in-text
citations and references in the bibliography.

(Smith 1995a)
(Smith 1995b)
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Bibliography
Layout
Settings

To change Bibliography layout settings:

1.
2.

=

In the Style window, click on the Bibliography tab.
Click the Bibliography Settings button.

Bibliography Settings

Bibliography Title

Reference-List|

Cancel
Help

Bibliography Sort |Auth0r.-"D ate j

Mumbering
[v Mumber References, Beginning With: |1

Prefis: | [ Suffis: |1 Alignment: | Right -

Indentation Spacing
First Line: 0.000 in Line Spacing: | Single -
Hanging: 0.000 in Space After: | Single -

Bibliography Title: You can enter any title you want to print at
the top of your bibliography.

Bibliography Sort: Select a sort order for the references in the

bibliography.

¢ Citation Order: References are listed in the order they were
found in the paper.

¢ Author/Date: Sorts references first by authors and then by
date.

¢ Author/Date/Title: Sorts references first by authors, then by
date, and then by title.

¢ Author/Title: Sorts references first by authors and then by
title.

¢ Author/Title/Date: Sorts by author, then title, then date.

¢ 1st Author/# of Authors/Date: Sorts by the first author; then,
if there are other works by that author and others, it sorts by
the number of additional authors; then by date.

¢ 1st Author/Date/# of Authors: Sorts by the first author; the

by date; then, if there are other works by that author and
others, it sorts by the number of additional authors.

Numbering: Under Numbering, select the box if you want to
sequentially number references, and type a starting reference
number (typically 1). You can also enter a prefix and/or suffix to
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print before and after the number, and the alignment of the
number.

Indentation: Under Indentation, you can change the First Line
and/or Hanging indent for the references.

Spacing: Under Spacing, you can change the Line Spacing within
a reference and/or the Space After that appears between
references.

NOTE: You can temporarily override many of these settings when you
use the Generate From Reference List command to print directly from
Reference Manager or when you Generate Bibliography from within a
word processor.

Modifying Reference Type Definitions

If you are creating a bibliography that requires a style not
included with Reference Manager, it is often easiest to modify a
style to suit your needs. (See “What Should I Do if My Style Is
Not Included?” on page 394.) Editing a style requires a general
understanding of how styles work and the components of a style.
Read “Basic Components of a Style” on page 385 to become
familiar with the terms used in this section.

In-Text Open an output style. The style window opens and displays an
Citation In-Text Citations tab. This tab tells Reference Manager how to

Definitions
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format citations found in the body of your word processor
document.

B Journal of Forestry - Journal of Forestry.os

o oo o B | » < T = [y | 10

In-Text Citations l Bibliogmphy]

[v Include a Bibliography at end of text

Reference Type Definition for <Generic
First Citation:
Abstract <[04] -Authors, -primary>|<[05] -Date, - b
Art Worle S ST
Audiovisual Material primary> 2
Bill/Resolution
Book Chapter Subsequent Citation:
Book, Whols % <[04] -Authors, -primary>|<[05] -Date, - ~
* - have definitions (other types primary|
use the Generic definition) b

Sample for Reference Type <Generic

First citation: (Adams et al. 1976) ~

Subsequent citation: (Adams et al. 1976)

Listing the Fields to Print by Reference Type

Because in-text citations are typically formatted the same no
matter what reference type you are citing, you should need to set
up a reference type definition only for the Generic reference
type. Any reference type that does not have a separate definition
created for it uses the Generic definition.

If the style you want to use requires it, you can set up a different
definition for the First Citation and then for Subsequent
Citations by the same author.

Listing the Fields

Click on a reference type, then insert the fields you want to print,
in the order you want them to print.

¢ Toinserta field to print: Use the Insert Field command either
from the Edit menu or with the Insert Field icon on the Style
toolbar.

¢ To delete a field: Click on a field name to highlight it, and
then press BACKSPACE or DELETE.

¢ To add punctuation: You can type any text or punctuation to
print before or after each field, up to the vertical bar that
separates it from the next field.

More information about editing reference type definitions is
provided later in this section about Modifying Reference Type
Definitions.
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Bibliography
Definitions

Including a Bibliography
Select the check box at the top of the tab if you want to include a

bibliography at the end of the text in your word processor
document.

If you are printing full bibliographic information within text,
you may want to clear the check box so that only the in-text
citations will be formatted, and no reference list will appear at
the end of the document.

In-Text Citations Layout

To specify delimiters to surround the citations, fine-tune
formatting of numeric citations, select an in-text citation order
for multiple citations, and determine which page numbers are
inserted, use the In-Text Citation Settings button. See “In-Text
Citation Layout Settings” on page 395 for more information.

Field Properties

If you have listed any special fields to print, such as Authors or
Dates, you will need to set field properties. With field properties,
you can choose an author name format, such as Last Name Only,
and a date format, such as Year only. See “Author Properties” on
page 414 and “Date Properties” on page 420.

When you open an output style, the style window displays an In-
Text Citations tab. Click on the Bibliography tab. The
Bibliography tab tells Reference Manager how to format
references in a bibliography. The bibliography could be
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generated directly from Reference Manager or at the end of a
word processor document.

B uniform - Uniform.os
Fa o gnmp | » « T = o

In-Text Citations ~ Bibliography ]

Bibliography Settings

Definition for <Generic

the list of |<[04] -Authors, -primary>. - |<[03] -Title, - definition for
reference P, primary>. - |<[14] -Authors, - secondary>. - | the
types, an Audiovisual Material® <[13]-Title, -secondary>. - |<[11]- highlighted
astensk Bill/Resalution Periodical>- |<[12] -Volume>| [<[15] - I=sue>] reference
H H Book Chapter” |, *<Page -Numbers>| .- |<[05] -Date, - .
g_]ggf?rt]?t?ot::at Book, Whole™ b/ primary>. - |«<[16] - Pub-Place>|, *<[17]" t_ype, the

- ! * - have definitions (other types Publisher>|.-»|<[23]-Title, -series>. - | f'elds to
exists for it use the Generic definition) #7241 st hare soariass « 1-T281.Nara . ¥ prlnt

Sample for Reference Type <Generic::

(1) Adams JQ, Lincoln A, van Buren M, Truman HS. An imaginary conversation. Taylor #
Z. Tyler J, editors. Collected Historical Fantasies. Journal of Historical Fantasy 76
[11]. 204-212. 11-5-1976. Philadelphia,PA, Historical Fantasy Publishing.

Speculative Occurrences in U_S. History. Roosevelt, Franklin Delano. 7-4-1776. b

Listing the Fields to Print by Reference Type

A “Generic” reference type, plus all of the other Reference
Manager reference types are listed so that you can define a
format unique for each reference type.

Generic Reference Type

The Generic reference type definition is used to format
references that use the Generic reference type or do not have
their own definition in the style. For example, if the Book
Chapter definition is left blank, those references would be
formatted using the Generic definition.

Other Reference Types

The rest of the references types in the style tell Reference
Manager how to format specific reference types, such as journals,
book chapters, and abstracts. If a reference type name is followed
by an asterisk, a separate definition exists for that reference type.
If there is no asterisk after a reference type name, it uses the
Generic definition.

Listing the Fields

Click on a reference type, then insert the fields you want to print,
in the order you want them to print.

¢ Toinserta field to print: Use the Insert Field command either
from the Edit menu or with the Insert Field icon on the Style
toolbar.
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Selecting
Fields to Print

¢ To delete a field: Click on a field name to highlight it, and
then press BACKSPACE or DELETE.

¢ Toadd punctuation: You can type any text or punctuation to
print before or after each field, up to the vertical bar that
separates it from the next field.

More information about editing reference type definitions is
provided later in this section about Modifying Reference Type
Definitions.

Bibliography Layout

To set options for a bibliography title, sorting references,
numbering references, setting an indent, and selecting line
spacing, use the Bibliography Settings button. See “Bibliography
Layout Settings” on page 400 for more information.

Field Properties

If you have listed any special fields to print, which include
Authors, Titles, Dates, Keywords, Periodical, or Page Numbers,
you will need to set field properties. With field properties, you
refine field formatting. For example, you can choose an author
name order, such as First Middle Last, and a date format, such as
Year only. See “Setting Field Properties” on page 413.

To insert a field to print, go the Edit menu and select Insert Field.
Or, use the Insert Field icon at the left of the Style toolbar.

=

Insert Field

-

_'

Any Author-Title
Any Title
Any Date

&)
Cancel

FPage Mumbers

01] Ref Type

02] Ref ID

03] Title, primary
04] Authors, primary
05] Drate, primary
0B] Maotes

07] Keywords

03] Reprint

09] Start Page

10] End Page

11] Periodical
12]Wolume b

Help

The field names are the names specific to the current reference
type. Field numbers are included, so you can make sure you are
inserting the correct field.

When you select a field from the field list, it is inserted at the
cursor location and is surrounded by the delimiters < and >.
Reference Manager needs these delimiters so it can tell a field
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apart from other punctuation or text that you might enter to
print. Each field is separated by a vertical bar (| ).

The field list includes all 37 Reference Manager fields, in field
number order. Each of these numbered fields correspond to a
single, specific field in your references. The list also includes
several special fields at the top.

Special Fields

These special fields do not correspond to a single Reference
Manager field.

The four “Any” fields listed below are less restrictive than using
a specific field. For example, if you listed the “[04] Author,
primary” field to print, but the only author name in a particular
reference was in the “[14] Author, secondary” field, that
reference would print with no author name.

NOTE: When you insert one of the “Any” fields, make sure you edit the
field properties for each of the fields that might be used when the
reference is formatted. Reference Manager will use the properties set
up for the specific field that is printed.

Any Author: This field prints the first author field that contains
data, checking in this order—Authors, primary; Authors,
secondary; Authors, series.

Any Author-Title: This field prints the first author or title field
that contains data. It first looks through each of the Author
fields; if there is no data in any of the Author fields, it looks at
the Title fields.

Any Title: This field prints the first title field that contains data,
checking in this order—Title, primary; Title, secondary; Title,
series.

Any Date: This field prints the first date field that contains data,
checking in this order—Date, primary; Date, secondary.

Page Numbers: The Page Number field combines the Start Page
and End Page fields, making it easier to provide for a variety of
page number formats. (Choose a page number format with the
Page Numbers properties dialog described on page 424.)

Citation Number: This field is available only for In-Text
Citations. It is used for Numeric in-text citations. Rather than
numbering citations sequentially in a paper, they are numbered
based on their position in the bibliography generated at the end
of the document.
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Inserting

Reference Manager has special formatting characters that add

Punctuation flexibility and precision to the grouping of punctuation and
. fields in the reference type definitions.
and Special
Formattin The table below shows the special formatting characters you cam
8 use in a reference type definition. These are discussed in more
Characters detail after the table.
ToInsert Keyboard Click Toolbar Description
Command Icon

< Insert Field Field name delimiters surround each field name,

> such as <[04] Authors, primary>. These are
automatically inserted when you choose a field
from the field list, although you can also type a
field name along with its delimiters.

The Insert Field command is also available from
the Edit menu.

Shift+\ Field Separator | Text after a vertical bar and before a field name
prints as preceding punctuation for that field.
Text after a field name and before a vertical bar
prints as following punctuation for that field.
Text entered between vertical bars (and between
fields) is Additional Text that is always printed.

« Left or Right Left and Right Group Operators surround a group

» Group Operator | of fields to attach punctuation before or after the
group.

t Ctrl+Shift+T Tab Tab moves the cursor to the next tab stop (every
half inch in Reference Manager, or the tab stops
as set in your word processor document).

- Shift+Enter Line Break Line Break moves the cursor to the indent (or
hanging indent) on the next line

i Enter New Paragraph | New Paragraph moves the cursor to the left
margin on the next line.

Page Break Page Break moves the cursor to the top of the
next page.
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Inserting Preceding and Following Punctuation

When you insert fields, a vertical bar appears as a field separator.
This field separator helps Reference Manager identify which
punctuation should print with which field. Text entered before a
field name is preceding punctuation, and text entered after a
field name is following punctuation.

When you associate punctuation—either preceding or
following—with a field, it ensures that the punctuation prints
only when there is date in the field. When a field is empty, its
associated punctuation is omitted from output.

For example, let’s examine this definition:
<[11]-Periodical>-|<[12]-Volume>|(<[15]
Issue>)|, -<Page Numbers>|.-|<[05] Date,
primary>.

First, the Periodical name will print, followed by a space.

Next the Volume will print.

Next, the Issue will print, surrounded by parentheses. (Because
the parentheses are included within the field separators, they are
attached to the Issue field; if the Issue field is empty and doesn’t
print, neither will the parentheses.)

Next to print is the Page Numbers field. The comma and space
are attached to the Page Numbers field as preceding text so that
even if the Issue is missing it will be punctuated correctly.

The period and space that follow the Page Numbers field will
always print. They were inserted between vertical bars, so are
considered Additional Text that always prints. This assures that
even if one of the Volume, Issue, or Page Numbers fields are
empty, the string of fields will end with a period.

Next, the Date field prints, followed by a period.
To attach text and punctuation to a field:

Include the text and punctuation within the vertical bars that
surround the field. For example:

|[Volume: <[12]-Volume>|
will print like this:
Volume: 10

and if the volume field is empty, the text and punctuation
surrounding the field, in this case “Volume: ” will not print.
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Always Printing Additional Text

Use additional text when:

¢ You always want to print text before or after a field—even
when the field is empty.

¢ You want to print text associated with an output style, but
not associated with any particular field in a reference. For
example, information that is part of a standard form, or
typesetting codes.

Because Additional Text is not associated with a particular field,
it is always included in output.

Insert the text and punctuation between vertical bars, and type
the additional text exactly as you want it to appear. In this
example:

<Any Title>_-]Available from:-|
<Availability>.

the text “Available from: ” prints even when the Availability
field is empty in the reference.

Inserting Text Before the First Field

Text preceding the first field in a definition is assumed to be
Additional Text that always prints. For example, if you enter:

Vol . -<[12] Volume>

it results in “Vol.” always printing even when the field is empty.
If you insert a vertical bar and enter:

|Vol . -<[12] Volume>

“Vol.” becomes preceding punctuation for the field, and prints
only when there is data in the field.

Inserting Text After the Last Field

Text entered after the last field in a definition is assumed to be
following text, which prints only when there is data in the field.
To include Additional Text at the end of a definition, use a
vertical bar to separate i