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1. Introduction to bibliographic software packages

General:

= Manage bibliographic information

= Build personalized databases

= Easy and flexible searching

= Generate bibliography

Which package?

= EndNote

= Reference Manager
= Procite

= More

Can add information by

Manual entry...

= Record creation:

- Pre-defined records templates for
most types of publications

- Duplicate detection
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Can add information by automatic

import...

= Searching commercial databases
- Ovid, CSA, Ebsco

= Searching Internet resources

- PubMed, WoS
= Searching library catalogues (Z39.50)
- Quest

Reference Manager offers...
= Record retrieval
- Author
- Title, Keyword
- Journal
= Record output
- Printed
- File for word processor or web
- Export

More features...

= CWYW
- Cite While You Write toolbar for Word,
link to WordPerfect

= Qutput styles for manuscripts
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2. Working with databases

2.1  Starting Reference Manager

In Windows, from the Start menu select:
Programs
Reference Manager 10
Reference Manager

When you start Reference Manager for the first time after the installation, the screen looks like this:

2.2  Opening databases

You do this much the same way as you would open and close a Word document. If you exit Reference
Manager without closing the database, it will open automatically when you next start Reference Manager.

1. From the File menu, select Open Database.
[Open Reference Mansger Databmse Tl
ke [ e EEEE
BlwraPl
Can
Irmpart
Samples
Spell
Styles
Infalit
nursing_sample
Sample
File name: || Open
Files of hwpe: IDatabase [*.AMD ;refrman .dat;".F‘DT;".ENL]j Cancel |
Help |
A |
2. Select the database you wish to open.
3. Click Open.

Managing your references, Reference Manager, Version 10
http://www.lib.unb.ca/instruction/refman/rm.html



2.3

Reference display
Displays full details
of a highlighted
reference on the
reference list

Column headings
Click on any of
these headings to
sort references

Reference list
Displays all the references
in your database

Reference Manager: main screen

x" Reference Manager - [Reference List - Sample Databage: Journal Reference 1D 61]
Eld File Edit View References Bibliography Tem Manager Tools MWindow Help =1 |

oxH i BR Bl ipEf e B EREER|rE 20 % s

Ref Type* Joumnal
( Ref ID* E1

Title Incidental capture of bottle-nosed dolphins (tursiops-truncatus) in shark nets - an assessment of some
posgible causes

Authors Cockeroft V.G

Pub Date* B 192 Other

Web/URLs @

LinkTo PDF @/

Link to Fulltext @
Related Links 8/

Image(s) L]
Notes J English Article 37 0952-5363 Oxford Univ Press United Kingdom
Keywords dolphing; tursiops-truncatus; tursiops; tursiops- truncatus; truncatus; tursiops truncatus; growth;
distribution; feeding; abundance; dolphin; marine; marine mammals; bottlenose dolphin; cetaceans;
survey; behavior, Africa; waters; animals;
Reprint Mot in File 051303
\ Journal Name* Journal Of Zoology ;
Volume 226 =l
L » |RefiD Authors Title =l
C &2 Cockcroft V.G Distribution and status of bottle-nosed-dolphin tursiops truncatus on the south_y
- &3 Cockeroft v.G. Estimates of abundance and undercounting of bottle-nosed dolphing off narthe
r G Incide apture of bottle- s-trun 1 in sh ots

Coffey D.J. Dalphins, whales, and porpoises :an encyclopedia of sea mammals

O &2
O &0 Connor R.C 2 levels of alliance formation amony male bottle-nosed dolphins (tursiops =p)
=R b o LIJ

|Reference 26 of 138

by

o Mikad

For Help/ press F1

Database tab

Shows the active
database. You can open
up to 15 databases at any

Status bar

Shows the number
of references in your
database

one time
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2.4  Closing databases

7.

From the File menu, select Close Database.

If there is more than one database open, the Close Database dialogue box appears
enabling you to select a database to close.

Close Databasze x|

Cloze Databasz

Clogze All Databasesl
Lictivate |
Cancel |

Help |

Highlight a database.
Click Close Database.

If there are more than two databases on the list, repeat steps 3 and 4 to close more
databases.

Click Cancel to close the dialogue box.
Click Close All Databases, to close all open databases.

Clicking Activate is a way of toggling between databases.

2.5  Creating a database

1. From the File menu, select New Database.
2. Store the database in the Reference Manager folder, which is the default folder.
3. In the File name field, type the name of the new database, for example the name of your
subject area.
Lock jn: | 3 RefianiD = =1
BkwidFl B infolit
Crny % nursing_sanmple
Irpaort ﬁSample
Samples
Spell
Styles
File name: |tesﬂ MNew ! I
Files of type: IHM Databazes [*RMD] LI Cancel |
Help |
Advanced... |
: A

4, Click New.
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3. Adding and importing references

You build your database by:
= adding references manually
=  importing references from a text file
= exporting references from an Internet resource, such as Web of Science, to Reference Manager

= exporting references from electronic journal websites
=  searching and adding references using library catalogues or PubMed

3.1  Adding references manually

To enter references manually:
= Make sure that your required database is active (selected).

= From the References menu, select New.

x{ Reference Manager - [Infolit Database: Journal Reference 1D 319] = =] B3 I

File Edit View Heferences Bibliography Temm Manager Tools “Window Help o =1 |
EH $REE| IR ¥ S| BERaRE|r B U 2 o g

Ref Type™ Journal =

Ref ID* 319

Title

Authors

Pub Date* B 2003 Other

Web/URL 8

LinkToPDF 8]

Link to Full-text @

Related Links 8]

Image(s) 8l

Notes

Keywords

Reprint In File 05/21103

Journal Name™®

Volume

Issue

Start Page

End Page —
Abstract

Availability

Address

User Def 1 |

For Help, press F1 i

= Inthe Ref Type field, click on the field to select an appropriate reference type from the drop-down
list, eg Journal.

= Enter information into each field.
= When you have finished, from the File menu, select Save.
=  To add another reference, repeat the procedure.

=  Click on the “x’ in the upper right corner to close the window.
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A few points about entering information manually:
1. Ref ID: is assigned by the system
2. Authors: Start typing the first authors’ surname. A drop down menu will appear.
= If the author is already on the database, select the name by double clicking on the entry.
= If the author does not appear on the list, type the name using the following format:
Thomas, S.
Surname followed by a comma and each initial followed by a full stop.

3. Keywords & Journal names: On entering these, a drop down menu will again appear
containing all the existing entries in the database already.

Tip: New entries in the Author, Keyword and Journal name fields will be colour-coded
blue on first being entered and red if the entry is in an incorrect format.

4. Importing Journal titles: You can import a list of standard full and abbreviated journal
titles using Copy Periodicals... within Term Manager.
(See Appendix C: Term Manager, p 36)

5. Publication date: By default Reference Manager displays the publication date in full
numeric form, including the day and month.

= If you wish to display only the year, click on the @ icon.

= Always enter the year as a 4-digit number.
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3.2 Importing references from a text file

These files are typically downloaded references from commercial databases, including Internet resources. You
need to know the source of the text file.

Important:
When you download references from some commercial databases, you need to make sure
that you download them in a compatible format for Reference Manager.
(See Appendix G: Which filter for which database, p 43)

=  From the References menu, select Import Text File.

i Import Text File B

Database: [N -

Filter: |CMMyRefmant mporttCS4-1D5.cap = J Edit Filter. . |
Testfile: | =] J \.-"iewTe:-ctFiIe...l

—Referencerange———— [ Additional keywordsz
i Al
" From:

|

|
= |

|

|

|

— Drefault reprint status

Status: INDt in File vI
Bate: | 8Z1/03 - F | o | & |

Import I Cloze | Options... | Help |

= Select the following settings:

1. Database: the name of the active database is normally displayed.

2. Filter: you will need to select an appropriate filter for the database from which the
references were downloaded. A filter is used to translate the file you wish to import
into the Reference Manager format.

Click the browse button J to see a full list of filters.

(See Appendix G: Which filter for which database, p 43)
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Laak jm; |E Irnipart j gl

"% BSL-Cardbox %DataStar-D‘l\NEEHLIT
ey CAMN-5DI-Biosis Previsws % D ataS tar-Chemical Abstre
e CARL-Uncover Reveal %DataStar-DHSS-D.&Tﬁ
s CAUL-Cunent Contents % DataStar-EMBASE
% Comp. Libram-a105 [Sidsline) %DataStar-Excerpta Medic
2 Comp.Library-4ID5 [Medine) R DataStarHSELINE
e COMPENDEX %DataStar-lF‘h

4105 R DataStarMEDLINE

3 D ataStar-BI0SIS[Full Joumal] B DataStar-SciSearch
> D ataStar-BIOSIS B DataStar TOXLINE

4 I

File name: |CsA-Ds Open

Filez of type: IImpnltFiIters[*.cap] j Cancel |

%

- Select the filter you require.

- Click Open.
3. Text file: locate the file which contains the downloaded references.
4. Additional keywords: You may add your own keywords to these references, eg it can

be useful to enter the name of the resource from which you are importing the references,
or today’s date.

All other choices are optional.
=  Click Import.
= Once the references have been imported into your database you will see the message Import
successfully completed. Click OK.

If there are any problems, save the log and contact the library for help.

= To exit the Import text file dialogue box, click Close.

321 Imported tab

When you import references from a text file, the references also appear in the Imported reference list tab.
To remove it:

= Make sure the Imported tab is active (selected).
=  Right-click with the mouse button on the Reference List.

= Select Close Imported Reference List.
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3.2.2 Checking for duplicates

Reference Manager has the ability to check your database for duplicate references that may have

been imported from overlapping search result sets.

To carry out a duplicate search:

= Ensure that the database you wish to search for duplicates is the only open database tab. This
ensures that you search for duplicates only within your database and not between all open tabs.

You may need to close your imported reference list (see 3.2.1)

= Select Batch Operations from the Tools menu

= Select Duplicate Search... from the sub-menu that appears. This will display the following

box:

This box displays
the name of your
database. There
should be no other
options in the drop-
down menu.

Batch Duplicate Search

— Reference List to Compare

=  You may make changes to the criteria used for duplicate checking via the Options button.

P [infalit =l -

Compare againzt all databazes ﬂl

— Reference Range Dptions |
Start; I1 Help |
End: |31 8

— Progre
Checked Ref. |0
Ref. ID |

Duplicates Found ID

=  Click on Search to proceed. Any duplicates found will be put in a separate tab labeled
Duplicates. You can then deal with these accordingly.

= The Duplicates tab is a temporary one and will disappear when you exit from Reference
Manager or start work with a different database.

It is also possible to check for duplicates of individual references via the References menu. This Check for

Duplicates function will search for duplicates of the highlighted reference and again put them in a

Duplicates tab for a decision.

Important:

When you delete references from the Duplicates tab they are also deleted from your database.

Managing your references, Reference Manager, Version 10
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3.3  Exporting references directly from WoS*

1. To connect to Web of Science point your web browser to the library home page:
http://www.lib.unb.ca.

2. From e-Resources, select Indexing and Abstracting databases. Then select Web of
Science. If you need help with Web of Science ask branch/liaison librarian.

3. Conduct your searches.

4. Go through all pages and mark references individually or by clicking on
to select all references on each page.

Tip:
If the retrieved references are displayed on one page only, after marking you will
need to click on the Submit button.

5. When you have finished marking all the retrieved references, click

6. In the STEP 1: section, select appropriate boxes and the sorting order.

STEP 1: Select sort and output fields for the entire marked list.

Select sort option: Select fields to include in addition to the author(s), article title and source.
I™ cited references* ™ addresses ™ abstract
First author
Source Tile ™ language ™ publisher information 185
Times Cited ™ document type ™ keywords I™ tumes cited

*Selecting the cifed referenices may cause the server 10 fime ouf with large mumbers of records.

7. In the STEP 2: section, click on the EXPORT TO REFERENCE SOFTWARE.

[Export to reference software

8. Click OK.

*Web of Science can also be referred to as Web of Knowledge, or, any of its individual
databases: Arts and Humanities Citation Index, Science Citation Index Expanded, and Social
Sciences Index.

Managing your references, Reference Manager, Version 10
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9. From the Select Reference Manager database dialogue box, select your required

database.
Select Reference Manager Database EE
ki [ et = & o o
1 EkowndP) R Infolit
| Crmy ﬁ nirzing_sample
I Impart ﬁ Sample
I Samples
1 Spell
] Styles
File name: | IrfaLit Open
Files of bype: IDataI:nase Files [* rmnd) j Cancel |/
i
10. Click Open.
11. A dialogue box displaying the progress of the Importing will appear on your screen.
12. Log off WoS.
ll Importing. ..
[ |
TJTLIIL L L [= g e 2 oy ey L= L HOPSLLD AL

= In Reference Manager, you will then see that the references have been imported to your database.

331 Copying a field to other references
When you directly export references into your database from Web of Science, or other Internet resources, you
do not get the option to add additional keywords. You may, however, add keywords, or other data, to one
reference and then copy the additional terms to all other references in your Imported tab or to marked
references.
1. Mark the references to which you wish to enter additional keyword(s), or leave them all
unmarked if you would like the additional keyword(s) added to every reference in your
Imported tab.

2. Add keywords, or other data you wish to add, to any one of the references in your Imported
tab. Separate keywords with semi-colon.

3. Highlight the term(s) to be copied.

Keywords Infarmation; [QDIINEUDTERCIETRY, Literacy;

4.  From the Edit menu, select Copy field...

Managing your references, Reference Manager, Version 10
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Copy Field

— Copy field data Copy I
Field data ||nformation literacy
Help |

To field: K ewmaords

Eeference list: IImported LI
— References options————————————————
= Highlighted reference
i~ Marked reference(s)
™ Unmarked reference(s)

= Brogress

[Eapying to Eeference [

5. The following settings should be selected:

Field data to copy: the keyword(s) should automatically appear in this box.
Reference List: Imported

Marked reference(s) or All references in list (depending on whether you marked

references).
6. Click Copy.
7. Click Yes to all.

Copy K.epwords field to Reference 1D 3287 |

res o all Mo Cancel I
8. Click OK.
Copy Field E

@ Copy Field completed. 46 out of 47 reference(z] modified.

You can now see that the additional terms have been added to all the references in your Imported tab, and
therefore to these references in your database.

Managing your references, Reference Manager, Version 10
http://www.lib.unb.ca/instruction/refman/rm.html

13



3.4 Exporting references directly from electronic journals

It is possible to download journal references directly from some publishers websites, eg:
= ScienceDirect
= JSTOR
= Blackwell

From some of these websites you must view the article in HTML or view the abstract format in order to
download the reference. If you need help, please contact your branch/liaison librarian.

=  From ScienceDirect journals:

1. Click on Export Citations
2. You can select all or one or a range of articles in the issue.

# =
ﬁ SCIENCE DIRECT ‘Reglster or Lagin: [user name Password:| o] |
ELSEVIER

| Home | \ Search | | Journals l \Ahs(rac{ Da(ahasesl | Reference Works I | My Alerts l | My Profile l © Help
Quick Search: [ within [AlJounals =1 (T searchtips SUNB Libraries

Export the followmg to a citation management progratm:
© Al70 documents [

& Only these documents: |1.3-5.7-9 Exampla: 3, 6-8
Export Citations 'I

File Format: |RIS format (for Reference Manager, PraCite, EndMote) j

[ Home | [ Search | [ Journals | [ Abstract Databases | [ Reference Works | [ My Alerts | [ My Profile | @ Help

3. Select to export just the citation, or the citation and abstract

Citations j

1]y
Citations + Abstracts

4, Ensure the File format is RIS format

"

File Format: |RIS format (for Reference Manager, ProCite, EndMote) j

5, Click on Lexport |

Managing your references, Reference Manager, Version 10
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6. Select the appropriate database and click on Open.

Select Beference Manager Database
ok [ 5 et BN
Bkl R InfoLi
Craaneg E nursing_sample
Impart % Sample
Samples
Spel
Shyles
File name: —infoLit Open
Files of ype: IDatabase Files [*.rmd] j Cancel |
7
7. A dialogue box displaying the progress of your Importing will appear on your
screen.
I TS NAPRETIHSE BFRESAHESASE IROT
il Importing._.
HJLIILTL O T o F Al ool o T
u In Reference Manager, you will then see that the reference has been imported

to your database.

u You may now choose to add additional keywords to your reference. (See 3.3.1,
Copying a field to other references).
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3.5  Direct download using Quest or PubMed

Important:

You will need to configure your Reference Manager settings in order to be able to

search for references in Quest, UNB Libraries Catalogue. (See Appendix E:
Connecting to Quest, p 39)

Step 1

1. From the References menu, select Internet Search.

% Search

15 Web of Geience ~ | Intemet search [ET|da G o [ |0 B &2 |25 2

win) 0T o
& Hosts: 151 eh of Soience: Atts Humantties Citation Index [SHEI). Science Citation Index (SC1). Sosial Soisnces Citation Inde
Connector| Field
Topic

AND Authaor
AND Journal
AND Address
AND fear

Parameter =

L=l
Z

Select a host from the list. By default 1ISI Web of Science is displayed.
Select 239.50 sites from drop down hox.

f Search 1 ] B
239,50 sites = Intemet search HERR N e A
151207eb of Science }rumwmk Library Catalog

Parameter =

Any Field

-]
7

3. If University of New Brunswick does not appear, click on the Host button and select it

from the list of hosts.

4. Select a search field and enter your search parameter.

B Search

23950 sites -IIV Internet search | ‘ 4 ‘ By S

" Hosts: University of Mew Brunswick: Library Catalag
Connectol] Field |

Any Field ||nfurmat|uﬂ
AND Any Fiald literacy]

M=
IIEZ|RS®

Parameter i

ST
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5. Click the Start Retrieval | button on the toolbar.

6. You will see a progress dialogue box.

Search of Z39.50 sites I ||

Communication status
Univerzity of Mew Brunswick: Retieving records 1..10 of 47

Transfer status
Capturing reference 0

7. If you are searching Quest, once references have been retrieved, an Internet search
status message log dialogue box appears. Click Close.

Internet Search Status Message Log

Show: IStalus Meszages x

University of Mew Brunswick: Connecting to quest, unb. ca:2200..
Ulriversity of Mew Branswick: Initislizing

Uiniversity of Mew Brunswick: Idle

University of Mew Brunswick: Searching databasels) unicom.
Uriversity of Mew Brunswick: 47 record matches.

Ulriversity of Mew Branswick: Pequesting records.

University of Mew Brunswick: Retrieving records 1..10 of 47
University of Mew Brunswick: Requesting records..

Ulriversity of Mew Branswick: Rietrieving records 11..20 of 47
University of Mew Brunswick: Requesting records.

University of New Brunswick: Retiieving records 21..30 of 47
Uriversity of Mew Brunswick: Requesting records..

University of Mew Brunswick: Retiieving records 31..40 of 47
University of Mew Brunswick: Requesting records.

University of Mew Brunswick: Retiieving records 41,.47 of 47
Ulriversity of Mew Branswick: Search finished, 47 of 47 recards retumed
University of Mew Brunswick: Closing.

University of New Brunswick: Ready

Frint Help

Step 2

The retrieved references from your Internet search will be stored in a temporary database, normally called
Search followed by a number. You will need to copy all or any relevant references to your database by
taking the following steps:

1. Mark references you wish to copy across. You may also copy all references in the list.

2. From the References menu, select Copy Between Databases.

Copy References Between Databases K

— Source Reference List

Destination D atabaze

Search 2 - [nfalit hd
I J I J Cancel |
{* Highlighted Fieferencels| [~ Mark Copied Reference(s)

f " Marked Feferencels) ﬂl

" Urmarked Referencels)

" All References in List

Managing your references, Reference Manager, Version 10
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3. Select Source and Destination databases.

4. Select one of the options, for example, Marked Reference(s) or All References in List
if you have not marked any references.

5. Click Copy.

6. Click Yes to All.

Confirm Copy Reference X

Cony reference 2 hom the database Search 2 to the database Infolit?

‘ﬁesluéll{i b | e | Ceed |

7. Click Yes to All.

Confirm Copy Reference X

Ref ID' 2 s already in use in the database Infolit. If you copy this reference, the system
wil automaticall assign a new 1D,

Copy reference? Field to copy old Rt ID: |<N0ne> v

YeslogHRJ T L
8. Duplicates
Confirm Copy Reference x|

Ref D 2is & possile duplicate in the database Infol t. Do yau stil want ko copy this
eference?

Vel |t g Mool | Cacel |

Be aware of duplicates, sometimes you will see a dialogue box alerting you to possible duplicates.
You will need to examine duplicate references individually. (See Checking for duplicates, p. 10).

Managing your references, Reference Manager, Version 10
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4, Editing and deleting references

4.1  Editing references
1. Do one of the following:

®  Inthe Reference List (bottom portion of screen), highlight the reference to edit. The
reference now appears in the Reference Display (top portion of screen).

®  Inthe Reference List, double click the reference. The reference appears in a
separate Reference Edit window.

2. Click in the field you wish to change and add, delete or edit text.
3. When you have finished, from the File menu, select Save.
4. If you were editing in the Reference Edit screen, click the ‘x’ in the upper right corner to

close the window.

4.2  Deleting references
There are two methods you can use to delete references:

= Selecting the reference(s) from the Reference List.

=  Deleting a single reference from the active Reference Edit window.

421 Deleting a reference from the Reference List
1. Select the reference(s) in the Reference List by highlighting or marking.

2. From the References menu, select Delete.

Delete oplions

" Highlighted referencels]

" Marked reference(s) Cancel

= Unmarked reference(s) Help |

Al references in list

3. In the Delete Options box, select the reference(s) to delete.
4, Click OK.

5. Click Yes or Yes to All (if deleting more than one).

422 Deleting a reference from the Reference Edit window.

In the Reference List, double click the reference. The reference appears in a separate Reference

Edit window.
1. From the References menu, select Delete.
2. Click Yes.

Managing your references, Reference Manager, Version 10
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5. Searching databases

5.1 Searching Reference Manager databases

1. From the References menu, select Search References, or click on... M .
2. Make sure that your required database is selected in the Select databases field.
3. In the Field column, click to see a drop-down menu and select the field to search in.
4. In the Parameter column, type or select from the drop-down menu, the terms you wish to search
for.
5. You can add further lines to your search and either broaden or narrow the results by selecting the
connectors AND, NOT, OR from the drop-down menu.
‘  Search _|O]x]
Select databases il A e EBBWSIES 200
\A‘ Connector Field Parameter Rasults| 4 |
Perindical Journal of Academic Librarianship 91
AND Keywords Infarmation literacy 40]
|
|
]
4
6. Click the Start Retrieval icon on the toolbar | .
7. If your search has more than one line, you will need to click the number in the Results column to

view the results. Otherwise, the results will be displayed automatically in the Retrieved
references database. The Retrieved references database will be overwritten when you perform a
new search and will be removed when you exit Reference Manager.

Results
91

JIETIEY

8. You can also add more than one search statement in one line. You will need to connect them by
selecting AND, OR or NOT button on the toolbar.

(D (D (O
AHD HOT OR

9. Reference Manager will automatically put the terms in { } delimiters.
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InfoLit | Intemet search | 1] 24 | a5 A==
Connectar| Field Patarneter Results|
Periodical Joumnal of Academic Librarianship a1
AND WKeywords {infarmation literacy} AND {UNIVERSITIES & colleges)
InfoLit - Key =
TEMPE (Ariz.)
TEXAS Tech University (Lubbc
Underground construction
Undergraund utility lines

=

UNIVERSITIE! 3
UNIVERSITIES & colleges --
UNIVERSITIES & colleges -- (

Universities and colleges
e e El

N

6. Click on the small “x” to close the browse menu.
5.2 Saving a search strategy

If you have a specific search strategy you are using frequently, you can save it and load it later to perform the
same retrieval.

1. Make sure that the strategy is up on the screen.
2. Click the Strategy Files button on the toolbar. %

— Current Strategy——————————————

Cloze |
Hep |
3. Click Save.
Save Search Strategy | x|
Search Strategy Mame
IJAL-InfoLid

Cancel |

4. Type a name for the strategy.

5. Click OK.

The strategy name will appear in the Search Strategy list next time you open it.

Note:

You may use these steps with Internet and other database search
strategies.
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5.3  Loading a search strategy

1. From the References menu, select Search References...

2. Click on the Strategy Files button on the toolbar %

Search Strategy

— Current Strategy

Save |
Delete

_ Do |
_ e |

LCloze

Help |

3. Highlight the strategy files.

4. Click Load.

5. Click ¥ | to perform searches.
Note:

You may use these steps with Internet and other database
search strategies.
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6.  Printing and saving the results

6.1 Printing search results

1. From the File menu, choose Print, or from the Bibliography menu, choose Generate from
Reference List.
— References toinclude ————— D estination
0+ All references in list & Printer
" Print Previsw
" Marked references in list " File

— Output Style
|American Psychological Association Sth ed LI J

— Default Font and Size———— — Optional Fields
Arial 10 ™ Reference |0
: ™ Hotes
Antique Olv [WE) ;I =] ﬂ
Antique Ol [wil] —_ |9 [~ Abstract
Aptique Ol [T 10 [~ Beprint Status
T LI ™ Eewwords

Ok, Cancel I Anply | Help I

2. From the Bibliography Setup dialog box, select the following settings from the General
tab:

References to include: All references in list or Marked references in list
Destination: Printer

Output Style: Click on the browse button J, to choose an output style.
Default font and size: Select the font style and size of your choice.
Optional fields: You may wish to uncheck all.

3. The Bibliography and Page tabs offer additional settings choices for page or citation
formatting.

4. When you are finished with selecting settings, click OK.

6.2  Saving the results to a file

1. Repeat steps 1-3 in section ‘6.1 — Printing search results’. In the Bibliography Setup dialog
box, select the same General settings with the exception of Destination: File.

2. Click OK.
3. Inthe Save as box, select the following settings.

Save in: select a folder where you would like to save your file.
File name: give a name to the file.
Save as type: Microsoft Word (Rich Text Format)
WordPerfect (Rich Text Format)
HTML
Text Only
depending upon what you would like to do with the file.
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7. CWYW (Cite While You Write)

Reference Manager allows you to locate and insert citations in your document without leaving your word processor.
You can use the References Manager 10 toolbar for this feature.

7.1  Reference Manager 10 toolbar

Feference Manager 10

AyEE A2 H5B 2

To activate the Reference Manager 10 toolbar:
In Word:

From the View menu, select Toolbars, then Reference Manager 10.

Important:
If you do not find the toolbar, you will need to install it on your computer. (See
Appendix A: Installing CWYW for Word, p 34).

Icon

Description

Insert citation
Allows you to enter identifying text to locate, match and cite one or more references in all of your
open databases.

Insert marked references
Inserts marked references in the active database into your Word document

|&

Instant Formatting
Allows you to disable/enable Instant Formatting for an individual document, if the global Instant
Formatting is disabled. (See Cite While You Write Preferences)

e
I

Generate Bibliography
Allows you to change your output style, font or layout.

If Instant Formatting is disabled, Generate Bibliography formats your citations and produces a list of
references at the end of your document according to the rules of the selected style.

Edit citations
Place your cursor within a formatted citation and click on the icon to edit individual or multiple
citations. You may:

e  Omit the author and/or the year from citations. Use if you have included the author or date
in the text and do not wish to repeat it in the citation, eg “...as Hall recommends (1998)’. If
you want to include a reference in your bibliography but it is not cited in the text, omit both
author and date in a citation. (This only works if you use an author-date output style).

e  Add prefix or suffix text to appear within your citation, eg (Recommended by Hall, 1998)

e Add page numbers to citations. Page numbers will only appear in your citations if you are
using an output style that uses them. These are mainly Humanities journal styles.

e Remove or add citations. Delete citations in this way to ensure the full citation is deleted
from your document.

e  Change the order in which citations appear within a multiple citation.
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r Insert Note

Some journal styles, eg Science, require you to include notes along with the list of works cited at the
end of the document. Notes are numbered just like citations, so this feature only works with
numeric styles. With author-date styles, the note appears as text in the body of your document.
There is no limit on the amount of text you can include in a Note.

b

¥ A Edit database reference(s)
2= | Place your cursor on a formatted in-text citation and click on this icon to link to that reference in
Reference Manager.
Any alterations you make to the reference will only appear in your Word document if you reformat
the document with your database open. Alternatively, delete the old citation and then re-insert it.

NB If the database is not open when you reformat your document, no changes will be made as the
data will be taken from the field codes for that reference (see below).

.91 Revert to original text
t Unformats citations and turns off instant formatting. If you wish to unformat only one citation, or
citations within a particular piece of text, first highlight that citation or piece of text.

+ Remove field codes

Lal This feature saves a copy of your document without field codes, so the Traveling Library is lost.
Most publishers require that you remove field codes before submitting your paper in electronic
format.

@ Cite While Your Write Preferences
Enables you to alter preferences for:
e opening and closing Reference Manager when you open and close Word
e  returning to your Word document after inserting citations
e enabling or disabling Instant formatting for new documents in Word
e changing the format of temporary citations or delimiters and to set short-cut keys

Help
? Displays help specific to inserting citations and bibliographies in Word

Note: The CWYW feature also works with WordPerfect. (See Appendix B: Installing CWYW for
WordPerfect p 35).
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7.2 Inserting citations in your document

In order to insert citations in your document you must open your Reference Manager database. If
you would like to insert citations from one database only, it is best to ensure that any other
databases are not open.

k)

3%

—— 1. You may insert citations into your document by using the Insert Citation feature:

Reference Manager Insert Citation x|

Search for Icol\abolation ﬂ Perorm Search

Example: Enter Kastelein harbour porpoises to search for these terms in all figlds

ed

mation fiteracy infrastructure on the foundation of ibrananlfaculty collabaration
Bowden, Teresa & 2002 Information literacy in & biology laboratory session
Crest Sarsh 20m Building & successful information literacy infrastucture on the foundation of lbraranlfaculty collaboration
Huope, Charity B. The Sum |5 Greater Than the Parts: Cross-Institutional Callaboration for Information Literacy in Academic Libraries
Lipman Cynthia Innowation and collaboration brings forth a new approach to bibliographic instruction-teach the..
Walter Scatt Engelond: & Model for Faculy-Librarian Collaboration in the Information Age
1] |
Ref Type: Joumal -
Ref ID: 115
Title: The committes that worked
Authors: Bemnard,Debarah F.; Jacobson, Trudi E
Pub Date: 2002
Link to Full-text : /cgibin/scisery. plcollection=joumalshjoumal=0734 331 Dkissue=y1 0002k article=133_tctw
Notes: Aticle
Name of the ird e 202
database which Keywords: collaboration; Credit course;; Education; Information; Information iteracy; LIBRARIANS; Literacy: lteracy;
. Reprint: MNatin File:
contains the Journal Name:  Research Strategies j
hlgh“ghted Inert I Cancel | Help |
reference > — —
|Dalabase: InfaLit |7 items in list 4
e  Enter a search term, such as a keyword, an author’s last name or a Ref ID, in
the Search for...box.
e  Click on Perform Search.
Reference Manager automatically searches for your term in all references in every
open database. The results are displayed below. When a reference is highlighted,
the name of the database in which it is contained is displayed at the left of the status
bar.
Tip:

When inserting citations, make sure that the cursor is placed where you would
like to inset citations.

To select one citation at a time:

Click on the appropriate reference in the list to highlight it.

Click Insert.
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To select more than one citation at a time:

e  Click on the first appropriate reference in the list to highlight it.

e Hold the Ctrl key down.

e Highlight a second matching citation.

e  Release the Ctrl key.

e  Click Insert.

Reference Manager Insert Citation | X]

Search for; |academ|c

Example: Enter Kastelein harbour porpoises to search for these terms in all fields

j Pertarm Search

G

lesham,Ke\th ]

Hope Charity B.
Hope Charity B

et
Owusu-insah Edwa..
Salishury. Fiona
ik

adlher G att

rchimedes, reading. and the sustenance of academic research culture in library instruction
PERSPECTIVES OM . .. Infiltration and Entrenchment: Capturing and Securing Information Literacy Territory in Ac.
Facilitating Adult Leaming: The Role of the Academic Librarian
College Libraries and the T eaching/Leaming Process: & 25 ear Reflection
ibrany Instr N a
Expanding the Learning Community: &n Academic Library Outreach Program to High Schaools
The Sum |5 Greater Than the Parts: Cross-nstitutional Collaboration for Information Literacy in &cadsmic Libraries

whelte Allin This Together: Planhing and Leading a Retreat for Teaching Librarians
The Academic Library in the Enterprise of Colleges and Universities: Toward a New Paradigm
Information literacy coordination: two dynamic approaches

Frnelnnd & Mad=l far Fam

Insert I Cancel | Help

Databaze:

[18items in st 7

— 2. You can also insert citations using the Insert Marked References feature:

e In Reference Manager, mark the references you wish to insert and make sure that the
database from which you wish to insert references is active.

EITHER

e In Reference Manager, from the Edit menu select Insert Marked Refs.

OR

e InWord, click on the Insert Marked References icon.

Tip:

Using Insert Marked References is the most popular and safest way of inserting citations.
However, if you are inserting marked references, make sure you unmark previously
marked references:

e  From the Edit menu select Clear All Marks.
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7.3 Instant formatting

Reference Manager 10 instantly formats the citations inserted in your document in the selected style
and automatically produces a reference list at the end of your document. The references list is
automatically updated as you insert more citations.

You may disable Instant Formatting:

1. To disable Instant Formatting for your current document:

G

e  Click on the Instant formatting icon ——_

e Uncheck the Enable Instant Formatting for this document box.

3 ¢
Reference Manager Instant Formatting

Inztant Formatting automatically updates your reference
ligk as new citations are added to a document.

&E nable Instant Formatting for this document
IV Scan for temporary citations

¥ Check for citation changes

Ok I Cancel Help

e ClickOK

2. To disable Instant Formatting for all new documents:

5

e  Click on the Cite While You Write Preferences icon.

e Uncheck the Enable Instant Formatting on new Word documents box.

Reference Manager Cite While You Write Preferences E3

Gieneral I Temporary Citations I Keyboard I

Reference Manager® 10 Cite W hile v ou Write
Copyright € 1388-2001 151 ResearchSoft

I™ Open Reference tanager when starting “/ord

I™ LClose Reference Manager when leaving ‘Word

¥ Beturn ta document after inserting citations

v Emnable Instant Formatting on new word documents
I¥ Szan for temporary citations

Iv Check for citation changes

ak. I Cancel I Help

e Click on OK.

Tip:
If you start inserting citations with Instant formatting disabled and then enable it, you
must use Generate Bibliography (see next page) to format any existing citations.
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7.4 Generating a bibliography

Use the Generate Bibliography icon to change your output style, font or layout.

If Instant Formatting is disabled, Generate Bibliography formats your unformatted citations and
produces a list of references at the end of your document according to the rules of the selected style.

HER

e  Click on the Generate Bibliography icon ===,

Reference Manager Generate Bibliography
Bibliography IFieIds I Databasesl
Output style:

[2FaBih =1 .| Beset |

Font: Size:

ITimes Mew Romat LI |12 LI

Bibliographw title:

tR.EfErEIlCE List Text Format.... I

Eibliography arder: 1n-Text citation order:
| Awthor/Date/Title =1 |Citation Order =1

™ Mumber bibliography, starting with: |1

First line indent: IEI 500 in Line spacing: ISingIe 'I
Hanging indent: ID.DDD in Space after: IDoubIe 'I

Ok I Cancel I Help |

In the Bibliography tab:

. Output Style: click on the browse button J to select an output style, then click Open.

Loak jn: I@ Styles j gl

53 Annual Beview of Sociology ﬁ Applied OF
R AntiCancer Research ﬁ.&quatic i
microbial Agents and Chemaotherapy ﬁ.&quatic Sc
Archives o

ﬁ Archives o
S Applied and Erwvironmental Microbiology ﬁmchives 0

4

I”]
File name: |AF'A-5th Open [: I
Files of type: IDutput Styles [*os] j Cancel |

Help |

Adams, J. G, Lincoln, A, van Buren, M., & Truman, H. 5. =
(1976). An imaginary conversation. Journal of Historcal
Fantasy, 76, 204-212.

Ref ID: ADAMETE

Keywords: fantasy/history/U.S. Presidency

Reprint: On Reguest (12-31-1990)

Abstract: Four U.S. Presidents from different eras hash

over old times. | l/

e Bibliography Title: type in your preferred title
e Font: if you wish, change the font style or size
e  Leave the rest as default.
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In the Fields tab:
e Optional fields: check required boxes.
e  Leave these boxes unchecked, unless you are required to include any of these fields.

The Databases tab shows which of your databases have been used to insert citations in your
document.

e Click OK.

7.5 APA style

Generated bibliography

Eeference List

Bernnard D F_ & Tacobson, T. E (2002% The committee that worlted Researciz

Strateoies, 18, 133-142 I

Bowden, T. 3. & DiBenedette, A (2002). Information literacy in a biclooy
laboratory session. Research Strafegies, 48 143-149.

Brown, O & Krumhelz, T B {20023, Integrating Information Literacy intoe the
Socience Curmiculum. Collese & Research Dibraries, 63, 111-123

7.6 MLA style

Generated bibliography

Eeference List

Bernnard, Deborah F. and Trudi E Jacobson "The commattee that worked. " Research
Strategies 18 (2002): 133-42.

Bowden, Teresa 3. and Angela DiBenedetto. "Information literacy in a biology
laboratory session " Research Strategies 18 (2002): 143-49.

Brown, Cecelia and Lee E. Erumholz "Integrating Information Literacy into the Science
Curriculum. " College & Eezearch Libraries 63 2 {20023 111-23.
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7.7 Using the Traveling Library

Every formatted citation in your document is automatically saved with a hidden, Traveling Library.
The Traveling Library contains field codes which embed reference data in the document. This data
includes the name and location of the database and all fields in the reference, other than notes and
abstract.

1. Sharing documents with colleagues: When you first format a reference it finds the data
from the open database. If you reformat with the database closed, it will use the Traveling
Library to produce the bibliography. This means that you can reformat a document on a
computer that doesn’t contain a copy of your database, and you can collaborate with other
authors on a paper without having to share a database.

2. Reformatting shared documents: When you unformat a document, the Traveling Library is
lost. To reformat your document you must therefore open the database which contains your
cited references. If you are collaborating with colleagues on a paper, and you do not have a
copy of the database, you may reformat citations but do not unformat them.

3. Removing field codes: Most publishers require that papers submitted in electronic format do
not have field codes.

+
e  Click on the Remove field codes icon i

Reference Manager will open a copy of your document without field codes.

Tip:
The Traveling Library significantly increases the size of Word files. If you save a
copy of your document without field codes its size is greatly reduced but you
cannot then alter your inserted references.

4. Deleting cited references: If you delete a reference from your database, but do not delete the
formatted citation from your Word document, when you reformat your Word document it will
take the information for that reference from the Traveling Library. If the citation is
unformatted, however, Word will not be able to format it.

Important: The Traveling Library will only work if the document is always opened
in the same version of Word. If you wish to convert your document to use
in a previous version of Word, you should either unformat it first, or
remove the field codes.

8. Backing up databases
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You should back up your database(s) whenever you have made changes or additions and it is a good idea to
back up the entire Reference Manager directory on occasions.

Your database consists of two files:
Database. RMD
Database.RMX

When you backup or move a database from one directory/folder to another, make sure you copy both of
these database files.

In Windows Explorer, copy both of these files to a back up directory on a network drive, or to wherever you
keep back up copies of your other files, so that you can restore the database even if your computer crashes.

Important: When backing up your database files, make sure that Reference Manager is closed.

9. Getting help

e  From the Help menu, select Help Topics.

Help Topics: Reference Manager Online Help EB

Contents | index | Find | I

Click a book, and then click Open. Or click another tab. zuch az Index.

1
@ &, Guided Touwr of Reference Manager [%
@ Uzing the Toolbars
@ “whorking with D atabases
@ “whorking with Feference Lists
@ “whorking with Feferences
@ U=ing Term Manager
@ Searching for References
@ Creating Output Styles
@ Cite "while ou Wwiite [wiord 97, 2000, or =P
@ L=ing Cite “hile Y ou "iite Word 95 or wordPerfect 7-10] I
@ U=ing the Tools

Open I Erint.... I Cancel B

9.1 Useful sites
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e  For general information about the site licence, downloading extra filters or output styles,
training sessions and supporting documents, look at:

http://www.lib.unb.ca/instruction/refman.pdf
http://www.lib.unb.ca/engineering/refman.html

o  Reference Manager website, useful for joining discussion lists and viewing FAQs:

http://www.refman.com

e  For reporting problems with using Reference Manager email:

scilib@unb.ca
englib@unb.ca
hilref@unb.ca

10. Exiting program

e From the File menu, select Exit.

Note:
If you exit Reference Manager without closing the database, it will open
automatically when you next start Reference Manager.
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Appendix A: Installing CWYW in Word

1. Make sure that Word is NOT open.
2. In Windows Explorer, make sure that there is a Startup folder in:

C:\Program Files \ Microsoft Office \ Office\

. If it does not exist, create one.

. If the system doesn’t allow you to do it, ask your level one support.
3. In Windows Explorer, go to the Program Files folder.
4. In Reference Manager folder, double click on Cwyw Setup and follow instructions.
5. If the above steps didn’t work, go to:

C:\Program Files \ Reference Manager 10\ CWYW\

and copy:
RM10Cwyw.wll (Microsoft Word Addin)
RM10Cwyw.dot (Microsoft Word Template)

to the Startup folder that you have just created.

6. Now, start Word and check the toolbar.
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Appendix B: Installing CWYW for WordPerfect

If Reference Manager has been installed AFTER WordPerfect, you
should find Reference Manager options available under WordPerfect
Tools from the top menu bar.

If Reference has been installed BEFORE WordPerfect, you will
need to run the cite while you write CWYW setup.exe located in the
Reference Manager program folder.
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Appendix C: Term Manager

The Term Manager in Reference Manager is the authority list of terms used in fields where some
form of control and standardization of the content is useful. The fields covered by it are: Authors,
Keywords, and Periodicals.

The most common view of the Term Manager is when new references are being typed in or when
searches of the database are being carried out. Lists of terms automatically pop up when terms are

being selected or entered into these three fields. These lists can also be called up by using the <F3>
key.

The terms in the Term Manager can, however, also be edited and added to directly. To activate
the Term Manager, select Activate from the Term Manager menu. This opens up a new window
within Reference Manager as below.

T Term Manager - InfoLit _[a[x] l
[Abstracts of Paper 88 | B |20 Bl (JirroLit a|

Keywords  Periodicals | Autholsl

Ahstracts of Papers of the AN Synonyms

ACM SIGGERAPH Computer [ {Full Abstracts of Papers of the American Chemical Society
ACM Transactions an Interne | [ Std. Abrev

ACRL User One

Annals of Botany User Two

Atla-Alternatives to Laborato
Australian Library Journal
British Jaurnal of Educationa
British Journal of Surgery
Canadian Journal of Informat
Cin-Computers Informatics I
College & Research Libraries
College & Research Libraries
College Music Symposium
Community & Junior College
Eompulers in Human Elehawj

P - T

In the top menu bar you can specify which database to work with. This defaults to the current
database when the Term Manager was activated.

When you click on one of the three tabs, Keywords, Periodicals or Authors, the left-hand column
displays the contents of that field in the current database and the right-hand column displays the
contents of the highlighted entry.

Each list gives the single term, plus any synonyms that may be in use. Synonyms can be used
when searching for references.

In addition, synonyms and abbreviated/long versions of periodical titles are very important and
should be maintained for best results when exporting to a bibliography.
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The Term Manager menu

Add Term Can be used to add extra terms directly to each of the lists.
Synonyms can also be entered, which generate their own entries in
the left-hand column list once saved (via the File menu).

Combine Terms Automatically links terms together as synonyms. To do this, first
highlight the first term, then hold the <Ctrl> key down and highlight
the second and other terms you wish to link. Release the <Ctrl> key
once all the terms have been chosen and then select Combine Terms
from the menu.

Global Edit Allows any term to be edited to another value everywhere it occurs in
the database in that field. Use with caution!

Purge Can be used to delete the highlighted term from a list. The <Del>
key can also be used. If references referring to a term are deleted, the
terms will stay on the list until the Purge option is used to remove
them from here as well.

Copy Periodicals... For periodicals, the synonyms permitted are limited to a full title, an
abbreviated title and two user-defined ones. When exporting
references to a bibliography, export styles look in the Term Manager
to try and export either the full title or the abbreviated title according
to the style. Copy periodicals...can be used to import a list of
standard full and abbreviated entries so that the correct entry can be
used when exporting. It is advised that you do this before
exporting any references.

On choosing this option, you will see the following window:

Copy Peniodicals
Copy From: IDatabase LI
Select Database: I |

Cancel | Help I

Select the appropriate list from the drop-down menu of the Copy
From: box and then click on OK.

Synonyms can be entered at any time by highlighting a term and simply clicking on the first blank
line underneath the entry in the right-hand column. Use Save from the File menu to save any
changes/additions made.
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Appendix D: Reference Manager and EndNote

Feature EndNote Reference
Manager
Version 5 10
Search the Internet Yes Yes
Organize references Yes Yes
Format bibliographies Yes Yes
Operating System Mac & Win Win
Max # of References 32,000 Unlimited
Max # of fields 38 37
Max # of Reference Types 25 39
Subject Bibliography No No
Spell Check Yes Yes
True Network Capabilities No Yes
Create a list of “favorite” styles Yes No
Reference grouping No No
Advance searching capabilities No No
Search across multiple databases No Yes
# of output styles 650+ 650+
Reference size 64K character Max Unlimited
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Appendix E: Connecting to Quest - the library WebCat
You can search and download references from the library catalogue and add them to your database.

Start Reference Manager

Open a database

Select Internet Search from the References menu
Click on the arrow next to PubMed in the box

O

: IZBEI.ED zites 2 I|7 Internet search |

1151 Web of Science
Fubhded

*runswick: Library Catalog

Any Field

5.  Select Z39.50 sites from the list

@ Hiozts:

6. Click on the Hosts icon to see a list of hosts

7. Click on the All Hosts button— you should find University of New Brunswick in the list

Cranann .

Internet Hosts
Al Hosts | tarked Hosts |
Hosts: 2 Hosts Marked
Huost o | Location | Tupe |ﬂ
] University of Louisiana-Lafapette - LOUIS USa:Louisiana Academic
] University of Louisiana-Monroe - LOUIS USA; Loviziana Academic
[ University of M anchester - Library Catalogue [CORAC) United Kingdom Academic
] University of M anitoba - Library Catalog Canada; Manitaba Academic
] Univversity of M azsachusettsbrberst - Libran Catalog US4 Massachusetts  Academic
] University of Michigan-Ann Arbor - Library Catalog USaA,; Michigan Academic
] University of Michigan-Diearborm - Libram Catalog US4, Michigan Academic
[ University of Minnesota - Library Catalog US4, Minnesota Academic
[ University of Missour Spstem - MERLIM [Library Catalog) USA; Miszour Corporate
L Univversity of Mebraska-Linealn - Librany Catalog USA;: Mebraska Academic
S LIniversity of New Bru Library Latalog: Canada; Mew Brunswick Academic
] University of Mew Orleans - Library Catalog: LOUIS USA: Louisiana Academic
[ University of Newcastle-upon-Tyne - Libray Catalog United Kingdom Academic
[ University of Marth Carolina-Chapel Hill - Library Catalog USA; Marth Caroling Academic
[ University of Marth Flarida - Library Catalag 54 Florida Arcademic J
] University of Northern lowa - Library Catalog USA,; lowa Academic
] Unisversity of Morkhem Wales - Library Catalag United Kingdarm Academic
[ University of Penngybeania Law Library - Library Catalog USA; Pennsylvania Academic
[ University of Quesnsland - Librar Catalog Bustialia Academic j
L UPRY I PRI (RPOUDT [ ERR o J P [ PR VR U DAY EPEPE SR PR
Clear Marks Configure Hosts | http: A/ unb. cad

8. Highlight UNB and click on the Configure Hosts button.
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9. From the Configure Hosts screen, click on the Properties button

M Configure Hosts

0K

=
_ Gl |
_ oo |
_ Howtent |
[Fesbomes |
__ Do |

- | Name T | Location | Type ﬂ
University of Califoria USa; California Acade. Cancel
Uriversity of California-S an Francisco US4 California Acade.
Uriversity of Central Florida US4 Florida Acade. Help
University of Colorado-Boulder USA; Colorada Acade.
University of Florida US4, Florida Acade.
University of llingis USa; linoiz Acade.
Uriversity of lowa US4 lowa Acade.
Uriversity of Kentucky USA: Kentucky  Acade. New Database
University of Louizsiana-Lafayette US4; Louisiana Acade.
Uriversity of Louisiana-Maonroe US4; Lovisiana  Acade.
University of Manchester United Kingdom ~ Acade.

MHew Host

Delete

Uriversity of Manitoba Canada; Manitoba  Acade.

N Uriversity of M aszachusettz-Amherst USA; Mazsachus... Acade,

1 University of Michigan-dnn Arbor USA: Michigan  Acade. Frosy Server

I University of Michigan-Dearbam USA; Michigan Acade. L
Uriversity of Minnesota US4 Minnesata  Acade. Port Humbers

I Uriversity of Missour Spstem : Miszouri Corpor. =
University of Mebraska-Lincoln : Acade,

) of He de. Test Host
University of Mew Dileans USa: Louisiana  Acade.
University of Mewcastle-upon-Tyne United Kingdom ~ Acade. Test Al
Uriversity of Narth Carolina-Chapel Hill USa; North Caral... Acade.

| Uriversity of Morth Flarida USA: Flarida .iﬂc:ade. i
4 4

| e ]

10. From the Host Properties window ensure that the settings match the screen below

Host Properties E3 I

Server I

Host Mame:

IUniversit_l,l of Mew Brunswick

Domain Mame or IP Address: Fort Humber:
Iquest.unb.ca |22DD j
Libramy Type: Location [Country;: StatesProw] :
I.-ﬁ-.cademic LI ICanada; Mew Brunswick ;I
HRL:

Ihttp: Aivavewy lib.unb.cal

D escription:

UMB's collection contains awver 1 million items located in the AI
Harriet Irving Library in Fredericton, branches for science,
enaineering, education and law on the Fredericton campus,

- I

™ Requires Uzemame: I

™ Requires Password: I

Ok I Cancel Help I

T o Pl T =Ty

11. Click OK to return to the list of hosts.
12. Mark UNB by clicking in the box next to it.

13. Click OK.
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14. You should now see UNB host displayed in the retrieval screen

IESEI.EEI sites - I|7 Internet search

f Hoztz: University of Mew Brunswick: Library Catalog

Connector Field

15. You can now search Quest.

Managing your references, Reference Manager, Version 10
http://www.lib.unb.ca/instruction/refman/rm/html

41



Appendix F:  Creating a bibliography from multiple documents

Sometimes it is more convenient when working on a large text to split it into separate documents, for
example, one document for each chapter. You then need to produce one bibliography to include all the

chapters.

You can use Word’s Master Document feature to generate a single bibliography from multiple documents but
it is easier to combine all your completed documents into one, final document.

To create a single document from multiple documents:

1.

In each of your documents, or chapters, insert your citations to link them to references in a
Reference Manager database. You may leave Instant Formatting activated.

Go to the document which you want to appear first in your final document.
Place your cursor between the text and the bibliography and create a page break:

. Insert menu / Break...,
e  Select Page break, OK

Ensure your cursor is placed after the text for the first document. You now need to insert the
second document:

e Insert menu/ File...
e  Locate the file which you wish to appear second in your final document
e Clickon Insert

Your document now has 2 bibliographies which you need to combine:.

MEE

e  Click on the Generate Bibliography icon =
toolbar

. Select the style of your choice on OK

on the Reference Manager

Your document will still have two separate bibliographies but now the second bibliography
also incorporates the first.

e Highlight the first, incomplete, bibliography and press the delete key

You may now repeat steps 3 — 6 for each additional document.
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This is a partial listing. For a more complete listing check UNB Libraries Reference Manager page:

Appendix G:

http://www.lib.unb.ca/instruction/RefManager/

Which Filter for which Database/Publisher

Resource Database

Export/Save File

Import Filter (*.cap)

Notes

Academic Search Elite

Under Save, from the Bibliographic
Manage * Direct Export to
Bibliographic software.

Does not handle multiple authors
properly

Save citations as a text file UNBEBCSOhost Select Academic Search from list
Edited for UNB
Aquatic Sciences & Fisheries Save citations as a text file CSA-IDS May need some minor editing

Abstracts

Biological Abstracts

Accept the default *.dat file save type

Webspirs — Biological Abst.

Usually very clean import

CINAHL From the Citation Manager use May need some editing
Direct Export
From the Citation Manager save file OVID ONLINE (OVID) Some fields not mapped, some
as Ovid keywords omitted
From the Citation Manager save file OVID (BRS-COLLEAGUE) - Some fields not mapped, brings in
as BRS/Tagged NURSING more keywords than Ovid Online
From the Citation Manager save file OVID (BRS-COLLEAGUE) - All fields map, inserts leading dashes
as Reprint/Medlars MEDLINE in title, journal name abstract fields
Compendex From download, choose RIS format

You must have Reference Manager installed on the computer you are using for searching.
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Resource Database

Export/Save File

Import Filter

Notes

ERIC - EBSCO

Under Save, from the Bibliograpic
Manager, Direct Export to
Bibliographic Software

Does not handle multiple authors
properly

Save citations as a text file

UNBEBSCOhost, select ERIC from
list

Needs some editing

Forestscience.info

Accept the default *.dat file save type

Webspirs-CAB

Need to select a year range, some
editing

Accept the default *.dat file save type

SilverPlatter-CAB Abst.

Psycinfo

Under Save, from the Bibliographic
Manager Direct Export to
Bibliographic Software

Does not handle multiple authors
properly, does include URL

Save citations as a text file

UNBEBSCOhost, select Psycinfo
from list

Does not handle volume, issue
information properly

Sociological Abstracts

Save citations as a text file

CSA-IDS

Does not transfer all issue, pagination
information

SportDiscus

Under Save, from the Bibliograpic
Manager, Direct Export to
Bibliographic Software

Does not handle multiple authors
properly, repeats title

Under Save, from the Bibliograpic
Manager, Direct Export to
Bibliographic Software

UNBEBSCOhost, select SportDiscus
from list

Journal name, pagination not handled
properly

Web of Science
-Art & Humanities citation index
-Science citation index
-Social Science citation index

Mark records, choose to Export to
Reference Software

Web URL may need editing to work
properly

WorldCat

Mark records, choose to Export, save
as a text file

OCLC.WorldCat
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Publisher

Blackwell Can choose to download individual or Need to allow direct opening of
multiple highlighted citations to Reference Manager
Reference Manager

JSTOR Choose save citations, then view, and | JSTOR

export citation as a text file in citation
manager format; this creates a file

May require minor editing
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