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Reference Manager is a software tool for creating a personal database of references which
can be integrated with Word to insert citations into a document and create reference lists.

These notes describe how to use it but as notes describing how to use computer applications
have their limitations you may find the following resources useful:

e There are some online video tutorials on how to use Reference Manager at
www.refman.com/training/

e Use the Help menu of Reference Manager.

e Try the Support & Services
www.refman.com/support/rmsupport.asp#updates

e Browse the Reference Manager forum at
http://forums.thomsonscientific.com/ts/?category.id=refman

Obtaining Reference Manager

Reference Manager can be installed on any University owned computer. If you have j\
a Windows 7 University built computer it can be installed from the Additional \E :
Software link. Alternatively it can be downloaded from www.software.soton.ac.uk.  ssisfisisisei
If you wish to install it on a personally owned computer you must purchase it from the UK
distributor site www.adeptscience.co.uk click the Education link. The current price is £66.55
inc VAT (August 2011)
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Using Reference Manager to manage references

Starting Reference Manager

On University Public workstations use Start | Programs | Bibliographic Software |
Reference Manager

Creating a Database

We will create a new database to store the results of your literature searches.
Select File | New Database, give it the name Southampton and click on New

™ Reference Manager 12 - Reference List - Southampton Database EI@
File Edit View References Tools Window Help

o= v %

¢ B v

4 Reference List - Southampton Database El@

Ref ID Authors Title -
[ [ ] Southampton / |+ »
0 Marked Reference 0 of 0

For Help, press F1 MUN

Collecting References
There are three approaches to collecting references.

1. Perform an Internet Search from within Reference Manager. This is the quickest way,
but not always the best approach from a bibliographic searching perspective.

2. Enter a New Reference manually by typing the details in. This is a last resort and is
described in the Appendix (page A-5); you should rarely need to use it. It is much
better to search for a reference online, even if you have the paper copy in front of you.

3. Perform a search using a bibliographic provider such as OVID, EBSCO or Faculty of
1000 to search databases and then Import References found. This is a better approach
and is recommended by librarians because you can develop more complex searches.
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Online Searching

Reference Manager offers three sources of databases to search
e ISI Web of Knowledge
e PubMed
e Z39.50 sites

All of these may be of interest to you.

Searching PubMed

Suppose you are interested in whether there is any evidence that pet hamsters are associated
with asthma. To begin the process either choose, References | Search References or

click on the Search button #| and check the ¥ Intemet search 10y i the Search window.
Change the dropdown displaying ISI Web of Knowledge to PubMed the National Library of
Medicine’s public access database.

Enter the search criteria hamster into the Parameter cell, press the <Tab> key or click on the
Connector cell and change the dropdown to AND, press <Tab> twice to enter the word
asthma in the next parameter cell of this grid. The completed search window is shown
below.

Search EI@
|PubMed jp Internet search ah | Gy BEE 2o ®
&' Hosts: PubMed: MEDLINE
Connector Field Parameter »
All fields hamster
AMD All fields asthma
Press the Start Search g button. A Search of web
. ; ) nternet Search Result @
databases dialogue will be displayed followed by
an Internet Search Result dialogue showing how Ao g i) iRl
i C. |
many references can be retrieved. If there are many Fet s B _ Cancel |
results to downl_oa(_j, you could download in T o [T
batches by specifying the reference range.

Alternatively, you may want to refine your search
and be more selective.

Click OK to retrieve the references.
The Field column in the Search window enables you to specify which PubMed fields you

wish to search, for example Author, Keyword, MeSH heading, Journal etc. Combine multiple
the search criteria by typing AND, OR, or NOT in the Connector field.
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Saving the Search Results
The retrieved references are placed in a database called Search 1 as shown below.

" Reference Manager 12 - [Reference List - Search 1 Database: Journal Reference ID 1] EI@
El« File Edit View References Tools Window Help - =] =%
S=2 &%

da B B | W

Ref Type* Journal -

Ref ID* 1

Title Identification of anti-asthmatic compounds in Pericarpium citri reticulatae and evaluation of their

synergistic effects

Authors Shi,Q.; Liu.Z.; Yang,Y.; Geng,P.; Zhu,Y.Y_; Zhang.Q.; Bai,F.; Bai.G.;

Pub Date* [ /056/2009 Other

Web/URL 8 PIM:19363516

Ciln A#tarhmante &l b
Ref ID Authors Title -

-1 Shi,Q. Identification of anti-asthmatic compounds in Pericarpium citri reticulatae and evaluation of the
r 2 Olland A.M. Triad of polar residues implicated in pH specificity of acidic mammalian chitinase
3 Bai,G. Identification of higenamine in Radix Aconiti Lateralis Preparata as a beta2-adrenergic receptor agol
4 Steidl,S. In vitro affinity maturation of human GM-CSF antibodies by targeted CDR-diversification
| ] Buceta, M. A new chemical tool (CO036E08) supports the role of adenosine A(2B) receptors in mediating huma
[ 6 Coelho,L.P. T-Epiclusianone, a tetraprenylated benzophenone, relaxes airway smooth muscle through activatior
r7 Fang.L. Essential role of TNF receptor superfamily 25 (TNFRSF25) in the development of allergic lung inflar
8 Bebear,C.M. [Pathogenesis and laboratory diagnosis of Mycoplasma pneumoniae infections]
9 Seshasayee.D. Invivo blockade of OX40 ligand inhibits thymic stromal lymphopoietin driven atopic inflammation
- 10 Fan,T.C. A heparan sulfate-facilitated and raft-dependent macropinocytosis of eosinophil cationic protein
rNn Brown A.D. The discovery of indole-derived long acting beta2-adrenoceptor agonists for the treatment of asthma
r 12 Hirano,M. IgEb immune complexes activate macrophages through FcgammaRIV binding

M CYCDE i avnracead an T calle in hath T halnar tuna 1 (Th1) inflammatinn and allarnan.indinead Th? T
] Southampton } Search 1 f [l 4»,_‘

0 Marked Referencel of 131

For Help, press F1 MNUM

Note: There are two tabs, Southampton and Search 1. The Southampton tab is still empty at
this point.

The references can be copied from Search 1 to Southampton by selecting References |
Copy References Between Databases, selecting All References in List or another
option and clicking Copy.

Copy References Between Databases

Source Reference List Destination D atabase
Search 1 ﬂ |Southampton j
Cancel
" Highlighted Reference(s) [~ Mark Copied Reference(s)
~ Help
~

+ Al References in List

A Confirm Copy Reference dialogue will be displayed; Yes to All is the quickest option.

Select the Southampton tab; it now contains the Search references. You can close the Search
1 database.
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An alternative to copying is to click the * close button for Search 1 tab or choose File |
Close Database and save the records to a new database with a different name as shown in
the figures below.

Close Database @ Closing Temporary Database @

Southamptan Close Database |
The references contained in "Search 1" will be lost once the
Close All Databases list iz closed.

Activate To zave these references, vou must either copy them into an
existing databaze or save thiz temporam list of references as
a permanent database.

Cancel

Help | Save as Cloze | Cancel |

The Reference List window

The Reference Manager screen is divided into two panes. The Reference List, in the lower
portion of the window, is a scrollable list of the references in the current database (tab). The
top portion, or pane, of the window is the Reference Display, which contains the full text
of the reference that is highlighted in the Reference List. The size of the two panes can be
changed by dragging the separator bar up or down

\
™ Reference Manager 12 - [Reference List - Youthampton Database: Journal Reference ID 73] EI@
El« File Edit View References Tools \ Window Help - =] =%
S=2 A=
#4 B B | w
Ref Type* Journal -
Ref ID* 73
Title Pharmacokinktics and pharmacodynamics of SB-240563, a humanized monoclonal antibody
directed to huknan interleukin-5, in monkeys
Authors Zia-Amirhosselni,P.; Minthorn, E_; Benincosa,L.J.; Hart, T.K.; Hottenstein, C.5.; Tobia L A ;
Davis,.C.B ;
Pub Date* & /1211999 Other
Web/URL 8l PIM:10565825
Fila Attarhmante al S
[Ref ID [Authors Title -
[~ 46 Anthes.J.C. SCH 206272: a potent, orally active tachykinin NK(1), NK(2), and NK(3) receptor antagonisJ
27 Armer,R.E. Indole-3-acetic acid antagonists of the prostaglandin D2 receptor CRTH2
- 102 Arshad.S.H. Pets and atopic disorders in infancy
3 Bai.G. Identification of higenamine in Radix Aconiti Lateralis Preparata as a beta2-adrenergic rece
- 4 Baker,J.G. The selectivity of beta-adrenoceptor antagonists at the human betal, beta2 and beta3 adre
8 Bebear,C.M. [Pathogenesis and laboratory diagnosis of Mycoplasma pneumaniae infections]
[~ 45 Becker.S. Involvement of microbial components and toll-like receptors 2 and 4 in cytokine responses
[~ 26 Berk,B. MNew 8-substituted xanthiene derivatives as potent bronchodilators
[~ 49 Berto,J.M. Siberian hamster: a new indoor source of allergic sensitization and respiratory disease
[~ 88 Bigby, T.D. Malecular cloning of the human leukotriene C4 synthase gene and assignment to chromos
- 89 Bochner,B.S. Counter-receptors on human basophils for endothelial cell adhesion molecules
38 Rriddon S .1 Anplication of luorescense correlatinn spectrnscony to the measurement of annnist hindin T
fm\ Southampton / |<4|_] 4»,_‘
0 Marked Reference 131 of 131
For Help, press F1 MNUM

At the very top of the application window is the toolbar and menu bar. The buttons allow
you to access common functions available in Reference Manager. The function of each
button is briefly described as a yellow highlight as you move the cursor over it.

The status bar, located at the bottom of the window, shows the reference ID of the
currently selected reference, (Reference 131 of 131) and the number of marked references, if
any.
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Searching for recent PubMed entries

You can search for references added to the PubMed database in a specific time period, e.g.
the last month. Select the field Entrez Date and enter the parameter 2011/09 to get references
for a recent month.

Entering 2011/08:2011/09 would return references for August and September 2011.
One way to establish how Reference Manager should specify search parameters is to browse

the PubMed site and select the Help | FAQ link www.ncbi.nlm.nih.gov/books/NBK3827/
which provides useful information on search parameters and how they should be entered.

Web Links from PubMed citations
One advantage of finding articles using a PubMed search is that a hyperlink is provided in the

Web/URL field of the Reference Manager database Web/URL B  PM1056582
Clicking on the ® icon displays the details of the reference from the PubMed site in your
web browser

The PubMed web site may link to the article on the journal publisher’s
site. Clicking on this link will take you to the publisher’s site and, if there
is free access to the article or the Library has a subscription for this journal, you can view the
full article and save an Acrobat file (pfd) version of it. A suggestion would be to save all
journal articles in a folder called My References.

Final Version [E133

i€ ] Pharma Exp Ther

Making a link to saved PDF files

To link the Reference Manager database record to the PDF file. Right Click over the File
Attachments field. Then select File Attachments | Attach File, use the Attach File dialogue
to browse for the name of the file and click Attach. The figure below shows Web/URL and
File Attachment PDF icon for a reference located in the PubMed database. When you
navigate away from the reference that has been edited a dialogue will ask if you want to Save
Changes.

" Reference Manager 12 - [Reference List - Southampton Datobase: Journal Reference1D 73] ===
E|<1 File Edit View References Tools Window Help - & %
o=l & ¥ 7
o El W,
interleukin-g, in monkeys ~
Authors Zia-Amirhosseini,P_; Minthorn E.; Benincosa L.J.; Hart, T.K; Hottenstein,C.5.; Tobia L A ; Davis,C.B.;
Pub Date™ Jeal 112/1999 Other
Web/URL L] PM:10565625
8l Lo 8 -
Zia-Amirho... r
Link to Full-text 8 <
[Ref ID [ Authors [Title 5|
r M Brown A D. The discovery of indole-derived long acting betaZ-adrenoceptor agonists for the treatment of asthma and CC
- 122 Bruchhausen,D. [Guinea-pig and golden-hamster hair allergy]
- 106 Brzezinska-Blaszczy Histamine release from mast cells of various species induced by histamine releasing factor from human lyr
r s Buceta M. A new chemical tool (CO036E08) supports the role of adenosine A(2B) receptors in mediating human mast
| Caronzolo.D. Effect of PEX. a noncatalytic metalloproteinase fragment with integrin-binding activity, on experimental Chiz
r 21 Chou,Y.T. Kinetic characterization of recombinant human acidic mammalian chitinase
- 40 Chvatchko, Y Inhibition of airway inflammation by amino-terminally modified RANTES/CC chemokine ligand 5 analogues
- 42 Cistero-Bahima,A.  Meat allergy and cross-reactivity with hamster epithelium
- 110 Clissold.S.P. Budesonide. A preliminary review of its pharmacodynamic properties and therapeutic efficacy in asthma an
6 Coelho.L.P. T-Epiclusianone, a tetraprenylated benzophenone, relaxes airway smooth muscle through activation of the
r 39 Cui.P. Endothelin-1 peptides and IL-5 synergistically increase the expression of IL-13 in eosinophils
A M Selective inhihition of eosinaohil inflyx inta the luna by small molecule CC chemokine recentor 3 antannnisi ™
fl]\sauthampton/ 1K »
0 Marked Reference 131 of 131
For Help, press F1 NUM
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Modifying the displayed Reference List

The grey field name bar above the reference list can be used to modify the width of each field
(column) by dragging the vertical dividing line separating fields, left or right. A double-
headed arrow is displayed when the cursor is in the correct location to do this.

|RefID  hAuthors [Title
- 46 Anthes,J.C. SCH 20627

You can sort the entire database in the Reference List window by any of these fields.
Reference can be ordered by Ref ID, Authors, or Title, by clicking on the field name. For
example the screen above shows the effect on clicking on Authors.

Double clicking on the same field name (e.g. Authors) reverses the sort direction (from
ascending to descending and vice versa). This is equivalent to displaying files and folders in
various sort orders in Windows Explorer).

The fields displayed in the Reference List section can be customised by selecting Tools |
Reference List Display. The Reference List Display dialogue allows new fields to be
inserted into or existing ones removed from the Reference List panel.

When a new column is added it defaults  Errmees
. . erence List Display @

to Ref ID. Click on the Field Type cell frence Lit il To iy

to change the field to another type, e.g. ——— - - ; "

Web/URL. The Header cell of this Header _[Authors e Ref D E

column automatically contains the name i Type |Authors primery [T prinery Izef - d 1A

- eprin -
of the chosen field. The Header ote: Saleci e 1 e StartPage
) ) . . ote: Selecting the 'File Attachments' field will display an icon. Title, primary
descrlptlon can be Changed by CIICkIng Currert List: | Database | Humber of Columns:|4 ﬂ 1;:: ::ﬁg:dﬂw Cal
on the cell and editing the contents. Juser Def 1
g ak | Cancel | Save ﬂ:::: g:;é ) Ip

User Def4 A
User Def 5 3
Volume =

Note: If you click on Insert Col, a new column is inserted to the left of the current column,
but if you increase the Number of Columns, a new column(s) is added after the
last column.

Searching the ISI Web of Knowledge

Another useful bibliographic source is Web of Knowledge (WoK); it covers Science, Arts &
Humanities and Social Science.

Suppose you wish to perform a similar search to the previous PubMed search (page 2) with
hamster and asthma as search criteria. The fields offered for WoK are fixed so to search for

hamster and asthma, enter hamster AND, or click i button, asthma all in the same cell (see
below). Click the Start Search ] button.
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Search EI@
151 Web of Knowledge v |W Internet search E] | &4 | Ba S F7 R

f Hosts: 151 Web of Knowledge: Science Citation Index (SCI), Social Sciences Citation Index (S5CI), Arts Humanities Citation Index (AHCI)

Connector Field Parameter -
Topic hamster AND asthma 1
AND Author E
AND Journal

AND Address
AND Year

Note A different number of references will be returned compared the PubMed search
carried out previously. Some references will be the identical to those from the
PubMed search, others will be new. Web of Knowledge catalogues different
publications but covers the major biomedical journals and includes conference
proceedings.

One difference between reference details from the PubMed and Web of Knowledge search is
the Web/URL. Clicking on L] takes you to the WoK site as shown below.

If you click on: e # B
Related Records, ISI L i e e e | E Plalc
WoK will search for similar VEB OF KNOWLEDCE™ | siscovess stasrs nes THOMSON ReuTERS |
publications to the one

shown.

ANl Databases

Cited References 53, ISI
WoK displays the
references cited by this
publication.

chask T e
fp it wm| =

..[“‘1 s
s e

Related Records:

Fieet wamiar ety of Knsrwlmdge
raccres Banec o shares s s

[ view redated records |

ergoiogle Location: Pans, FRANCE Date: APR 14-17, 2009

Cited References: 53

View B Dblxuf of i racond
{Tram Web of Seience

3 Citation Map

Additional information
& View e 1

Suggest a correction

T 0 WU et b VoV
c.z')'nr:mcaa mecm
ploase sugpest & com

1" Click Here to check

Note The Web of Knowledge page displays a link for Full Text access | this will link to
the full text of the paper if the Library has a subscrlptlon for this Journal.

The Save to more options link is used to push
articles from WoK to Reference Manager when
you search from within the Web of Knowledge.

Save to: | EndNGlE Web EndNote

ResearcherlD | more options

Reference Manager, EndNote and I1SI Web of Science/Knowledge are produced by the same
organisation, Thompson Reuters, and are closely integrated, offering additional features that
you do not get from PubMed searching. However WoS/WoK clearly favours EndNote
because the Reference Manger save to button has been removed!
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Capturing References from bibliographic databases

References can be ‘pushed’ to Reference Manager from bibliographic providers such as
OVID, EBSCO and Faculty of 1000. These access providers deliver the content from specific
databases. The Library negotiates the most economic deals for accessing content and this is
why we have multiple providers.

Note: The Library provides general guides and online information skills tutorials for these
resources.

OVID, EBSCO and Faculty of 1000 provide access to databases which cannot be searched
directly using Reference Manager. This is any database other than PubMed/Medline or WoK.
However they both provide access to PubMed/Medline.

OVID

OVID provides access to AMED (Allied and Complementary Medicine), EMBASE,
MEDLINE, ealth Management Information Consortium and other databases.

The figure opposite shows
the OVID Results Manager e
for a search of the e e

EMBASE database FE e I
(European equivalent of T2 [t e Pt o Corsi Pt S Pt | e [awe
MEDLINE/PubMed) for I o [
Hamster and Asthma. — e —

Gt slal D

Select the references to be
exported to Reference
Manager from the Results
list.

Individual references can
be selected by clicking the
check boxes 1 (not
shown). All references by

checking [ A,

Select the *8/ Export pytton.

The Export Citation List dialogue will be displayed
Use the Export To drop down to select Reference Manager.

Select Complete Reference in Select Fields to Display.

Click Export Citation(s).

A File Download dialogue will be displayed. ““Asking Do you want

to open or saver this file?”” If you select Open you may be asked to Choose Destination
(software). Navigate to the folder containing the database to receive the OVID citations,
select the Reference Manger database and click Open. If you want to create a new database,
enter a new name in the FileName text box, Reference Manger will tell you the file does not
exist and ask if you want to create it.
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You might be asked ‘A previous import session still exists. Do you want to clear the
previously imported references’ Select your preference (Clear or Append). The references
will be placed in Reference Manager in an Imported tab as well as added to your chosen
database.

OVID- EMBASE, but not OVID-PubMed, provides a Web/ URL link directly to the paper on
the journal publisher’s web site if there is an institutional subscription for it.

EBSCO

EBSCO enables searching OF o sscore e s e s vios s N o
the CINAHL, PsycINFO, A B R 1 L L LS
PsycARTICLES and Medline | = _
health databases. The library e B
provides handouts on how to
search these resources

effectively.

To save results from an o e i i
EBSCO search use 3 . T

o e o sisted mamhometric snahyis of lymphatic vesse § & : e
to store them | °. S o T e

in a Folder in EBSCO.

paconsil covmn ast rectetree

Deodnak o cEADE

@ Iermat | Pratected Mode: Cff fiv W% v
e toatts o ok | sonin & roster prserences tow resuros i

. - - Sign In ﬁ‘. Folder Preferences MNew Features! | Help
the added results by clicking on the Folder link

4 B5C0ness: Articies Folder - Mraso Intemet Explores provided by MEDIS o

Select the references to export (SeleCt & - o cwmmone oo e -
AII). { Favorites | () EBSCOROSE Articles Foider M v EJ - S me v Page~ Sateyr Took~ - '.

Click the export button

Select Direct Export to EndNote,
ProCite or Reference Manager.

Click Save

The references are imported into BT CEILECER |
Reference Manager in the same way as for OVID

The Reference Manager Web/URL link has two links in this field. One which links to
EBSCO record where there is a link to the full text of the article (library subscription
permitting), the other links to the journal site.

Note: It is better to search each OVID or EBSCO database separately, for example do not
search Medline and EMBASE simultaneously.
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See the Appendix (page A-4) for how to import references from a text file when Direct
Export to Reference Manager is not available in OVID or EBSCO.

Faculty of 1000

References can be selected and exported using the "i?l =XPoT hutton and selecting Ref
Manager (RIS) in the to dropdown list on the Export dialogue window.

Searching Library Catalogues - Z39.50 sites

The Z39.50 Internet search option allows you to search library collections online. This is a
useful option for capturing the details of books, although in some instances, the information
retrieved may have errors.

An Internet host connection is provided for “University of Southampton” by Reference
Manager. However the search facilities are strict and do not offer fuzzy matching. For
example searching for “Altman Douglas”, “Altman D” or “Altman D.G.” fails to locate any
books by this author. A better connection to use is “University of Manchester”. This is
because this database includes the catalogues of many UK academic libraries, including
Southampton, and the search facilities are less restrictive. Searches of “Altman Douglas”,
“Altman D”, or “Altman D.G.” all find the books by this author. Note variations such as
“Altman DG” or “Altman D G” do not work!

To begin the search process either choose, References | Search References or click on

the Search button ] . The Retrieval window appears.
Check the Internet Search box.
Select Z39.50.

|BEI.5EI sites jp Internet search

@ Hosts:

You must configure Reference Manager for the
Hosts to search the first time you use it. This can be done by double clicking on the select

&

hosts button and choosing a host such as the University of Manchester by checking the

tick box X
Internet Hosts @
All Hosts | Marked Hosts 1
Hosts: 1 Host Marked
Host Location Type -
] University of King's Callege - Library Catalogue Canada; Nova Scotia  Academic
] University of Leicester - Library Catalogue United Kingdom Arcademic
[ University of Landon - Library Catalogue United Kingdom Academic
[C] University of London. School of Advanced Study - SASCAT United Kingdom Academic
[] University of London, School of Oriental and Afican Studies - Library C... United Kingdom Academic
[ University of Louisiana-Lafayette - Library Catalog USA; Louisiana Academic
[ University of Louisiana-Monroe - Library Catalog USA; Louisiana Academic
[ University of Louisville - Library Catalog USA; Kentucky Academic
] University of Maine - Library Catalog USA; Maine Academic
£ University of Manchester - Library Catalogue United Kingdom Academic
[[] University of Manitoba - Library Catalogue Canada; Manitoba Academic
[[] University of Maryland - Library Catalog USA; Maryland Academic
[ University of Massachusetts-Amherst - Library Catalog USA; Massachusetts Academic
[[] Uniiversity of Massachusetts-Boston - Library Catalog USA; Massachusetts ~ Academic
[[] University of Massachusetts-Dartmouth - Library Catalog USA; Massachusetts  Academic
[[] University of Massachusetts-Lowell - Library Catalog USA; Massachusstts  Academic
] University of Medicine and Dentistry of New Jersey - Library Catalog USA; New Jersey Academic
[ University of Melboume - Library Catalogue Australia Academic
[C] University of Miami - Library Catalog USA; Florida Academic
L L P S W RN T P
Clear Marks Configure Hosts | http://23950.copac ac.uk/
oK Cancel Help
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Using Cite While You Write

Cite While You Write enables you to place citations into your Word document as you create
it. A Reference Manager toolbar is added to Word to facilitate the process.

Reference Manager 12

Word 2003 toolbar 7 e =
P A il = (ph & sk Py h (R R
'@\ RM Go to Reference Manager Style Modern Language Associat... - %Z Export to Reference Manager ~
= ' Edit Citation(s) =3 Update Citations and Bibliography Preferences
Word 2010 toolbar nser &
Citation = g,)') Edit Database Reference(s) 3 Convert Citations and Bibliography ~ ? Reference Manager Help
Citations Bibliography (F Tools

The features of all these buttons are described in Reference Manager Help ? . Some are
described below.

Word 2003
Start writing your Word document, when you reach the point where you need to cite

previously published work, click the Insert Citation button

A Refe rence Manager 12 Reference Manager 12 Find Citation(s) E|
Find Citation(s) window is | = *

- - Example: Enter Status river conservation ko search For these terms
displayed. Enter a term in

Author fear Title

the Search text bOX . It COU I d gerto, .M, 2002 Siberian hamster: a new indoor source of allergic sensitization and respiratory disease
be an author, for example
Berto.
. L >
Click the Search button. Refyoe: soumal 3
Tiile: ) Siberian hamster: a new indoor source of allergic sensitization and respiratory disease

Authors:  Berto,].M.; Pelaez,A.; Fernandez,E.; Lombardero, M. ; Ferrer, i,
Pub Date: Z00Z/2
Webs/URL: PM:11929420

Notes: DA - 20020403
15 - D105-4535 (Print)
LA - eng X v
Insert l [ Cancel ] [ Help ]
Database: Southampton 1 items in list

All references matching the search term are displayed, a single reference in this example.
Select the reference by clicking on it. If you find several references and want to insert more
than one citation, use <Ctrl Click> to select multiple references.

Click the Insert button. The citation is inserted into your Word document and a reference list
is created at the end of the document.
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4 pocument - Microsoft Word

CEX

File Edit Yew Insert Formak  Tools Table | Window Help  DocuComPDF  Adohe POF  Acrohat Comments Type a guestion for help = X
N EEHR OSSR TE S B A8 EEE J]er - @) deeed T
: A4 Normal - TmesHenRonan = 12 - | B 7 U |[E]= = = {=-]i= = £ =0 .HE;*.A-!

[V —|
El B'I'Z‘I'l'l"I'1'|‘2'|'3‘|‘4'|'5‘| ) 1 Foou 8 R B B [ R S e P e & R C Y & O R R I VA | ~
N
z Reference Manager 12
o R Qots & ts AL kD ch R R b
- Berto et-al showed-that the- Siberian Hamster-was-a source of indoor- aller gen (Berto- et
- al.-155-500]
. Reference List]]
N Berto, T-M.,-et-al.- "Siberian-hamster - a-new indoor-source- of allergic- sensitization- and-
"
N respiratory disease.” Allerey-57.2-(2002)::155-59.90
M =
N 1 5
" @
- - ¥
=m@E=w¢ e
Page 1 Sec 1 111 At 3cm Ln 2z ol 12 English (LLE [EE'4

The citation and reference are inserted as Word fields. You can see this by clicking on them.

They have a grey background.

To change the reference list details, currently set to Modern
Language Association, click on the Generate Bibliography

button £2. The Reference Manager 12 Format Bibliography
dialogue will be displayed. Click on the Browse button [

to select the Output Style of your choice.

Reference Manager 12 Format Bibliography E|

Bibliograpiy | Fields | nstant Formatting | Databases

V[ [Creset |

Output style:

|Modern Language Associskion

|T\mes Mew Roman

Bibliography title:
|Reference List

Texk Format. ..

In-Text citation order:

| | citation Order

Bibliography order:
| AuthorjDate

[CJnumber biblingraptey, starting with:

First line indent: | 0,000 cm Line spacing:
Hanging indent: | 1.270 cm Spare after:

=

[ QK ] [ ancel ] l Help ]
. - Open Output Style \E\b__(\
Navigate the Open Output Style dialogue :
. R .. Loaok in: |@Slylas v| Q2 e E-
window to select the journal style; the British N T e
H H H { ﬁﬁritish Journal of Surgery ﬁtancel
Medical Journal in this case. My@m. e . e
Documents ical mal ﬁtancel
?L-.: the History of Medicine ﬁtancel
H \ %i ﬁcaltified Tissue Inkernational ﬁtancel
C I ICk Op e n . Desktop ﬁcanaﬂian Journal of Botany ﬁtancel
R Canadian Journal of Chemistry R Cancer
Rl Canadian Journal of Fisheries and Aquatic Sciences R Carcine
- - - Rl canadian Journal of Forest Ressarch B cardiol
The style of citation and the reference list e B Bicssc
- Canadian Journal of Zoology Cardio’
will be updated to reflect the format of the Car Bl carde
BMJ style. - < w >
My Conmputer
File name: |EHUSh Medical Jounal 4 ‘ [ Open I
i Fles of type: | Dlutput Styles [“os) v [ Cancal |
My Metwork,
(1) Adams JQ, Lincoln A, van Buren M, Truman HS. An imaginary conversation. J Hist A
Fant 1976; 76(11):204-212
Ref ID: ADAMETE
Reprint: On Reguest (12-31-1990)
Keywords: fantasy/history/U.S. Presidency
Abstract: Four U5, Presidents from different eras hash over old tirmes
Motes: This is the first in a planned series of imaginary occurrences involving U.S W
Prasidents. v
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Continue writing your document and when you need to cite additional papers use the Insert

Citation button ﬁ- and the Reference Manager 12 Find Citation(s) window to search your
Reference Manager references for them. In the example below two papers were found by
entering *‘hamster asthma’ as the search term and selecting the required references.

Tl Document1 - Microsoft Word g@g\
Fle Edt Wew Insert Fomat Tooks Table | Window Help DocuComPDF  AdobePDF  Acrobat Comments Type @ question for help = X
NEEHR OISR E] B9 - U2 - @] Heead B g

i A4 Normal - TimesHewRoman - 12 - | B 7 O | MR- |

Iﬂz| 3-:2-:1-.5-. [ RN SN [ R IS - IR E RN A TR s =
o Reference Manager 12 v x
a R Bl 6 1S oh & 2D )%
- Berto-et-al showed-that the- Siberian- Hamster-was- a-source of-indoor- aller gen. ! Other-
- studies-have shown that-there-is-a-link- between asthma and-pet-hamsters. 23]
- f
- Reference List]]
- a(1)-Berto-IM, Pelaez A, Fernandez E, Lombardero- M. Ferrer M- Siberian-hamster:-a-
T new mdoor source: of allergic: sensitization and- respiratory: disease. Allergy- 2002
- 57(2)155-159.9]
:’ +(2)-+Horiguchi T, Tachikawa' S, Kasahara J, Kondo R, Miyazaki-J, Shiga-M-et-al.-
o Clnical studies-on-bronchual- asthma: caused-by contact-with-hamsters. Asian Pac
N J Allergy Inminol 2000, 18(3):141-145 4
- +(3)-»Naitsuma- T, Tsuji A, Nukaga M, Izawa: A, Okita- M, Maruoka N-et-al.- Thirty-
- cases of bronchial asthma-associated with- exposure-to-pet-hamster. J- Frvestig ~

Allergol Clir Bumunol 2004, 14(3):221-224.4 o

- k=)
. 1 .
ERE|FE L bd
Page 1 Sec 1 41 At3m 2z Col 76 Engish (UK O

Tips on using CWYW

1. Errors in Citations. You may find errors in the
reference list for the citations you have inserted. To
correct this, select the citation in the text of your Word
document. In the example reference 3 has been

of-indoorallergen! Other-
d pethamsters*3.q

il

selected by dragging across it. Click the #= button. This will open up the Reference
Manager Edit window for the reference as described on page A-7). Correct the error
and select File | Save. You can return to Word by clicking the Go to Word

Processor button & Click on the Generate Bibliography button = {0 rebuild the
document with the corrected reference.

2. Changing the order of, inserting or deleting citations
Click the I:"?:.I button to display the

Reference Manager, 12 Edit Citation El

Use this window ta wiew, select, edit and remave citations From your current document,

window opposite. Here you can move
the order of citations in a list using the
21 1 puttons. Click the Insert button
to launch the Reference Manager 12
Find Citation(s) window (see page 11),
or the Remove button to delete a

Citations in document:

source of indoor allergen.t,..) Other stud
Berto, 2002 49 fid

Farmatted Citation

[ Exclude author

[CJExclude year

Prefi:

Suffie:

Pages:

(Loeet. ] [ remove | 21 51

Ref Type:  Journal ~
reference. Ref Type: o

Title: Clinical studies on bronchial asthma caused by contact with hamsters

Authors:  Horiguchi, T.; Tachikawa,3.; Kasahara,l,; Kondo,R.; Miyazaki,1.; Shiga,M.;

Sugiyama,i.; Sasaki,¥.; Hirose,M.; Teruya,s. v
[s] l [ Cancel ] [ Help:
Database: Traveling Library 3 cikations
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3. Disable automatic generation of the reference list
On large documents, containing many references, you may find that the Instant
Formatting feature of rebuilding the reference list each time you insert a new
reference is tedious and Word is busy for too long.

Select the Instant Formatting button ﬁ{@ :

Formatting dialogue is displayed.

1 Instank F ELi t ki all dat
Uncheck the Enable Instant Formatting | |y’ 120 SR iy
for this document box. dacument.

["]Enable Instant Formatking For this document

Click OK

[ [o]'4 l [ Cancel ] [ Help ]

Alternatively, select Cite While You Write Preferences button H@ and untick the
Enable Instant Formatting on New Word documents box. The automatic generation of
the reference lists is turned off for new documents.

When you want to generate the full list of references use the Generate Bibliography

button ==
Word 2010
Start writing your Word document, when you reach the point where @) Mo toReference Manager
you need to cite previously published work, click the Insert [Pinser I;:t;‘t:”b"”“]m ;
Citation button “and select Find Citation. Fe——r—
Insert Mote l"\’
# | Insert Marked Citation(s)
A Reference Manager 12 Find e i ()
Citation(s) window is displayed. | =™ == e
Enter a term in the Search text P —
bOX. It COUId be an author, for Berto, J.M. 2002 Siberian hamster: a new indoor source of allergic sensitization and respiratory disease

example Berto.

] [0 b

Click the Search button. Ref Type: Jourral 2

Title: Siberian hamster: a new indoor source of allergic sensitization and respiratory disease

Authors:  Berto,1.M.; Pelaez,A.; Fernandez E. ; Lombardera,M. ; Ferrer M.

Pub Date: 2002f2

Web/URL: PM:11229420

Notes: DA - 20020403 -
1 nanr aron oo

[ mset ][ caneel ][ e

Database: southampton Litems in list

All references matching the search term are displayed, a single reference in this example.
Select the reference by clicking on it. If you find several references and want to insert more
than one citation, use <Ctrl Click> to select multiple references.

Click the Insert button. The citation is inserted into your Word document and a reference list
Is created at the end of the document.
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o - < Document2 - Microsoft Word - = x
3) Home Insert Page Layout References Mailings Review View Reference Manager 12 @
_:g\ Go to Reference Manager Style: Modemn Language Associat.. = | %] Export to Reference Manager
X = Edit Gitation(s) =% Update Citations and Bibliography by Preferences

Gi!az:- +/# Edit Database Reference(s) | = Convert Gitations and Bibliography = || ‘¢ Reference Manager Help

Citations Bibliography [F] Tools

‘g"‘1"‘2"‘3"‘4"‘5"'5"'7"‘5"‘9"‘1:""11'"12"‘13"‘14"'15"'a"EEJ

Bertoet-alshowedthatthe-Siberian‘hamsterwasasourceofindoorallergen{Bertoet-al.-155-59)1
R |
Reference-Listy
Berto,J.-M.,-et-al.""Siberian‘hamster:anewindoorsourceofallergicsensitizationandrespiratory-
disease."Allergy57.2{2002):155-59.9 .
@

1 . H

R I

Page:1of1 | Words:41 | < English (United Kingdom) [EEERET . v ol

The citation and reference are inserted as Word fields. You can see this by clicking on them.
They have a grey background.

To change the reference list
details, currently set to Modern
Language Association, click the
Style drop down to Select oI
Another Style.

Scroll the Styles window to select the journal style; the | reference Manager12 sytes
British Medical Journal in this case. Neme

British Journal of Surgery

. British Journal of Urclogy 1
Click OK. Britsh Medical Journal |y
Bulletin of the History of Medicine

Caldfied Tissue International

|
Bertoet-alshowed4hatthe Siberianha msterwasesuurceoh’nduurﬂllergen{iertoebal‘iﬁs-SQ]ﬂ i

The style of citation and the reference list will be Coracion o oy
u pdated tO refl eCt the format Of the B MJ Styl e ) Canadian Journal of Fisheries and Aquatic Sciences

Canadian Journal of Forest Research

[ oK ][ Cancel ][ Help

Showing 1362 styles from C:\Users\Public\Documents\Reference Manage

Continue writing your document and when you need to cite additional papers use the Insert
Citation button cision- and the & Findgiation. item to search your Reference Manager

references for them. In the example below two papers were found by entering ‘hamster
asthma’ as the search term.
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-

:_g\ Py Go to Reference Manager | Style:
=

Insert

Citation - 3 Edit Database Reference(s)

bes

(= s Document2 - Microsoft Word =

Home Insert Page Layout References Mailings Review View Reference Manager 12

British Medical Journal ~ | % Export to Reference Manager ~

. Edit Citation(s) =% Update Citations and Bibliography @ Preferences
2 Convert Citations and Bibliography *

Bibliography = Tools

“? Reference Manager Help
Citations

Berto-et-alshowed thatthe-Siberianfhamsterwasasourceofindoorallergen®-Otherstudieshave-
shownthatthereis«a‘link-betweenasthmaandpetha mstersg:glﬂ

b
Reference-Listq
9

-+(1)—BertodM,PelaezA,-Fernandez E,LombarderoM, Ferrer M. Siberianhamster:anewindoor:
sourceofallergicsensitization-and-respiratorydisease.-Allergy2002;57(2):155-159.9

-+(2)—HoriguchiT, Tachikawa<s, Kasaharad,KondoR, Miyazakil, Shiga-M-et-al.-Clinical studies-on-
bronchialasthmacausedbycontactwith-hamsters..Asian-PacJ-Allergy/mmunol-2000;-
18(3):141-145.9

-+(3)—Niitsuma-T, TsujiA,'"NukagaM, lzawa-A, Okita-M,-MaruokaNet-al. Thirty-cases-of-bronchial-
asthma-associatedwith-exposuretopet-hamsters..J//nvestig-AllergolClinimmunol-2004;-

C
W

@

14(3):221-224.9
\

Al

Page:1ofl | Wordsi123 | < English (United Kingdom)

[EEEEErT e [

€3]

Tips on using CWYW

1. Errors in Citations. You may find errors in the
reference list for the citations you have inserted. To
correct this, select the citation in the text of your Word
document. In the example reference 3 has been

of-indoorallergen! Other-
d pethamsters®3 .9

selected by dragging across it. Click the ## fdit batabase reterencets) hytton. This will open up
the Reference Manager Edit window for the reference as described on page A-7.
Correct the error and select File | Save. You can return to Word by clicking the Go

to Word Processor button . Click on the Update Citations and Bibliography
button =% to rebuild the document with the corrected reference.

2. Changing the order of, inserting or deleting citations

Click the = Fatcitationish by tton to
display the window opposite. Here you
can move the order of citations in a list
using the 2l = puttons. Click the Insert
button to launch the Reference Manager
12 Find Citation(s) window (see page
14), or the Remove button to delete a
reference.

Reference Manager 12 Edit Citation
Use this window to view, select, edit and remove dtations from your current document.,

Citations in document: Formatted Citation

a source of indoor allergen {...) Other s
Berto, 2002 49 fid

asthma and pet hamsters (...).
Horiguchi, 2000 59 /id

Exclude author Exclude year

Prefix:

Niitsuma, 2004 35 fid Suffix:
Pages:
Insert... ‘ | Remove | JEa |
Ref Type: Journal -
RefID: 59
Title: Clinical studies on bronchial asthma caused by contact with hamsters
Authors:  Horiguchi, T.; Tachikawa,S.; Kasahara,J.; Kondo,R. ; Mivazaki,J.; Shiga,M.;
Suaivama,M.; Sasaki,Y.: Hirose,M.: Teruya,5. S
[ OK ] | Cancel ‘ | Help

Database: Traveling Library 3 citations

3. Disable automatic generation of the reference list
On large documents, containing many references, you may find that the Instant
Formatting feature of rebuilding the reference list each time you insert a new
reference is tedious and Word is busy for too long.
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Select the arrow at the bottom of the Bibliography section. Bibliography o

A blbllography dialogue WIndOW is displayed' Reference Manager 12 Format Bibliography @
Select the Instant Formatting tab and click the Sblography | Fids | Instant Formating |Databases
Turn Off bUttOﬂ Instant Formatting

Instant Formatting automatically updates your
reference list as new dtations are added to a
document.

Alternatively, select ¥ Preferences and yntick the
Enable Instant Formatting on New Word
documents box. The automatic generation of the
reference list is turned off, but you may need to
Close and Reopen your current document for
this to take effect.

Instant formatting is currently on.

Turn Off ]l Settings. ..

When you want to generate the full list of
references use the =% Update Citations and Bibliography
bUtton OK ‘ | Cancel | |

Help

Searching for Duplicate references

When you import references from a search, you may be adding a reference that already exists
in your database(s). Reference Manager may, or may not, spot this depending on the criteria
specified for duplicates detection.

If you suspect that there are duplicates in a database there are three options for finding them.

1. To check for duplicates of a single reference. Select that reference and choose
References | Check for Duplicates.

2. For a small database list the references by author name and scan the database by eye
to detect duplicates.

3. Use Tools | Batch Operations | Duplicate Batch Duplicate Search ==
Search. If duplicates are identified a new tab, reeres et Ferea
Duplicates, is shown with all references identified as st | 0
du p| icates. R — Options

Start: |1 Help

End. [166

You may find the default options for duplicate
searching do not detect all duplicates in the database.
Select Options and change the Fields to Compare to:

Progress

Checked Ref. 0

Date Primary, Start Page, End Page and Volume. - —
These options are often more successful. e | |
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™ Reference Manager 12 - [Reference List - southampton Database: Journal Reference 1D 160] EI@

BEld File Edit View References Tools Window Help —|= =
aw EE

dh BB w

Ref Type* Journal -
Ref ID* 160
Title Induction of micronuclei following exposure to methylene di-phenyl dilsocyanate: Potential genctoxic metabolites
Authors Zhong.B.Z.; Siegel.P.D.;
Pub Date* [5al / 12000 Other
Web/URL ]
File Attachments @
Link to Full-text <] i
LT PR R -

ReflD  |Authors [itle =]
v 154 Rumsey W.L  Pharmacological characterization of ZD6021: A navel, orally active antaganist of the tachykinin receptors
[~ 55 RumseyW.L. Pharmacological characterization of ZD6021: a novel, orally active antagonist of the tachykinin receptors
W 161 Schuller, H.-M.  Interaction of tobacco-specific toxicants with the neuronal alpha<subs7</sub> nicotinic acetylcholine receptor and i
-7 Schuller, H.M.  Interaction of tobacco-specific toxicants with the neuronal alpha(7) nicotinic acetylcholine receptor and its associate
[~ 64 Shin,C.Y. Cross-species immunoreactivity of airvay mucin as revealed by monoclonal antibodies directed against mucins from
[~ 56 Small K.M. Madification of the beta 2-adrenergic receptor to engineer a receptor-effector complex for gene therapy
¥ 151 Small.K.M. Maodification of the beta<sub»2</sub=-Adrenergic Receptor to Engineer a Receptor-Effector Complex for Gene Ther:
- 76 Vansal,5.S. Direct effects of ephedrine isomers on human beta-adrenergic receptor subtypes
v 163 Vansal,5.5. Direct effects of ephedrine isomers on human beta-adrenergic receptor subtypes
[~ 685 Zhong,B.Z. Induction of micronuclei following exposure to methylene di-phenyl diisocyanate: potential genotoxic metabolites

<

Zhong B.Z Induction of micronuclei following exposure to methylene di-phenyl diisocyanate: Potential genotoxic metabolites

L« [+ % southampton ), Duplicates Ll | »

21 Marked Reference 42 of 42
For Help, press F1 MUM

The duplicates references can be removed by marking or highlighting (see next page for
details) those not needed before deleting them.

Marking a Reference
References that are displayed in the Reference List can be marked, or "tagged". This is done

by clicking on the check box to the right of the reference , or by pressing the spacebar or
by choosing Edit |Toggle Mark. A repeated action removes the mark.

Highlighting a Reference

References are highlighted by clicking on them in the Reference List.

To select more references, press the Ctrl key and click on another reference.

To select a sequence of references Click on the first one in the sequence then press the Shift
and click on the last one.

Deleting References
If you want to delete a reference, or a set of marked or highlighted references:

e press the <Delete> key, Delete (=)
e click the right mouse button and select Delete or Delet optirs
e select References | Delete. O Ligghad st el
0 Catcel
You can choose to delete highlighted reference(s), marked a _ Heb |

" Al references in list

reference(s), unmarked reference(s), or all references.

Note: Be careful with ““All references in list” or “All references in the currently displayed
database (tab) will be deleted” options . This could be your complete database!
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Other Word - Reference Manager toolbar buttons

Name

Button

Function

Insert Marked Citation

Insert Note

Revert to Original Text

Remove Field Codes

Export Travelling Library

Cite While You Write
Preferences

If you find and mark references in Reference
Manager, you can use Insert Marked Citations to
insert these references into your Word document.
This is an alternative to using Find Citations.

Type a note in the text box. 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.

Converts formatted or unformatted citations back to
the original identifying text you entered. The
bibliography can be regenerated from this text. This
feature may be useful for resolving problems with
corrupted Word documents which cannot create the
bibliography correctly.

This feature removes all of the Cite While You
Write field codes and converts formatted citations
and the bibliography to ordinary text. It is used to
create the final document you send to a journal.
However, before using this feature make sure you
have a copy of the original Word document
containing the Reference Manager codes.

There may be occasions where you want to copy all
of the references used in a Microsoft Word
document to a Reference Manager database. This is
not possible if you receive only a formatted Word
document from a colleague. Alternatively, you may
have a large Reference Manager database, but want
to create a smaller Reference Manager database
with only the subset of references used in your
document.

Use the CWYW Preferences dialog box to change
general Cite While You Write preferences and the
Reference Manager keyboard shortcuts displayed
on the Tools menu in Word.
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Global Editing — Term Manager

Changes or additions to Keywords, Periodicals and Author names can be made using the
Term Manager.

Note: If you are using the networked version of Reference Manager you must open the
database in Exclusive mode . To do this you must use File | Open Database from
the menu. Select the database to open and use the Access rights drop down list to
select Read-Write Exclusive.

Select Term Manager | Activate from the menu or click the Term Manager button &l to
display the Term Manager window.

™ Reference Manager 12 - [Term Manager - southampton] EI@
File Edit View References Tools Window Help — || &) %
a = EAARLED W

British Medical Jou # | (& southampto ~

I Keywards  Periodicals | Aulhols]

Brtish Medical Bulletin B Synonyms

British Medical Journal Full British Medical Journal
British Medical Journal (Clir, Std_ Abrev. [Br-Med.J.

British Poultry Science User One

British Veterinary Journal User Two

Bronches
Broncho-Pneumologie
Bronchopneumologie.
Brookhaven Symp.Biol.
Brookhaven Symposia in Bi
Rrnnkinne Rull o
For Help, press F1 MNUM

The figure above illustrates the Full and Standard abbreviations for the British Medical
Journal. The use of synonyms allows either term to be used to define the journal name, but
Output styles determine which version (Full or Standard) is used.

The Quick Retrieval button ) can be used to select all references containing this term.

A useful feature of the Term Manager is Global Edit, Global Editing enables incorrectly spelt
Author names (including incorrect initials), Keywords, or Periodicals name (Journals) to be
corrected for all references where they occur.

For example suppose that you notice that the

. obal Edit @
author entry Zhu,Y.-Y. is incorrect and should be g
Zhu,Y.Y. (no dash). Select the Authors tab inthe | souce  [zrovy. el
Term Manager and highlight the incorrect entry. Destnaion [T Gk |
Click the right mouse button and select Global [2ukd |
Edit, or click on the Global Edit button & | Reploce | | oo | hee |

Use the Global Edit dialogue to correct the entry. Click OK to replace the entry and Close to
exit the Global Edit dialogue

Note: If these items are greyed out, this is because you are using the Networked version of
Reference Manager and the database was not been opened in exclusive mode.
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NeW terms can be added USIng the Term * Reference Manager 12 - [Term Manager - southampton] EI@

Manager. File Edit View References Tools Window Help NEE
GEH ¥ 2| #BE W

For example if you wish to add a new ¥ * &

periodical, either click the right mouse B o] 2 B [[soutampo -]

button and select Add Term, or click the Brcah Mede Baletn— 21 —

Add Term button & . A blank synonym ot |

form is displayed and all variations of the British Poultry Science User One | BM.|

British Veterinary Journal User Two

periodical name can be entered. Click on the | |g.onches
Save synonyms button B to store these Sroncho-Pneumologe

Bronchopneumologie.
terms. Brookhaven Symp.Biol.
For Help, press F1 MNUM

Reference Manager supplies various databases of full and standard synonyms including
BioScience and Medical journals. These can be copied into the current.

To do this Term Manager window must be open with the Copy Periodicals ==
Periodicals tab selected. Select Tools | Term Manager | | cofon  [vedes -
Copy Periodicals from the menu and choose the Miad :
Medical option from the Copy From: list. Eh'l?gphTHd g

Periodicals can also be added when a new database is created by using the Advanced option
on the New Reference Manager Database dialogue.

Modifying Output Styles

Reference Manager provides a many Output Styles for popular journals. However, you may
find that the style you wish to use is not available or the style you are using needs some
modification. Tools for modifying Output styles are available and can be used to change the
way a citation appears in the text or how they are listed in the bibliography.

Upper Case Author Names

Suppose you wishes to change the Harvard output style so that all Author surnames appeared
in capital letters. Select Tools | Bibliography | Open Output Style. Select the required
output style (e.g. Harvard.os).

Select the Bibliography tab and select the Reference Type for example, Journal*

Select Properties from the main menu and the item to be changed, for example,

[04] Authors...
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" Reference Manager 12 - [Harvard - Harvard]

22 File Edit View Tools  Window Help

o= [04] Authors.. To [ | W
[14] Editors...
k- oo € op [24] Authors, series...

E=1 EEm

— [l %

[03] Title...
[13] Conference Title...

[23] Conference Location...

'In-Text Citations Biblig

Bibliography Settings

In Press Page Mumbers...
Intemet Communicaticr Eract>|-

Joumal |'Fu\|i Notes: -<[06] -Hotes>|
* - have definitions (other types
use the Generic defintion)

Sample for Reference Type Joumal

Reference Type

Catalog (SErE = 5] -Pub -Date>. | -<[03] -Title>. | -«[11]-Journal>|, -<[12] -
Computer Program [28] Date Accessed... suer) | -<Page ‘Humbers>| -available -from: "<[33] -Web/URL> -
Corference Proceedi

Edited Bool = -Accessedr. |-

Blectronic Citation [07] Keywords... D> -

Grant [11] Journal... words>|—

Hearing Lnt> |-

204-212 available from: http:/fwww_risinc.com Accessed 4 July 1776.
Ref ID: ADAMST6

Keywords: fantasy/history/U.S. Presidency

Reprint: On Request (12-31-1990)

Ahstrart- Foor 1 S Pracidente firnm diffarant aras hash nvar nld timas

Adams, J.Q_, Lincoln, A van Buren, M_, & Truman, H.5_ 13976. An imaginary conversation. Joumnal of Historical Fantasy, 76, (11) -

m

MNUM

You can change various settings for Authors names  (iaumes ]
in the bibliography list that is created. [P ) et e [ |

First Author Uppercasing
In this example, the Names tab was selected and the Name Order: iials: . f:;eName oy
Last Name Only option in the First Author L Pt e o[ oM o]
Uppercasing panel was selected. The Sample panel Al Gher o —
shows how Author names will be printed. Name Order. il 9 i

Last, First Middie »| [FM. =] : :f_‘ “:“e &Ly

It is recommended that you use File |[Save As to
save your modified style under a new name, e.g.
MyHarvard.os rather than replace the style provided
by Reference Manager.

Note: The process of editing an Output style is

Sample
DAMS, J.Q.; Lincoln, A.; van Buren, M.; Truman, H.S.

QK | Cancel | | Help |

somewhat tedious as you must change the settings for each citation type used in your

list of references (Book, Journal, Internet page). Creating a new style is probably best
done by editing a similar, existing, style. Alternatively search the Reference Manager

web site for new styles contributed by other users, or use the Reference Manager

discussion list to ask if any one has created the
style you need to use.

Use of Journal Names — Std or Full

Journal Output styles allow the use of the Full
Journal name, it’s Standard Abbreviation and two
alternative versions of the name. The settings can be
changed by editing the Output style. Select
Properties | [11] Periodical to do this.

[11] Journal (23]
Perindical Mame Case: _
ok
Cancel
Periodical Synonyms
Help
Synonym ko uge:
|Fu|| M ame ﬂ
Second choice, if first not available:
| Standard Abbreviation ﬂ

Punctuation after abbreviated periodical
Period only [Intl.). Histary] j
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Downloading references from a Web browser PubMed search

The following describes how to download the results of searching PubMed using your web
browser, as opposed to using OVID/Dialog DataStar to search Medline, or Reference

Manager to directly search PubMed.

This is useful when the Reference Manager software and PubMed server decide not to talk to

each other. Perform your PubMed search.

Select the References of interest.

Use the Send To link to choose the Destination: File
Select the Format as MEDLINE

Click Create File

[ RepoStats EPrint Da_ +/ = house dust mite - P_ b‘ - —
€ 3 C M ©wwwnebinlm.nih.gov/pubmed

1 Data Mangement £ Teleform £ Governanance ([ sailing £ eAssignment £ portland £ GCP 00 shutter (O ski I RHM ) AMEE - An Inter... o
2 NCBI  Resourcss (5 HowTo (=)

Pubmed_gm' Search: Futhled |=] EIRSS Sovesearch Limits  Adainced search  Holp

U3 Mascal ey of M howse dust e Cloar

Disolay Seftings. [+ Summary, 20 per page. Sorded by Rocently Added Sendlo Fimer your resuits:

Chooss Destinatian

Results: 1 to 20 of 3960 Sewectea 2

¥ Ihe ac { Just mite altergens on malls miade of different kinds of materiats
* Visfizunthom N, Chirdgrapong . Pootong V. Jirapongsananuruk O, Pacham P, Weeravejsukit S, Mahakittikun V. Vieh
Asian Pac | Alergy Immunol. 2010 Jun-Sep:28(2-3x155-61

# Ine vae and satety of pecific Nasal provocanon.in the diagnasis of allergc Minits in mild persislent ASMMAUNGEE.  Sod by

2 Tuskan TC. Gemiciogiu B, Ikitimur H, Yiimaz N, Tuskan K. Oz F, Can G Rircently Added [ =]
Agian Pac J aAlengy Immunol $010 Jun-Sep 28735 11521 S
e ekl Crsate Fila

Do the cyrrent hoyse dyst mite-driven o b e
3 Bired MA, Van Oostemout AJ, Beivisi MG
Eur Respar J. 2010 Now.35(5):1220-1. No abstract available.

Suppressive effect of Petasdes aponicus exiract on ovalbumn induced alrway infiammation in an asihmatic mouss model
4 Lee JS Yang EJ. Yun CY. Kim DH. Kim IS
4 Ethnepharmacol. 2010 Gt 25, [Epub anead of prind

£ Zhang ¥, Schmudde |, Laumannier ¥, Pandey MK, Clark JR, Konig P, Gerard NP, Gerard €, Wills-Karp M. Kohl RubMad Oalitral
wnel 2010 Oct 25 [Epub ahead of prinl] Heu
26N [PubMad - 38 AUPELSA By PSS

Mod 2010 0 22 [Epus ahead of prng
2- 38 SUpERed By Cublishe -
Find related data

Datazase: Select

AL Role 106 CHLZ 0 1he PANOgEncss of Expenmental ANGrgs AsIhma, 2365 fres full-text articlas in =

ol beukine13 in mice prevents aioway palhology caused by chionic exposure 1o Bouse dus! mide
7 Trmiinenn KI_Naviez G Siftan NI Oadraman BT
pubmed_result (1) et O snow all downloags. %

PR A
3 Other bookmarks

A file ‘pubmed_result.txt” will be created and downloaded to your computer.

Import the file into Reference Manager using the PubMed import filter.
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Downloading Citations from a Journal

Some journals allow you download the citation into your reference managing
software. The British Medical Journal is an example. If you search
www.bmj.com for article. The resulting search page will display the hits
together with a box as shown.

Selecting the Download to Citation Manager link results in a page with
options for various bibliographic software packages:

## Download to Citation Manager - Microsoft Internet Explorer provided by MEDIS o s i s

- | Services
= Email to friend
= Alert me when this article
is cited
= Alertme if a correction is
posted
= Alert me when rapid
responses are
published
= Similar articles in this
journal
= Similar articles in
Pubed
| s TIIE 10 1117 T v
= Download o citation
er

* Request permissions

——

pe/ fwwan. bimj.com/citmagrigeas bmj;341/novid .. 4y | o N 2 Google

B-8-

P

i Favorites Download to Citation Manager

o ow

M v Page~ Safety~ Tools~ @~

R ¥ stictol

BM]  BM)journals  BM]Careers
31,7 (RO
Imsattion: : Umiversity of Soathampton Librares
| Archive | About BMY

Home |Research FREE | Education mm Topics | Video
Horme » Claton Manage

Download to Citation Manager Seesili
Endicls

Downioad e Citasons bebow by Selecting one of ha formats on Me right

Fesearch
Effects of vil
controfied triaks

‘stroke sublypes: met

Markus Schirks, Rooen J Ginn, Pamels M Rist Cheistophe Tzouno, Tobias
Kurthy
AL 34730010 1136/m) £5702 (Pub

hea 4 Hovemsar

.

stract] [Full ug] [POF]

Gt email sorls

[=]

Gel REE ales )
Coogle  Lates! rom BMI

iGoogle  BWS simple search

£ (1 item remaining) Waiting for hittpe//www.bmjcom/ctmgr?gca=bmg341/nov04_1/c5702_ @ Internet | Protected Mode: OFf

Selecting the Reference Manager link.

B0 Learning  BM] Evidente Centre

ies | Sign i
@D Explore the BMJ

BM| GROUP

HI5% -

This will open a dialogue asking you to Select Reference Manager Database which where

the citation will added.

Reference Manager is left open with an imported tab displaying the reference downloaded.

Note:
searching the journal

Reference Manager is loaded automatically; it does not have to be loaded before
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Importing a Text file saved from an OVID search

This section will describe how to import the results of an
OVID search of the EMBASE database, that were previously
saved to a text file rather than saving directly into Reference
Manager. This approach works with references identified

Export Citation List:

Export To bd -
Selected Results:  1-2

+ Select Fields to Display

using any literature searching system. It is a generic approach Citation (Tl uthor Source)
and not specific to an information supplier or the database e bpectHonsins
searched. @ Complete Reference

The difference from direct method described on page 8 is that Gton s [
the Export To is set to .txt so that when the Export "B et v
Citation(s) button is clicked, a text file called citation[1].txt e e

is saved to your computer.

In Reference Manager Select File | Import Text

File. 5| Import Text File =
Database: | southamptan ~]
In the Import Text File dialogue: Fiter | SI[] eare
e Leave the Database entry as it is Test i | =] .| vewTeuFie..
(Southampton) or select another. F:fj:nce range Additional keywords
e Click on the browse icon to the right of « From

[

|

[ =]

the Filter text box El :
[

Drefault reprint status

Status: Mot in File -
0340942009 F | o | F |

Impoit | Cloze | Optiong... | Help |
o Scroll the listin the Select |- tf= | ==
Filter dialogue to the entry Lookn: | o El cf B8~
OVI D ONLI NE(OVI D) and = MName Date modified Type *
. Recemﬁaces B Orbit-WPI-JTEC 14/11/200111:05  CAPFi
click on Open. B2 0vID CD(OVID) 14/11/200111:05  CAPFi
" 4 B2 OVID CD(Reprint) [AJ] 14/11/200111:05  CAPFi
Desktop B2 OVID CD(Reprint) [FJ] 14/11/200111:05  CAPFi
H H = % OVID CD-Current Contents (Reprint) 14/11/2001 11:05 CAPFi
Note A QUI('Zk way_to locate tl"\IS = B 0VID ONLINE(OVID) 14/11/200111:05  CAPFi
filter is to click on the first Libraries B OVID ONLINE(Reprint) [Al] 14/11/200111:05  CAPFi
. . . . B2 OVID ONLINE(Reprint) [FI] 06/10/200514:43  CAPFi
Iter:n In the I ISt and preSS O ,,& %OV{D OMNLINE-Current Contents (Reprint) 14/11/2001 11:05 CAP Fi
This gets you to the start of C”f”imer %owdww 08/08/200817:00  CAPFi
. — . ' PaperChase-MEDLINE 14/11/200111:06  CAPFi
Filter names begmnmg W”Eh @%ﬂ( B papyrus-RIS 6 14/11/200111:06  CAPFi
the letter O. Scroll from this F-apharma Line RIS _ 2/08/20041305  CAPFi ™
point. File name: [oviD ONLINEOVID) | Open |
Files of type: |Imp0rt Fitters (*.cap) j Cancel

e Click on the browse icon to

the right of the Text file text box El

e Use the Select Text File dialogue to locate the folder in which the file cites.txt is
stored.

e The View Text File button, used to check the contents of this file.

Click Import.
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Adding References from Google Scholar

Note This is not as efficient as using other searching approaches because you get less
information entered into your database and it can be a slower process overall. For
example Abstracts are not added and web links to the database entry are not
available.

Importing one citation at a time

Customize Google Scholar by clicking on Scholar Preferences link
In Bibliographic Manager section use Show links to import citations into, select RefMan
Click Save Preferences

Search using Google Scholar as normal.

Each record displayed will have an Import into RefMan link.

This link will launch an Opening scholar.ris window that that allow you to open the file with
Web Export Helper(default) Reference Manager. Press OK.

You will then be asked to Select Reference Manage Database in a dialogue which allows you
to navigate to the file that you wish to import the citation into.

Importing several Google Scholar citations
This requires that you use FireFox and the Zotero addin for FireFox

Download and install Zetero from www.zotero.org.
Perform your search using Google Scholar.

o _CIICk on the Zotero S Cad |- = sl
Import Icon Wb Images Mideos blags Bewa 'i:.'.'.n_' miaie * — By Cilabgna | Sshotar Preferences | Sane

iz » ool h
Google scholar

e Use the Select Item
dialogue to select the
citations you want to
import. Click OK.

e Select Zotero Acti
Choose Export Library
and in the Format
dropdown choose RIS.

e Save the File and Use
the notes on page A-4
to import this file using
the RIS.cap filter.

Scholar  Aniches sl Feosuits 1 - 10 of about 12,500 (0,12 sec)

Note This information is based on notes from the University of Illinois at Urbana-
Champaign www.library.illinois.edu/biotech/EndNoteGoogleScholar.html
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Adding references via the Keyboard

Note This is the last resort, whenever possible try to locate the reference by electronic
means, even if you have a printed version on the article in front of you.

To manually add references either, select References | New, press the Insert key or click
on the New Reference icon & . The following screen will appear.

* Reference Manager 12 - [southampton Database: Generic Reference ID 167] EI@
File Edit View References Tools Window Help - |[=] =%
& E| s v ET| #EEw FBZUSXH=xa§@é

- | >

Ref Type* Generic -
Ref ID* 167

Title, primary

Authors, primary

Date, primary [ 112009 Other

Notes

Keywords
Reprint Mot in File

m

Start Page

End Page
Periodical

Volume

Title, secondary
Authors, secondary
Issue

Pub Place
Publisher

User Def 1

User Def 2

User Def 3

User Def 4 it

For Help, press F1 NUM

Enter information in to the fields you have data for.

Ref Type* is typically changed from Generic to the correct reference type. This is often
Journal. (You do not need Journal (Full)).

Note To move down from field to field press the Tab key, not the Enter key. The up and
down arrows can also be used.

Title, primary field and enter the title but DO NOT put a full stop (period) at the end of the
title, Reference Manager will insert the appropriate punctuation into your bibliographies
using rules defined by Output styles.

Authors, primary field, It is important to always enter author's names in the same format.
This strict form of entry provides Reference Manager with great flexibility for its various
output formats.

e Enter the last name first, followed by a comma, then the first and middle initials
(separated by periods) or full names.

e Enter a semi colon ; to complete the entry of an author and to enter another. The
semicolon between each author is essential. If an authors name is displayed in red you
have made a mistake, possibly no author initials, entering the authors details

e If the author is already know their name will appear normally.

e A new authors name will appear as blue text Edwards,J.

e When you start entering a name a pop up list of possible authors should be displayed.
This does not appear to work in version 12.
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Date primary, field, This is shown as the current year but can be changed. The date format
can be swapped between a short or long version by clicking on the icon Elin this field.

Keywords, Reference Manager automatically scans the title and notes (after they have been
typed in and saved) and places any word matching an existing keyword into keywords field
list. This feature can be turned off (Tools | Options - General — Scan Titles, Notes and
Abstract for Keywords).

Reprint, you can specify whether the reprint is "In File,” "Not In File," or "On Request."

Journal*, Volume, Issue, Start Page, End Page, are used for the Journal details.
To save the reference, click on the Close B3 button and saved the changes.

Editing references

Information for an existing reference can be changed by either typing directly into the
Reference List window, by Double clicking the reference in the lower, Reference Display,
window by selecting References | Edit.

Remember to Save after modifying a reference.

General Editing features in Reference Manager

Reference Manager provides common word processing functions for fields.
FB/Z7USLX®>xasé

The toolbar provides common formatting functions as well as key
combinations
Key Function

<Ctrl B> Boldface

<Ctrl 1> ltalics

<Ctrl U> Underline

<Ctrl P>  Superscript

<Ctrl S>  Subscript

<Ctrl G> Greek (e.g. <Ctrl G>a = a)

Special Function Keys functions are shown below.

Key Effect in Text Entry
<Backspace> Backspace, delete to left of cursor
<Delete> Delete character under cursor
N Move up a line
N % Move down a line
2> Move right a character
< Move left a character
<Ctrl=> > Jump to start of next work
<Ctrl& > Jump to start of previous word
<Home> Jump to start of line
<End> Jump to end of line
<Ctrl Home> Go to start of text
<Ctrl End> Go to end of text
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