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REFERENCE MANAGER 10

Reference Manager is a personal reference bibliographic management system. It
is designed to keep track of specific references in your field of interest.

This brief class will attempt to cover Reference Manager 10 as it is used with
Word 2000.

At the end of the class, you should be able to do the following:

Work with a Reference Manager database
Create a new one, open an old one, etc.
Add references
Edit references
Activate term manager
Search References
Create a bibliography
Use Reference Manager with a word processor
Insert citations, scan the document, generate a bibliography, cite
while you write

Should you need further assistance, please contact me.

Kathleen C. Blazar, M.S.L.S.
Resources Librarian
216-368-1361
kathleen.blazar@case.edu
(or kch2@case.edu)
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PUTTING REFERENCES INTO REFERENCE MANAGER

There are several ways of getting references from a catalog or a database into
Reference Manager. You can import a text file of tagged citations from a source you
have searched. Some databases will let you export citations directly from the database to
the software program. You can enter references manually. You can use the
retrieval/search method built into the program.

When you search a database and have a set of citations you want to transfer to
Reference Manager, you must remember several important items:

+ Use tagged fields or an output style of a bibliographic citation manager
+«» Save the file as .txt
+ Remember the name and location of the saved file

When you import the references into Reference Manager, you must have the
database open, select the import filter that matches the database or output style you used,
and lastly the name of the file. You can import all the citations, or only what you specify.
You can add specific keywords to all of the citations. You can make notations about
your reprint file.

You can add references manually by going to REFERENCES on the MENU
BAR and then to NEW. Fill in the blanks. Be careful typing! You may also copy and
paste from an online catalog for books. This works very well with EuclidPLUS.

You can search using Reference Manager to import citations automatically. The
catalogs or databases you search must be Z39.50 compliant. Z39.50 refers to a standard
for searching and retrieving information from a remote database. Searching using
Reference Manager 10 will not be covered at this time. Please refer to the manual and
online help for assistance.

Once you have searched a database and saved tagged citations in a text file, you
need to import them into Reference Manager. There are two ways to do this. From the
menu bar, you can go to REFERENCES and then to IMPORT TEXT FILE. The

second way is by clicking on the icon:

i Import Text File
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Then this screen appears:
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When importing text files, there are three very important parts to remember:

s Keep the Reference Manager database open
+«+» The Import Filter
¢ The text file of citations

There are some other options. These include adding keywords, searching for duplicates,
double-checking the journal title or abbreviation, etc. Try them for yourself!

If you have done a search in a database produced by IS, such as the Web of
Science or Current Contents, you can export directly from these databases into Reference
Manager.

For more support, consult the website for Reference Manager:
http://www.refman.com/

TERM MANAGER

Term Manager allows you to easily work with terms in your database. You can edit
authors, keywords, and periodical names. You must open the database as READ/WRITE
EXCLUSIVE to access the Term Manager global editing functions.

If you want to add synonyms, add them and remember to save your work.

Term Manager is important not only for the ability to add your own keywords, but
also to add synonyms for variations on an author’s name — such as initials or full name.
With periodicals, it is important to have both the full journal title as well as the standard
abbreviation. Different output styles require different forms of an author’s name as well
as different forms of the periodical title.

Below are some examples.

¥ Reference Manager - [Term Manager - Homelessness]
File Edit W¥iew References Bibliography TermManager Tools ‘Window Help

O = 2 =
EEmaR
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N Engl.J Med synonym.

MNew England journal of medic

Psychiatr. Sery.
Psychiatric senices (Washinm
Psychal Addict. Behay

WWomen & health
Wyarmen Health
World wide web -

For Help, press F1 UM
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O'Connell J.J. LR 1 | [Homelessness ~
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Freedman M.J | |Synonyms: O'Caonnell J.J A
Gerstel M, O'Caonnell James J.
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Hadley T.R.

Hatchett B.F.

Hofor M Here is an example of an

Levy B.D.

Levy Bruce D. aUthor Where the initials
Loftus Michelle k1

MecMarmara, G and the fU” ﬁrSt name
e are synonyms.

Mojtabai R
O'Connell J.J.

O'Connell James J.
Pantar-Brick, Cathering
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Plant M.A.
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For Help, press F1 UM

REFERENCE SEARCH

There are two ways to find references:
Quick Retrieval
Search References

Quick Retrieval is from the Term Manager. With TERM Manager activated,

highlight a term from keywords, periodicals or authors. Under TERM MANAGER,
choose QUICK RETRIEVAL.
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To search for references in a database, from the Reference menu, select Search
References to display the Search Window. In the Select database(s) field, select the
database to search. You can search a single database, or All Databases. In the Field
column, type or select the name of the field to search. In the Parameter column, type or
select the text you want to locate in the field.

¥ Reference Manager - [Reference List - homelessness Database: Journal Reference ID 12]
El¢File Edi view References Bbliogrsphy TermManager Tools Window Help

=3 B =

ENENE =R

Ref Type* Journal ~

Ref ID* 12

Title Future employment among homeless single mothers: the effects of full-time work experience and depressive

symptomatology

Authors Bogard C.J; Trillo A ; Schwartz A Gerstel N.;

Pub Date* El £2001 Other

Web/URL 8 PM:11459367 i

e The retrieved

Link to Fulltext @]

e T references appear

Image(s) 8l 1 1

gt . in a new window.

15 - 0363-0242
Ref ID Authors, primary Title, primary Periodical =

Bogard C.J. Future employment among horr ¥Women Health

58 Bogard Cynthia J. Future employment among horr Women Health

r 18 Cooke,C.L. Joblessness and hormelessnes: . Nurs. Scholarsh

I 18 Miller P Experiences of being homeless Adolescence

r 16 Maojtabai,R. Perceived reasons for loss of he Psychiatr. Serv.

< [*[\homelessness jRetrieved / JLel 3

0 Marked Reference 1 of 5
For Help, press Fi UM

WORKING WITH REFERENCES

There are many possibilities for customizing references once you have them in
Reference Manager. From TOOLS, you can select REFERENCE LIST DISPLAY.
From REFERENCES, you can RETRIEVE, EDIT, DELETE, etc. Please try it. You
can also generate a BIBLIOGRAPHY, without using a word processor.

One of the more important features of Reference Manager is its ability to work
with a word processor and create citations and bibliographies without typing all the
details. Cite while you write is an add-on to the word processor. You can cite
references while you write your paper, insert the citations and generate a bibliography.
Remember to mark the identifying information about the reference in delimiters:

{ }

If you use insert or scan, the program inserts unformatted citations into your manuscript.
When you generate a bibliography, the unformatted citations are converted to formatted
ones according to the specifications of the chosen output style.

With Reference Manager 10, you are able format the bibliography as you Cite
while you write. Check the Instant Formatting option under Tools.
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Bibliography Setup
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You can export references to a text file for importing to other applications. Some
of these applications are other bibliographic management software, spreadsheets, etc.

The web site for Reference Manager has many faq’s and other helpful hints. You
will also find patches and add-ons. You can also request additional help from this site.

Again it is:

http://www.refman.com/
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