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We appreciate your feedback.

These lecture notes are being updated regularly. However, should you find that the information
mentioned herein is not accurate or you have suggestions for further improvement, we would wel-
come an email to workshop@ub.tum.de.

These lecture notes were published via the following link: https://media-
tum.ub.tum.de/node?id=1144896
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1 Content of the Citavi introductory workshop

In Citavi introductory workshop the following themes, required for the Citavi Advanced Course, are
covered:

e Incorporating references*! in Citavi (rapid entry via ISBN* / DOI *, manual entry, importing
from a database *, incorporating references with Citavi Picker *)

e Displaying a reference list

¢ Working with the Word-Add-In (inserting references in a text document and creating reference
lists in a selected citation style*)

2 Adding references to Citavi

Citavi is fundamentally a reference management program. It allows you to organize, collect and
edit your references. In the reference editor P RErEence: | program area you have several options for
including references in your Citavi-Project *:

Manual input (introductory course)

Quick Entry via ISBN, DOI or PubMed ID (introductory course)

Using of reference lists that contain DOIs or ISBNs (introductory course)
Importing from a database (introductory course)

Importing with Citavi Picker (introductory course)

Searching library catalogs and databases using Citavi

Full text search with Citavi (chapter 2.2)

Importing PDF files (chapter 2.3)

Incorporating web pages with Citavi Picker (chapter 2.4)

10 Adding references via RSS feed (chapter 2.5)

© 0N WDNPE

2.1 Searching library catalogs and databases using Citavi

You can search library catalogs and bibliographic databases * using Citavi. However, you should
note the following:

e ltis only possible to search databases that are freely available on the web. You cannot access
all the TUM licensed databases this way.

o Library catalogs offer additional information on availability of print or electronic resources and
direct you to other results that may be of interest.

1 Words printed in bold with * are explained in the glossary at the end of this document.
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¢ Reference databases are often restricted access, and thus are not automatically available for
searches using Citavi. Even where data sources are freely accessible, it is often the case that
the search interface itself offers more opportunities for a targeted search than Citavi.

e In addition, Citavi only displays a limited number of hits and the criteria by which Citavi selects
which hits are displayed or not are unknown.

A Citavi search therefore makes sense if you already know the data on a book or article that you

want to include in your project, but you do not have the ISBN or DOI.

s Cnline search -

To start a Citavi search, click the Online search button . The Online Search window

opens up (Fig. 1).

B Information Literacy: Online Search - Citavi

T = Gk
Simple online search dp Add database or catalog | #  # K | Autodetect subscribed databases Available wildcards and
search options
=+ Gotoadvanced search Minchen Technische Universitat (TUM)

[ BvB Bibliotheksverbund Bayemn
[JLehmanns Fachbuchhandiung
[CJPubMed *eginning of a ward
[J'web of Science: Stience Citation Index

atthe en® of a ward

Mid*le of aword
h#tale in & word
= MNOT searches
* OR searches
Grouping

= Restricting by year

Search terms

Al fields: -
Authar: -
Title: -
Year range: All years ~ (Toenter other years, switch to the = advanced anline search)

Search

Fig. 1: Online Search

If the catalog or the book trade directory you want to search does not appear in the list, you can
add approx. 4,600 additional data sources via the Add database or catalog button.

At the bottom of the window you will find search boxes for All fields, author, title and/or year range.
If this selection of fields is not sufficient for your search, you can click on the link Go to advanced
search (top left) or advanced online search (bottom right) to open a search form with more com-
plex search options.

At the end of the search, results will all be listed in an import window (similar to the import from a
database), so you can select the references you want and save them in your project.
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2.1.1 Searching licensed databases via IP check

Citavi can search some of the databases licensed by the TUM. A search by Citavi is possible if the
database provider permits Citavi access by IP check. Databases, which can be searched by Citavi,
include Web of Science and Scopus.

To enable Citavi to search these databases ...

o ... from home: you have to establish a vpn connection to the TUM before starting Citavi. Here
you can find out, how to do so: https://www.it.tum.de/en/fag/it-services/internet-access-
eduroam-vpn-wifi/internet-access-eduroam-vpn-wifi/how-can-i-configure-vpn-access/ ...

e ... as aTUM staff member working on campus: the TUM proxy has to be set.

How to set the TUM proxy in Citavi:
Menu Tools - Options = Search =2 Proxy settings = Use this proxy

Address: proxy.biblio.tu-muenchen.de
Port: 8080

User name: no entry

Password: no entry

Click OK and restart Citavi.

Authentication Required: Food Science and Technelegy Abstracts (Cvid5F) 29

The database "Food Science and Technology Abstracts (OvidSP)" is not Authentication required

publicly accessible. Select your authentication method. If your computer is

connected to the network of

@ Authenticate by current IP address an organization that
subscribes to this database, it

is possible that no additional
login credentials are

The test can take up to 30 seconds. necessary (typically, this is

verified by IP address range).
Click Test to check whether

) Authenticate by username and password this is the case. The test can
take up to 30 seconds to

Username: complete,

Password: If necessary, you can enter

Organization: login credentials (typically a

user name and password).
Click Remember to allow
Citavi to store the credentials
for future searches. To
remove saved login
credentials, on the Tools
menu, click Options and then
click the Search tab.

[7] Remember [ OK l [ Cancel

Fig. 2: Database search via IP chek not possible

To start a search use the Search button, select a database and run your search. If Citavi cannot
search the database, the following dialogue box appears, Authentication Required + name of the
database (s. Fig. 2).
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2.2 Find full text search

You can use Citavi to search for the full texts of journal articles that are freely available on the In-
ternet.
In the Reference menu or the buttons bar, select Find full text.

In the Find full text dialog box that opens, select whether you want to search for full texts of journal
articles and newspaper articles of all titles in the project, a pre-designated selection, or only the
currently selected titles (Fig 3).

Bl citavi P
Find full text Find full text
Citavi can find full text for the
for all references v Include references that already have attached files following:

« Journal articles
@ Download full text » Mewspaper articles
* Contributiens in edited
books and conference
proceedings
* Theses and dissertations
[
=" WorldCat helps you
Title Full text - access full text offered by
your library. Learn more.

Save links to full text

Search

Williamson, Kirsty; Asla, Terryl

Information behavior of people in the fourth age: Implications for the conceptualiz... Searching for full text..

2009 — Journal Article

Sharp, Laurie A,

Literacy in the Digital Age Full text downloaded

2014 - Journal Article

Hohmann, tina

Long Term Evaluation of Information Literacy Programme Full text downloaded ‘
2014 - Contributicn —
Strong, Diane M.; Lee, Yang W.; Wang, Richard Y.

10 Potholes in the Road to Information Quality URL found for a website with...
1997 — Journal Article

Trauth, Eileen M.

A college curriculum for information literacy URL found for a website with...
1986 — Journal Article

m

Knapp, Patricia B.

A Suggested Program of College Instruction in the Use of the Library URL found for a website with...
1956 - Journal Article

Hyldegard, Jette

Beyond the search process - Exploring group members' information behavior in co... URL found for a website with...
2008 — Journal Article

I ] [ Add o projet

Fig. 3: Find full text in Citavi

Where Citavi finds a freely available full text, it will be set up as follows:
[Web] + URL + title of PDF file.pdf

[# Localfile - @ Internetaddress | X | G

'@ 11| infarmationskompetenz netpoolf2006_Dannenberg_ZFwliD_Arbido_3 pdf
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Where Citavi finds a full text subject to license, this is indicated in the form of
[Web] + URL.html

[# Localfile = @& Internetaddress | 3 | ik

[&] [iieh] it [OC. oy . 2004026004 html

In neither case is the file stored on your computer. It is only linked to the full text on the Internet. To
save free access full texts in your Citavi project, display the document in the preview window. In
the header of the preview window (Fig. 4), a Save as PDF button will appear. (Until Citavi 4 a yel-
low bar appears with the message Click here to save a copy of this document into the Citavi pro-
ject. Follow these instructions by clicking on the yellow bar.)

[Webkl http://handbuch.io/w/index.php?title=Handbuch_CoScience/Literaturverwaltungsprogramme8istableid=3396 @ QuickHelp
|&| Tools = = Direct quotation L More
Anmelden/Registrieren E
Lesen
. ﬂ
ha nd buch . I o Anmerkungen ansehen
Handbuch e
. . Zm
CoScience/Literaturverwaltungsprogramme bl
< Handbuch CoScience ; E Hauptseite
- Aal
-
o m
DOI: 10.2314/coscv2.11 &
Link zur Open Videc Lecture "Arbeiten mit Literaturverwaltungsprogrammen": g
http://dx.doi.org/10.5446/15180 g
=

Fig. 4: Full text download in Citavi project

The document will then appear in the Reference tab in the following form:
[Citavi] + filename.pdf.

# Localfile ~ @ Internetaddress | » | &

ﬁl] [Citan] Inhalt_080910_BD.pdf

2.2.1 Searching for full texts licenced by TUM

If you wish to search for full texts licenced by TUM enter the following links in the Citavi settings via
the Tools menu -2 Options - RSS / OpenURL (Fig. 5)

OpenURL: http://sfx.bib-bvb.de/sfx_tum
EZproxy URL: https://eaccess.tum.edu
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@ Options - Citavi

General .
Cnline resource access
Folders (O University or organization: Miinchen Technische Universitat Select
Search OpenURL v EZproxy/HAN
RSS / Openurd @ Enter URLs manually
Formatting OpenURL: http://sfx.b|b—bvb.de/sfx_tum|
EZproxy URL: https://eaccess.tum.edu

Fig. 5: Adding links to search for TUM licensed full texts

If you use the Find full text function, a link to Log in to https://eaccess.tum.edu will now be offered
(Fig. 6) where you can log in with your TUM ID (TUM e-mail address + password). Press Login.

B citavi B
Find full text Find full text
Citavi can find full text for the
for all references w»  [] Include references that already h i following:
y have attached files
* Journal articles
@ Download full text * Newspaper articles

« Contributions in edited
books and conference

) . proceedings
Log in to https://eaccess.ub.tum.deflogin « Theses and dissertations

5

=" WorldCat helps you

access full text offered by
| your library. Learn more.

() Save links to full text

Title | Full text |
Strong, Diane M.; Lee, Yang W.; Wang, Richard Y.

10 Potholes in the Road to Information Quality

1997 — Jeurnal Article

Trauth, Eileen M.

A college curriculum for information literacy

1986 — Journal Article

Grafstein, Ann

A discipline-based approach to information literacy

2002 - Journal Article

[m] »

Knapp, Patricia B.

A Suggested Program of College Instruction in the Use of the Library

1956 — Journal Article

Hyldegard, Jette -

Fig. 6: Login for full text search for TUM licenced material

After the login you can close the login window and start your full text search. Please remember that
this is no guarantee that you will find all full texts licensed by TUM. Also the search will take con-
siderably longer.

Please keep in mind, that downloading full texts in a bulk is prohibited by copyright law and may
result in a total block on database access for all TUM members.
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2.3 Attaching, importing and renaming PDFs
Often one has interesting articles stored as PDFs somewhere on the computer already. Some-

times these are individual files, sometimes entire folders. You may attach these directly in Citavi
and replace the often cryptic file names by a descriptive name — the Citavi short title.

2.3.1 Attach PDFs to existing records in Citavi

To attach a PDF file to an existing reference record, there are several options (Fig. 7):

1. Inthe reference tab
2. Inthe preview window
3. With drag and drop

1. In the Reference tab (blue labels)

Select the appropriate reference and open the Reference tab. At the bottom of the window, select
Local file and browse to the file to attach on your computer.

2. In the Preview window (orange labels)

Select Add local file in the preview window and select the file to be inserted on your computer.

| Information Literacy (5): Reference Editor - Citavi

File Edit “iew References Citation Lists Tools Window Help
op Reference - * Refrieve by ISBM | % g} Online search = | Search | |13 Save project bibliography = (5 Print = [ Table (2 Cite~ ' Thought = [0 =
it Re = ;5‘ Knowledge 37 Tasks Eco 2010 - 'Wie man eine wissenschaftliche Abschlufarbeit
» iGF E?_‘,l T Goie.. (CLd @ @ O\fer\rieoment Context | Quotations | Tasks & locati.. @ Quick Help
EC&E Y Refarance type Boak A |G | e -
Eco 2010 ¥ Author: Eco, Umnberto
Eco, Umberto: Hie man eie 1 Title: Wie man eine wissenschaftliche
wigsenschatiiche Abschivdarberd Abschlukarbeit schreibt reference
gehysist Doktor: Dipfom- und M Suhtitle: Duoktor- Diplom- und Magisterarbeitin den |
iagisterarbeit in 0en Gelstes- und Geistes- und Sozialwissenschatten [#B  Addlocal file
SozigiwTssensohatien Wien, v
Tile supplament @ Add Internet address
Ditlevsen, Heike; Fischer, Bettina = Callaborators:
Das neue Forbildungsportal fr Biblioth ~ Organization:
20045 - Contribution ear: 2010
Ditlevsen.2005 Place of publication: Wien, Heidelberg -
Eco, Umbarto Fublisher: Facultas.wuw; diller 4
Wie man eine wissenschafliche Absc Mumber of valumes E
2010 -Book Edition:
. Drag&Drop
Eisenberg, Michael B.; Lowe, Carrie A Wolume in the series: 1612
Information literacy essential skills for th I1SER: 970-3-0252-1512-5
2004 - Book Companion website: 0
Eisenberg.2004 Arcess dale
Erpenbeck, John; Rosenstiel, Lutz von
Kompetenz: Modische Worthulse oder i BibTex kev: Eco2010
2005 - Journal Article
Erpenbeck2008 [# Localfile = (@& YJntemet address | 2 | G
Euler, Dieter; Wilbers, Karl
Radikaler, bologna-konformer Change
2006 —Journal Article E|
100 references total 100 references shown 1 reference selected Citation style: DIN 15606 Teil 2 Kapitalchen #133 Solo project

Fig. 7: Import PDFs
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3. With drag and drop (green labels)
Select the appropriate reference and open the Reference tab. Select the desired file(s) on your
computer and drag and drop it/them into the lower part of the Reference tab.

2.3.2 Importing individual PDFs or entire folders

If you have already conducted a research and saved articles as PDF files on your computer, you
can now integrate these into your Citavi project. Citavi allows you to import both individual files and
entire folders.

Go to Import in the File menu.

In the dialog window What is the source of the data you want to import? select PDF files.

In the dialog box Source for PDF import, select either Single file or Folder of files.

In the File options area, you can determine whether files are to be moved, copied, or linked.

Generally, it is advisable to copy them into the Citavi project. Additionally, you can replace the

file reference with the Citavi short title during import. The Citavi short title consists of author,

year and title, and may thus be more meaningful than some of the filenames for downloaded

files.

5. In the next dialog window, all PDF files located by Citavi in the selected folder are displayed.
At this point you can remove unwanted files. Then go to Next.

6. In the following final dialog window you can see the bibliographic data Citavi was able to lo-

cate for the PDF files. This could look e.g. like this (Fig. 8):

LR

P2 Information Literacy (9): Import - Citavi

Import Import

To add all displayed

references to your project,
GG b references imported successfully. click Add to project.

4  PDF import B referances

To add specific references
only, first select the
carresponding checkhoxes
and then click Add to
project.

[] Author or editor Year Title Duplicate

O - 0317-04_Saur_BFP_28_1-0
bl WWindows-Benutzer Ya4B.8245
e

Focusing on quality reference service.

=

=)

=)

[ Karnaralzarman, Suzinor; Kau 2009 Guality Management of Reference Services in Malaysian
[0 Arndt, Theresa S. 2010 Reference setvice without the desk
[0 Kocevarweidinger, Elizabet 2010 Wiy and how to mystery shop vour reference desk
Import again ] ’ Add to project ] [ Cancel

Fig. 8: Importing PDF files
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For some files no authors or titles could be located. These will need to be reworked manually.

How does Citavi assess data?

If Citavi locates a DOI, it searches through the service CrossRef for the bibliographic information
on the article. In addition, the metadata on the PDF file will be assessed. However, in many cases
this may not be very helpful. Thus, for example, the author name in Figure 8 is "Windows user".

Check your data carefully, therefore, when importing.

2.3.3 Renaming PDF files

PDF files that you download frequently have unintelligible names such as "9846.8245.pdf" (Fig. 8).
Citavi allows you to replace this file name with a Citavi short title, which consists of the information
on the author, year of publication, and title.

Replacing the title during import using Citavi short title was explained in the previous section. You
can repeat this procedure for titles already included in your project:

1. Option: go to the Reference menu and click Change short title

2. Option: Click the cog at the bottom of the Reference tab (Fig. 9). Select Rename files with the
Citavi Short title ...

Copy files into the Citavi project. ..
howve files into the Citavi project. ..
Savefiles as...

Rename files with the Citavi shor title

[# Localiile = @ Internet address | X E

'EI [Citawi] Inhalt_0805810_BD. pdf

Fig. 9: Renaming PDF Files

From the following dialog box select whether only a single file, all files in the selected record or all
the files in the project are to be renamed (Fig. 10).

Citavi
7+ Selectthe files to rename:
@

() The selected file

() The files in the selected reference

() Allfiles in this project

[ Ok l [ Cancel

Fig. 10: Renaming PDF files I
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2.4 Incorporating web pages with Citavi Picker

Citavi Picker enables you to incorporate web pages comfortably. If you right-click on the web page
that you wish to add to your Citavi project, a context menu will open (Fig. 11). Choose Citavi Picker
and Add web page as reference and the website will be incorporated as an Internet document in
your project. Citavi does this using the metadata stored on the web page. This means that you
may have to correct or complete the data. Therefore it is best always to check all fields.

A special feature in Wikipedia: Citavi always stores two Internet addresses: one at which you can
always find the current version of the article and another at which the article was accessible at the
time of inclusion in your Citavi project. It is important always to specify the version from which the
guote was taken.
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Tag der offenen Tir an der
IBS am 18. Januar

die groften Fallen der
zu diesem Zeitpunkt
rrit Studenten zurick

agen missen Sommersemester 2013

Internationales
Management
Auslandssemester, Fremd-
sprachen, B Studientichtungen

Eca, Umberto

Wie man eine
wissenschaftliche
Abschlussarbeit schreibt
Doktor-, Diplom- uncd
Magisterarbeit in den Geistes-
und Sozialwizzenschaften
13, Auflage, 2010
UTBfacultas wuy Wien

iSEN: 978-3-8252-1512.5 29
287 Seiten, EUR 15,90

afiir spricht die 13.

n selbst wenn sich die
t und die neuen

eiten deutlich

E wie Wissenschaft

Fit fiirs Medizinstudium?
“orsemester Medizing
Biomedizinkurs

Ingenieur-Studium Energie
Bewerbt euch an der
Hochzchule Biberach!

he die Grundlage des
sich ein Thema? Wie

. . Maschinenbau am OHM
Literatursuche vor? Wvie

Jetzt fir's Sommersemester
2013 berwerhen!

g bringen Licht in das, was eine Abschlussarbeit
= = 3 Studierende

nimmt Eco
Add Screen as Screenshot ¥ bten Themen
sind
Settings arf nie
) ner anderen
Hints Beispiele
Start Citavi
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2.5 RSS feeds

RSS feeds keep you informed about new posts on a website, new articles in a journal or new arti-
cles regarding your research topic in a database. Citavi offers an integrated RSS reader. New RSS
feeds are displayed on the Citavi welcome screen on the right (s. Fig. 12).

Save the feed URL in Citavi to subscribe to new feeds. To do this follow the link RSS tools link on
the bottom right of your Citavi welcome screen or open the Tools menu, go to Options and choose
the tab RSS/OpenURL.

{ 7 + Citavi 6 Welcome Screen

Crtavi6 $ 00

Organize your knowledge.

Recently opened projects News
il DEMO Food Quality - A Global Challenge (5) New to Citavi? i
- L . These eight videos will introduce you to working with |:|
Il Citavi_Aufbaukurs_Robotik Citavi 6. [Read more] E
& Mediation_Import Citavi 21.02.2018 (%)
. DEMO Inf ion Li On the Periodic Orbits of Four-Particle Time-

nformation Literacy Dependent FPU Chains
il DEMO Food Quality - A Global Challenge (3) We study the existence of the periodic orbits for four-

particle time-dependent FPU chains. To begin with,
taking an orth... [Read more]

Advances in Mathematical Physics 22.04.2018 (X)
Solitons and Other Exact Solutions for Two Nonlinear

PDEs in Mathematical Physics Using the Generalized
Projective Riccati Equations Method

We apply the generalized projective Riccati equations
method with the aid of Maple software to construct
manv new solito... [Read morel

Citavi 6.0 - License e MNew project 0 Open project [ : RS5 tools... >

L A

Fig. 12: Citavi welcome screen with RSS feeds
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Where do | find the feed URL?

If a database or website offers RSS, this is indicated with this icon m To subscribe to an RSS
feed follow this icon. In most cases, a page like the following (s. Fig 13) opens up.

IrQatei Bearbeiten Ansicht Chronik Lesezeichen Extras Hilfe ==l ﬂ‘

7 Search: I WOS for EndNote % | +

y
St I &P rss.webofknowledge.com/rss?e=b87 cfcfaa25d4748 Bic=87d5dea3delbebel03f1fdbI5ad50082 c 4 ﬁ ﬁ ¥ i N v Google » =

53 Diesen Feed abonnieren mit | E5] Dynamische Lesezeichen 'l

[7] Feeds immer mit Dynamische Lesezeichen abonnieren.

Jetzt abonnieren

Search: IK_WOS for EndNote

RSS feed from Thomson Reuters Web of Science

THOMSON REUTERS

Information literacy: A cornerstone for open distance learning at the University of South Africa

Title: Information literacy: A cornerstone for open distance learning at the University of South Africa
Author(s): Mnkeni-Saurombe, Mampombe

Source: JOURNAL OF LIBRARIANSHIP AND INFORMATION SCIENCE, 47 (2): 156-165 JUN 2015
Document Type: Article

Fig. 13: RSS feed in Web of Science

Copy the URL and paste it into the field Feed URL in the RSS options (s. Fig. 14) and click Add.
The RSS feed is saved / subscribed to. From now on your will be notified about new post and
articles on your welcome screen in Citavi.

f il
Options - Citavi ﬁ
General Cnline resource access RSS
Eolders Add RSS feeds that you want
OpenURL: http://sfx.bib-bvb.de/sfx_tum to subscribe to. To
Search EZproxy URL: unsubscribe from an R5S
feed, select the feed address
RSS / Openlr and click Remove.

If you marked iterns as read

Ordering RSS on the welcome screen, you
| . lick Show hidden RSS
Feed URL: can clie
I Scanner to display them |
: » http://irights.info/feed Add again. |
ormattin

W ? Refer to the manual for [
My feeds: additional information. il
http:/firights.info/feed y

http://link.springer.com/search.rssifacet-content-type=Articleffacet-journal-id=109028&channel ..
http:/ fwww.b-i-t-online.de/bitrss.cml

http://syndic8.scopus.com/getMessagefregistrationld=ADGHBEGOHBFGQBDICDHMAIHOAHHP..

Remove
LI

[ Show hidden RS5 messages

OK ] [ Cancel

L = =

Fig. 14: Entering a feed URL into
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If you want to subscribe to a search query, you might be asked to hame your query before the feed
URL is displayed. This helps to distinguish between different search queries in the same database.

3 Organizing quotations and references in Citavi

Knowledge organization = Knewledie s the central program area if you want Citavi to give assis-
tance when writing your work. This enables you to capture content along with the references that
you have accumulated.

The following useful features will help you to organize the references that you have included in
your Citavi project, and to keep track of them:

o Keywords
o Categories
e Groups

e Labels

o Filters

e Search options
e Table View

3.1 Keywords, categories, groups, labels, filters & search options

Keywords @&

Keywords can be assigned to each reference in the context tab in the middle of the window. Key-
words are usually content descriptive terms, a table of contents in single words if you will. All terms
that you have entered in your project as a keyword will be saved. Once you start entering a new
keyword in the keyword box, a list of all previously assigned keywords appears. You can - as de-
scribed above - filter and search by keyword.

Categories =

The Citavi categories are a good tool to map the outline of your scientific paper. To have a good
overview on how much literature you have collected for each chapter already, assign the catego-
ries in which you want to cite your literature to each source.

Moreover, you have all references you want to cite in one chapter at a glance when writing on a
chapter. You can assign as many categories to one reference as you like.

Groups
Groups in Citavi work the same way keywords do. Like keywords groups are not hierarchical. The
group names can be managed in the corresponding list, just as with keywords.
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Unlike keywords, you can use groups not just to organise your references according to subject but
to any form of category you would like. You could use groups to document your progress or your

next task (e.g. acquire, read, excerpt, check) or to mark the relevance of your citations (important,
negligible, contradictory, etc.). In addition to that they can serve as grouping criteria (chapter 4.4).

Labels

For marking your references, you have two labels to choose from: red labels (flags) ¥ and blue la-
bels (hoops) O, The meaning of these labels is not predefined - you can define them for yourself.
To assign a flag or a loop to a reference, or to remove the label, left click in the reference list on
the appropriate icon. If the labels do not appear in the reference list, you can insert them using the
Show labels command, which appears when you click on the gray cog % in the upper left naviga-
tion pane in the reference list.

Filter "/ )

The filter function can also be found in the navigation pane top left. Above the icons 7 and S cre-
ate a selection of references that you have assigned to one of the labels. Using the icon \‘3, you
can filter references by keyword; the & button is used to list all the references that you have clas-
sified into a specific category*. Clicking the filter symbol “ will make further criteria available by
which you can display sources from your reference list. You can, for example, filter by reference
type or author.

Search options

Using the * =" putton you can search your project for references that match specific criteria. In
the window that opens when you click this button, you have a quick search with a search field and
an advanced search option available. Using the advanced search, you can restrict your search to
certain fields (e.g. author field, reference field) and combine your search criteria to create a com-
plex search query (Fig. 15).

B Information Literacy: Search - Citayi g@@'

Quick search Advanced search Advanced search

Combine fields for fine-grained
Search criteria: searches.
Link search terms with operators:
OF =Aor B=maore hits
A=ga Whaole words onl Equivalent characters (2.9, §=a8)  Customize... AMD = Aand B = fewer hits
4 = v M Ea g ! MOT= Awithout B = fewer hits

Do not farget about parentheses with

{ Search field For 3 OR-AND combinations:
(a: Smith OR a: Jones) AND t: logic

Search

? replaces one character.

-
AMD M v M7 7er= Meyer, Meier, Miner. ..,
AND A A * replaces any number of characters:
AND - - h*er = Waker, Waster, Miller. ..
AND - - Use > and < signs:

P =Y {finds periodicals starting with
Add condition Clear all fields

]
d: = 111800 {finds publications
hefare 1900)

To search for publications fram 2000
to 2008:

d: == 2000 AMD d: == 2008

UUse!and * to find empty or non-empty
fields:

v, Hinds references without a year

o *finds references with quatations

Fig. 15: Advanced search function
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Table View

Clicking on the [ Table pyytton will open a new window in which the most important data about the
references in your project are displayed in tabular form. You can organize the display according to
your own requirements. You can add or remove columns and assign labels. The table view can be
exported to Excel (Fig. 16).

0 DEMO Food Quality - A Global Challenge (3): Table View - Local project - Citavi = = %
File Edit View References Lists Window
i Columns [BH Group | X | E] Findfulltext 4 Search | (3 Projectbibliography + (3] | 9= Quote v | ( Refresh
@J F O Author, editor or organization Year derived  Title Subtitle E;
GIPlOl | oioiswseais I
@J J Focusing on quality reference service, |E|
@J Larsen_Improve-service-quality_1998 M
@J Quality reference service: A preliminary case stud
@J Roesch_Auskunfizsintensiew
@J Schubert_Cualitaetsstandards
@J Spribille_Wahrscheinlichkeit-Auskunft-50-50
@J | | Agbaraji, Emmanuel Chuks; Cchulor, D | 2012 Food and drug counterfeiting in the developing n | The implications and way-out
| | Albala, Ken 2015 The SAGE encyclopedia of food issues
@J || Armndt, Theresa 5, 2010 Reference service without the desk
i | Barlow, Susan M.: Boobis, Alan R.: Brid | 2015 The role of hazard- and risk-based approaches in
| | BBC Two Scotland 2016-01-21 | Tomorrow's food
| | Bishop, Mac William; Werschkul, Ben; 2013-02-21 | Truth in seafocd labeling
| | Bitzics, Michail; Jack, Lisa; Krzyzaniak, [In press] Dissonance in the food traceakility requlatory env |E|
] < | m | r o]
80 references total 80 references shown 1 reference selected

Fig. 16: Table view
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3.2 Creating and managing categories

File Edit View Knowledge tems Citation Lists Tools Window Help

5P Knowledge iterm ~ Lg Addcomment | ¥ X 4 Search (53 Save compilation ~ & Frint - 2 Cite =, Thought =
97 Tasks ledge items
*r & = &} Goio. . (Cir£) Q90

Information literacy requires independent learming skills [DE]

B+ s e o

G Golo... (Clif AlE)

Definition “informal leaming" [DE]
Definitian "information literacy” by ACRL - USA [DE]
Definition "information literacy” by SCNUL - UK [DE]

Perfarmance eriterion for information literacy sourses: integration into &

(Al (34)
(No categories) (1)

=1 Definitiong
1.1 Infarrnation literacy (10)

1.2 Media literacy (1) Quality loss caused by narowing to a few popular sources of informatio

- die

@ oauickHelp

literacy requires independent learing skills [DE]

"+ Kontrolle der eigenen Emotionen, wie 2.8, Unlust am Lemen oder
Ablenkung,

Bewdltigung von Misserfolgen,

= Fahigkeit, die Lemumwelt 5o einzurichten, dass sie das Lemziel nicht

gefahrdet,

= die Kamipetenz, Infarmationen eystematisch zu guchen und zu beschafien,
2u

1.3 Computer literacy (2
1.4 Gelf-leaming literacy (1)
=2 Findings ahout infarmation Iiteraey
2.1 Empirical research (7)
2.2 Opinions {5}
=3 Infarmation Iiteracy specifics (1)

Example: Lack of competence to evaluate a source [DE]
thon moty information age has not yet started [DE]

Key principles of information management

The mast elusive of writing blocks masguerades

Urnlauf, konrad (2003);
nd Ls

bewerten, sich einzupragen, unteteinander zu verbinden und in das
vothandene Wissen einzupragen,

«vor allemn die Fahigkeit, den Lemprozess zum richtigen Zeitpunkt tiberhaupt
erstau initiieren.”

, L
Institut fiir il der Humboldt-

3.1 Recognizing information needs Sharpless Smith 2010 - Web based Instruction

3.2 Farmulating information needs

3.3 Finding information providers (1)

3.4 Using retrieval toals (2)

3.5 Evaluating search results (3

3.6 Saving and organizing search results

3.7 Applying results to problem resolution

3.8 Presenting the proklem resalution (1)
=4 Training methods (3

4.1 Onesite training

4.2 E-Leaming (1)

Finding: Students do not have a seareh strategy
Relationship: information f reading / media iteracy [DE]

Information growth is exponential and explosive [DE]

Finding: In three years, the amount of stored information doubles [DE]

Sample calculation: Scientific information from one day would take 1.5

Too much informeation makes you sick, unpraductive and unhappy [DE]

Symptoms o information fatigue syndrome [DE]

Definition "information literacy” by ALA - USA
& Computer literacy helps to achieve personal

The amount of available infarmation is expl ion new article.

S|

V=J Infarmation acquisitiveness under manage

& Digitization changes the handling of information

& Information overload should be called data overlaod [DE]
@ Data guality drops constantly [DE]

2 Learning objective: coping information overload [DE]

7 Criteria for assessing the trustworthiness of a source

B Definttion “information literacy” by ACRL - USA

& Difference "infarmation literacy’ vs "bisliographic instruction®
& Information literacy is not restricted to library resources

# Demand: library instruction shauld be waven into curriculum
Communication literacy is the highest skill level

& The hook wheel - a first atternpt to fight the flaod of information
(/41‘ (Funj Librarians Do Gaga

1 selected

Fig. 17: Program area Knowledge Organization

1. Toolbar in the program area knowledge organiza-
tion

When changing program areas (Fig. 17, 1), the buttons
that are offered in the toolbar will also change (17, 2).

2. List of keywords, categories or groups (left col-
umn, Fig. 17, 3)

As with the reference list in the reference management
program area, in the left pane of the knowledge organi-
zation a list of categories will be shown (Fig. 18). The
categories structure your knowledge items* and can, for
example, map the structure of your work. Obviously, in a
new project, no bullet points will have been created. Us-
ing the buttons at the top of the column you can insert
new bullets %?, and in the categories available, change
the order # % as well as level of bullets (# promote, =
demote). The knowledge items that have been assigned

Universitét zu Berlin. Betlin (Berliner Handreichungen zur
Bibliothekswissensehat, 117). Available online at htp I ib. hu-berlin.ded
~kumlauhandreichungenl 17, updated on 16/10/2003, checked on
30/01/2009. (pp. 5)

il References

&~ B
Bl +

v - v

Knowledge REMEFEE

(AN (39
(Mo categories) (8)

1 Scientific theoretical basics (14)
4 . 2 Definitions
2.1 Information literacy (5)
2.2 Media literacy
2.3 Computer literacy (3)
3 Findings about informaticn literacy (1)
4 - 4 Information literacy specifics (1)
4.1 Recegnizing informaticn needs
4.2 Fermulating infermation needs
4.3 Finding informaticn providers
4.4 Using retrieval tocls
4.5 Evaluating search results (1)

4.6 Saving and organizing search results

Fig. 18: List of categories
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to a category are moved at the same time. The numbers behind the bullet points indicate how
many knowledge items have been assigned to a category.

In addition to sorting by categories, the collected knowledge items in the left column of the program
area are also sorted by keywords or group. Click in the column header on the keywords or groups
icon.

3. List of knowledge items (middle column, Fig. 17, 4)

In the middle column, the accumulated knowledge items will be displayed according to the se-

lected category. Again, you can change the order of entries ##. Additionally, the ¢ Meertsusheacing

button can organize your knowledge items by subheadings.

4. Preview (right column, Fig. 17, 5)
In the preview area, the contents of the knowledge item are displayed.

3.3 Recording and assigning categories to knowledge items

Citavi recognizes seven different types of knowledge items. Five knowledge items are directly re-
lated to a source:

« Direct quote * 7o Direct guotation...

Text is taken unchanged from source

e Indirect Quote * 7 Indirect guotation...

Text is paraphrased
e Summary Il Summary...

Main points of a text

e Comment * e Comment..

Either the source itself or another knowledge item is commented on

o Image or file citation € mapeoriie...
A digital or digitized image or file (from source) referred to

The other two knowledge items are independent of a particular text. Using them, you can retain
your thoughts and ideas about content.

e Thought * (text) « Thought
Note down the ideas that come to you in the course of your work

« Thought (image or file) @ Thought (mage orfle)
Capture a link or an appropriate image

The '« Thousht pytton, which allows you to incorporate text, image or file citations, is included in
each part of the program as the last item on the toolbar.

You can create new knowledge items, connected to specific references, in three places:
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1. The " Knowledgeftem by 161 in the toolbar of the knowledge organization program area. If you
choose this route, first select the reference to which you refer.

2. The Knowledge items menu (only in the knowledge organization area).

3. Inthe reference management program area for each reference in the tab Quotations (middle
column).

The window that appears when you want to incorporate a new knowledge item is the same for all

knowledge items (Fig. 19). In the following screenshot the example of the knowledge item

s Indirect quotation. . is shown.

i Information Literacy (2): Quotation “[Core statement missing!]" - Citavi = | B |,

File Edit View Fermat Table Window Help

d|ok BE H @ B / U A 5= = & #|¥-
alla aa | [ () w0 = | W M R wm e ome 20 | [] () B OB K
Abaturov, Popel et al. 2008 - Exploration of the viscosity temperature Core statement
o - The central idea of 2

Type: # Indirect quotation v quotation, formulated as

Core statement: | concisely as possible:
Smith disproves Miller's
theory

Text: ! .
Contrast: Information -
Knowledge

P ) ) There are no innate learning

age range: types

Keywords: If you do not write a core

staternent yourself, Citavi
Categories: inserts the first words of the
quetation here.

Modified: g, 18.03.2014

aK Cancel

.

Fig. 19: Incorporating knowledge items

The window is made up of different fields:

o First of all you will find the short verification of the reference, to which the quote is connected.
This does not happen when including a thought

e The type of quotation which you can change at any time later.

e Core statement: The core statement is the name given to the particular knowledge item and
appears in the middle column of the knowledge organization program area . If you do not write
a core statement yourself, Citavi inserts the first words of the quotation here.

e You type the actual text in, either by hand or by copying it into the field. You can then edit it fur-
ther. Some options are directly available to you in the toolbars at top of the window: You can
add brackets or ellipsis, or change the font.

o Please note: You must insert quotation marks for direct quotations yourself; they will not be
inserted automatically!

¢ In many citation styles, the citation is specified in the text with the page number from which a
quotation is taken. In addition to page numbers, column numbers or paragraphs can be en-
tered. Instead of Arabic numbers, letters or Roman numerals may be used. This adjustment
can be made by clicking on Page range.
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o Keywords: Assign keywords to your knowledge item. In the knowledge organization program
area, you can show your knowledge items sorted by keywords. Once keywords have been in-
corporated in your project, you can look them up by clicking on keywords.

o Categories: Specify where in your text a quotation is to be assigned. If you click on the term
categories, a new window opens with all previously created categories.

e Groups: Sort your quotations into groups. When creating a new group you will be ask, whether
you want to create the new group for your literature, your quotations or for both.

e You can assign a knowledge item to as many categories and subcategories as you wish.

¢ The field Modified is automatically loaded with your initials and the date of the last modification.

3.4 Annotating PDFs in the preview window

Text passages and images to be saved as a knowledge items can also be generated from the pre-
view of the document in the reference management program area (Fig. 20).

[Citavi] Weber 1919 - Wissenschaft als Beruf (Auszug).pdf (C:\Users\ga57 nan\DocumentshCitavi 5\Pre

= Tools ~ (|Ik L & £ =) Direct quotation = (ZJ [ Task - "-;1|:|'Ev|
@ Keywords W
[£] Abstract A

Table of contents

|l Search bibliography

Fig. 20: PDF annotations in Citavi's preview window

Here you have the following options for processing content (Fig. 17, left to right):

e Text selection

e Snapshot tool

e Highlighter (yellow): Highlights text without saving it as a knowledge item

o Highlighter (red) / quick quotation saver: Highlights text and saves it as knowledge item without
saving the exact content. The location of the quotation will be saved including the core state-
ment but without the actual quotation text.

Having marked a passage, it can be saved as:

¢ Direct quotation
e Indirect quotation
e Summary

e Comment

e Task
e Abstract
o Keyword
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e Table of contents

TUTI

More information on how to analyse PDFs with Citavi is available here: https://www.citavi.com/me-

dia/1341/citavi 6 analyzing pdfs.pdf

3.5 Standardizing entries

Different databases often store data in a variety of forms. It
may happen, for example, that when importing from one da-

Lists| Tools Window Help

tabase, the name of a particular journal appears in full,
whereas another database may provide you with a refer-
ence for the same journal, but only in an abbreviated form.
In your reference list at the end of your work these differ-
ences must be rectified. Citavi manages the terms of some

input fields in lists *.

You will find the automatically created directories in the

menu bar under Lists (Fig. 21):

Fig. 21: Available lists

@ Kewnwords

B cCategories

4= Persons and organizations
=l Periodicals

il Publishers

il Libraries

fil series

In the lists, incorporated items are displayed in alphabetical order. In the following we deal with the
list of Persons and Organizations (Fig. 22). All other lists are edited analogously.

-

n DEMO Information Literacy: Persons and Crganizations - Citavi = = 2
File Edit Perscns Window Help
g New .7 Edit JL Merge X S | Goto.. (Ctri+E
[&2] Pierson, Matthias Ff
= (g poplebl2l n List of persons and -
[E=] Projekt Refairenz DIETEE RIS
&g Rader, Hannelore Thlsll_st provides an
overview of all the persons
RadEr_. Hannelore B. and organizations in the
|&=] Ragains, Patrick current project.
[&z] Rathemacher, Andrée J. To quickly find a specific
— Rav Kathry name, start typing it in the L
""—jIR;"d i L'}” . Go to field. 3
& ) E_) = J.nne ' Double-click the name of
&< Ribing, Rainer a person or organization
[83] Ried|, Adrian von = toeditit.
|&=] Rieh, Soo Young Click Mew to add a new
2 Robertson, | person or organization to
ld] Robe 5:::-n_- ames the list or Select unused to R
|a=| Regow, Faith find persons or
[&z] Ross-Larson, Bruce Clifford | rl organizations with no -
" =

L

Fig. 22: Lists of persons and organizations
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In the list view, you can add new entries using the gl NEW 1y tton. To complete or correct infor-

mation in existing entries, select them with the mouse and click «

* Edit

. Please note: If a citation

style requires that first names should be given in abbreviated form, Citavi implements this automat-
ically. There is no need at this stage to make a correction to the name as written!

The ®, which you see in front of many entries, indicates that references are connected to this en-
try. When you click on this icon, the respective references appeatr.

If there are two entries for the same person (as in the example above: Rader, Hannelore and
Rader, Hannelore B.), you can merge the two names into a single entry. Mark the corresponding
entries with the mouse (select multiple entries by holding down the CTRL key on your keyboard)
and then click 2t Me@e |y the window that opens you define the form in which the names should
be merged — subsequent re-editing is possible at any time. All references that are affected by the

name merge will be corrected automatically.

Useful add-ons:
e Correct author names in all caps
e Import journal abbreviations

4 Referencing in Word

4.1 Inserting quotations in Word

You can insert your quotations into your manuscript by and
by. To do so you use the Word add-in just like when citing ref-
erences. The basic use of the Word add-in was introduced in
the Citavi introductory course.

In the Word-Add-In the contents of your project are organized
in four tabs (Fig. 23). Using the Reference tab, you will find
the list of all sources so that you can insert references into
your work with a single click. In the Knowledge tab, you find
all quotations, comments and ideas you saved in your project.
As with references, you can now insert knowledge items into
your work with a single click or using the button Insert. The
text of the quotation or thought appears in its final form and
may be edited safely. Only field codes, which indicate the
source of a reference — cannot be changed.

Citavi

View ~ | Search knowledge it

7 Insert (7 Insert advanced ~

Ra’eren(esl Knowledge |Chaptars| C\tatmnsl I

- X

4 1 Definitions
4 1.1Information literacy (13
Definitions
fadFinding: Students do not have a search stratzgy|
= Information literacy is not restricted to library resources
(2 Definition "information literacy” by ACRL - USA [DE]
|2 Definition "information literacy" by ACRL - USA
& Definition "information literacy” by ALA - USA
|2 Definition "information literacy" by SCMNUL - UK [DE]
Relationships & Differences
@ Relationship: information / reading / media literacy [DE]
\& Difference "information literacy” vs "biblicgraphic instru...
1= Communication literacy is the highest skill level
Prerequesits
(& Information literacy requires independent learning skills ...
4 1.2 Media literacy (1
@ Relationship: information / reading / media literacy [DE]
4 1.3 Computer literacy (2
@ Computer literacy helps to achieve personal goals
#) The book wheel - a first attempt to fight the flood of inf...
4 1.4 Self-learning literacy (1
(= Definition "informal learning" [DE]
1.5 Neue Kategorie 2. Ebene
4 7 Findings about information literacy
4 2.1 Empirical research (9
Information growth
@ Finding: Students do not have a search strategy
@ Finding: In three years, the amount of stored informatio...
\& The amount of available information is exploding: 1.2 mi...
& Information growth is exponential and explosive [DE]

@ Sample calculation: Scientific information from one day ..

[T ——

Fig. 23: Word-Add-In
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If you would like to add information to your citation, e.g. E R o= > X |[e]
page numbers, you can do this by using the button Insert .. sy H
advanced (see Fig. 24). In the menu that opens, you can Referenc wick insert
add page numbers to the field Page range. Additionally, o |[ (Person) || (Yean _||_Person (Vea)
you can change the display of your citation in your text. s204
You might for example want to refer to your source in an ED Venronty
introductory sentence as Person (Year), excluding the au- ED Person only
thor’'s name from the brackets. .2 g ;opa,::m:ses
4.2 Im-/exporting outlines SN

Prefin
The categories in the program area Knowledge Organizer o
in Citavi are well suited to reflect the outline of a scientific et {;gbml :}
paper. Whether you have created your outline in a text Siblogephy et (Dcfan 3
document and now wish to import it to Citavi or have cre- — - -
ated a category system in Citavi that you want to export to ot opton — -
your text document, both are possible. . (et -
4.2.1 Importing outlines

_ Fig. 24: Inserting citations and sources
In the Knowledge Organizer program area, go to the Cate-  with additional information

gories view.

Click on the small cog and then on Import category system. Specify where you want to import your
category system from, e.g. a Word document, and then select the appropriate document on your
computer.

i References BaalSaGEEREN o Tasks

All categories that are not already in the project will

be imported. This means that existing categories will Keywords
remain in the Citavi project, and new ones will be
added at the end of the list. If you have created, ex-

B« # @« = |8 coie. (ChediS

ported, and changed your category system in Citavi, tAll) (34)

and now import it again, category name changes will (Mo categories) (0)

not be adopted as Citavi will not recognize them as

already existing categories. The renamed category =1 Definitions

is considered new and attached along with other 1.1 Infarmation literacy (10)

new categories at the end. For this reason, it is ad- 1.2 Media literacy (1)

visable, if you want to edit a category, to do so in 1.3 Cormputer literacy (2)

Citavi and insert this category again into your Word 1.4 Selt-learning literacy (1)
document. 1.6 Zusdtzliche Kategorie 2. Ebene

The prerequisite for importing a Word outline as a Fig. 25: Categories in the knowledge organisation area

category system is that headings in Word are for-
matted as headings.
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4.2.2 Exporting Categories

The categories in Citavi can be exported to Word, OpenOffice Writer, ConceptDraw, Freemind and
Mind Manager for further use as an outline. To export your categories from Citavi, go to the pro-
gram area Knowledge Organizer in the Categories view. Click on the small cog and select Export
category system and e.g. ... to Word.

Via the Word-Add-In, you can insert your categories more easily into an open Word document. To
do so, go to the Reference tab and select a category. Right-click to open the context menu. In the
context menu, choose Insert categories and knowledge items | All categories without selecting
any further options. Alternatively, you can export categories from Citavi directly, which automati-
cally creates a new Word document.

4.3 Creating Citavi compilations - From idea to text

You can display all collected knowledge items, or a selection of them, in a document that can, for
example, serve as a basis for your work. When suffering from writer's block, this feature can serve
as a useful way of overcoming the daunting "blank page".

To do so using the Word-Add-In open the References tab, choose a category and right click to
open the context menu. Choose Insert Categories and knowledge items [ All categories and one
or more of the following options: Include knowledge items, Include core statements, Exclude cate-
gories with no knowledge items (see Fig. 26).

Citavi > X |[]
View - ||Search references... (F8 With th
2 Insert Insert achvanced display
References | Knowledge | Chapters | Citations| using t
though
1.5 Neue Kategorie 2. Ebene &
4 W source
%  Insert as heading STRG+NACH-RECHTS
4 2.1Em
@ B'| Insert categories and knowledge items 3 |
[AII categories ]
@ Bn?  Editin Citavi
§ C [ Current category only ]
« Gu &= Expandall  STRG+ALT+UMSCHALT+MACH-RECHTS [ Current category and its subcategories ]
£, S Collapseall STRG+ALT+UMSCHALT+NACH-LINKS [ Subcategories from the current category enly ]
2.1.1 Neue Unterkategorie [
4 2.2 Opinions (2) 2 Options
W Capurro, Wiegerling et. al. (Hg.) 1995 - Informationsethik Include k ledoe it
@ Henrichs 1995 — Menschsein im Infoermationszeitalter nelude knowledge rems
4 3 Information literacy specifics (2) [C] Include core statements
(@ ALA (Hg.) 2008 - IL Competency Standards [[]  Exclude categories with no knowledge items
[ Rohertenn 2005 - 10 nrincinles of effective informatinn

Fig. 26: Inserting citations and sources with additional information

Another way to do so is to click the i Save campilaion pytton in the knowledge organization pro-

gram area. Clicking the small black arrow next to the button you can also save your script With op-
tions ...
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The document, which is now stored in the format of your choice and is — according to your catego-
ries — provided with formatted headings so that you can easily create an automatic table of con-

tents in your word processor.

4.4 Creating grouped references

If you want to divide the references in your reference list into primary
and secondary sources or list your internet sources separately, Citavi
can organize your reference list accordingly. Citavi can either group
your cited references in your Word document. Or if you prefer, Citavi
can create a grouped list of all collected references from your Citavi
project, whether they’ve been cited or not.

Grouping cited references (Citavi 5.5 and higher)

Reference lists can be grouped by the following default criteria: refer-
ence type, year, author/editor/organization, keyword, category, periodi-
cal, publishers, series, tasks, created by, modified by or custom fields
(Fig. 27). To group your reference list by a certain criterion, you need
to create a grouping.

In order to create a grouping, open the menu Citation = Group bibliog-
raphy - Create or edit grouping.

The following dialogue box Group bibliography opens up (Fig. 28). Use
the green plus button to create a new grouping. Name your new
grouping according to its grouping criterion e.g. by reference type if
you want to group your reference list by document type.

Criteria

|-=] Reference types
A= Saved searches
T Heading for multiple secticns

Additional criteria

[-=] vear derived
(85 Author, editor or Crganiz...
\/2 Keywords

= Categories

.E] Pericdical

L,—:[ Publishers

il series

0¥ Tasks

=] Created by
2] Modified by
5] Custom field 1

Fig. 27: Grouping criteria
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Now create a new section via the + Add section
button. Choose a grouping criterion, e.g. Refer-
ence types (Fig. 28 left). Decide whether refer-
ences of all reference types should be grouped
separately (Fig. 30 top middle) or only those of a
certain reference type, e.g. internet documents,
laws etc. (Fig. 28 bottom center).

If you want to list several — but not all - reference
types separately from the main list you add a
new section for each reference type. Use the up
and down arrows to set the order in which the
document types are displayed (Fig 28).

Beyond that, you can use saved searches or
Citavi groups as grouping criteria. If you want to
use a group or a search, you have to create
them before creating the grouping. In each Citavi
project, you can create multiple groupings. If you
want to use a grouping in another project, you
can export it to other projects.

TUTI

n Group Bibliography - Citavi

Groupings

_,9 [ Import. [ Export.. X

@ By referency type
) Internetquellen

() Mach Dokumenttyp

m

' Primar-/Sekundarliteratur

) Schlagworte <

Sections for the grouping "By referency type"
I or Add sect\on‘..l AL

I &* 4 @ eI
|:=] Internetquellen
References with reference type Intemet Document

|:5] Standard
References with reference type Standard

[Without heading]

Remaining references

Cancel ]

Preview

Lok [

Grouped bibliography

Usually yeur bibliography will
consist of a single list of
references cited. If you want,
you can divide your
bibliography into sections:

Printed Sources ... Online
Sources

Primary Sources ... Secondary
Sources

Books and Journal Articles ...
Cases

After creating a grouping by
clicking the green Plus sign,
click Add section to define
the criteria and the heading
for a new group.

Fig. 28: Adding and sorting groupings

n Grouping Section - Citavi

= Py

Criteria Content

@ All reference types with their references

28 Groups

BE Reference types Sort
j? Saved searches

Ascending

"I?1 Heading for multiple sections

> Additional criteria

() References with this reference type:

All reference types with their
references

Select this option if the

bibliography should be

grouped by reference type:
h Book

Contribution

lournal Article

The name of the reference
type appears as a subheading
in the bibliography.

If you want to change the
order of the sectiens yourself,
select the option References
with this reference type.

OK

] [ Abbrechen

Fig. 29: Choosing the grouping criterion

Once you've created your first grouping, a new drop-down menu with the title Grouping is dis-
played in your Word-Add-In (Fig. 30). The grouping menu shows all groupings created for your cur-
rent project. After you chose a grouping, your reference list will automatically be resorted according

to this grouping.
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H ©-0 -

Start Einfigen Entwurf Layout Verweise Sendungen

’ ! Citation style: |IEEE Editorial - EEICDnvert* QManuaI

Citavi Grouping: Primar-/Sekundarliteratur E__"‘j; Refresh n About

itawvi -

pane Project Mo grouping 3% Options

Show Internetquellen v
Mach Dokumenttyp )

"C ita‘l.,.l’i Primaér-/Sekundarliteratur

View = | S=grch referel SEhlﬂgWDrtE

Zeitschriftenartikel !

Fig. 30: Selecting a grouping in Word

Grouping collected references

Beyond lists of cited references, you can also create a list of your collected references, a bibliog-
raphy. Bibliographies can be grouped, too. To create a grouped bibliography, go to the menu Cita-
tion = Group bibliography and choose a grouping. To save the bibliography use the button Project
bibliography from the toolbar. Choose the format in which you wish to save your grouped bibliog-
raphy and click Save.

In contrast to grouped lists of cited references, where the grouping is applied in the document it-
self, this function creates a new document.

4.5 Formatting reference lists in Word

The citation style defines what is listed in the reference list and how it is formatted. When there is
no definition in the style the style sheets in Word determine how the entries are formatted. As soon
as you have entered a citation to your text via the Word add-in, you will find additional style sheets
in Word (Fig. 31): the style sheet for the Citavi Bibliography Entry, the style sheet Citavi Bibliog-
raphy Heading and the style sheet Citavi Bibliography Subheading 1-8 for up to 8 levels of subcat-
egories.

Next to the name of the style sheet you will find a little drop-down menu where there is an option to
edit the style sheet (s. Fig. 31).
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b Ohne Kategorie (13)
1 Scientific thearetical basics
4 2 Definitions (3)

@ Lioyd 2003 ~ Information Literacy
@ Thompson, Jaeger et al. 2014 - Digital Literacy...
2.1 Information literacy (15)
(@ American Library Association (Ed.) 2008 -
@ Andretta 2004 - Information literacy
() Bawden 2001 - Information and dicital liter...
9 Bruce 1999 - Workplace experiences of info
@ Eisenberg, Lowe et al. 2004 - Information li...
B ]G 2002 - Information fiteracy and work...
@ Joink 2005 - eLteracy or information lteracy
@ Kreps 2014 - Information Literacy
9 Lioyd 2005 - Information literacy
@ Marcum 2002 - Rethinking Information Lit
@ Mahlbacher 2009 - Information literacy in ...
9 Mutch 2008 - Managing information and k...
@ NHS Education for Scotland (Ed.) - Inform,
@ Rogow 2004 - Shifting from Media to Liter...
9 Snavely, Cooper 1997 - The information it...

.

@ Coiro, Knobel et al. 2014 ~ Handbook of resear... |

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenasport
posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit
quis urna. (Goad 2002)

Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.|

Pellentesque habitant morbi tristique senectus et netus et malesuada fa
pharetra nonummy pede. Mauris et orci. (Andretta 2004)

08 (strg) -
“Jeder von uns dagegen in der Wissenschaft weil, da® das, was er geart|
veraltet ist. [...] Damit hat sich jeder abzufinden, der der Wissenschaft di
8)

Literaturverzeichnis
Andretta, Susie (2008): Information literacy. A practitioner's guide, Oxfor

Enfagen  Setemiayout  Verweise  Sendungen  Uberprafen  Ansint  Emtwicklerools  Add-ns  EnaNotex?  citw
[ X Aussehneiden - T ae R .
o Callr| Textia - 11 A 219 | aapocen | aapbcede AaBbCi Aasbce AADB aasbec
MO0 e romatavemagen | T A I v abe % X 1 Standard | 7 Kein L Ubersehrif... Uberschrif, Titel Untertitel
Zuischenablage Schiifart Formatvarlagen
Citavi - R S S S A TR RO KRR T S
Ansicht = | rchsuchen..(F8) Formatvorlagen v X
(2 Einfigen (3] Mit Optionen einfiigen _
M N Alle loschen —
Titel | Wissen | Kapitel | Nachweise 5

Citavi Bibliography Entry 1@\

Citavi Bibliography Heading [« |

%4 Andemn...
Alles markieren: (Keine Daten)
Alles entfernen: (Keine Daten)

Citavi Bibliography Entry |6schen...

Citavi Bibliography Entry aktualisieren, um der Auswahl zu entsprechen

Zu Schnellfermatverlagen-Katalog hinzufigen

Schwache Hervorhebung
Hervorhebung

Intensive Hervorhebung

@ Urquhart, Thomas et. al, 2005 - Student us. information professional series). Fett
LRV Tk i £ €
Goad, Tom W. (2002): Information literacy and workplace performance.
Goad, Tom W, (2002); Information literacy and workplace * ¢ ) A o L Zitat
performancs, Westport, Connecticul Quorum Books, : Quorum Books.
i Intensives Zitat

Weber, Max (1994): Wissenschaft als Beruf [1919]. In: Max Weber: Max
2 Band1/17. Hg. v. Wolfgang ). Mommsen und Wolfgang Schiuchter. Unte]
. Morgenbrod. Tiibingen: Mohr, 5. 1-23.

Schwacher Verweis

ool lEess ol

Intensiver Verweis

Fig. 31: Modifying Citavi's Word templates

Here you can change the font, font size, line spacing or the spacing between bibliography entries
(s. Fig. 32).

-

Formatvorlage andern | P & .|1

Eigenschaften

Name: |Ci13vi Bibliography Entry

Formatvorlagentyp: |h‘erknt|pft (Absatz und Zeichen) -

Formatvorlage basiert auf: | T Standard

Formatvorlage fir folgenden Absatz: | 18 Citavi Bibliography Entry

E1|EX

Formatierung

I| Segoe LI

S|« v aee [
[E= 7]

¥
4

Bawden, David {2001y Infermation and digital literacies. A review of concepts. In: Journal of Documentation 57 (2). 5
Z18-255. DOL 10.1108/EUMODD0000007 083,

Formatvorlage: Verkniipft
Basierend auf: Standard

[7] Zur Liste der Schnellformatvorlagen hinzufiigen [ Automatisch aktualisieren

(@ Nur in diesem Dokument () Neue auf dieser Vorlage basierende Dokumente

| | Abbrechen

Fig. 32: Editing style sheets in Word

30/50



Universitatsbibliothek
Technische Universitat Minchen

TUTI

If you want to make content-related changes, e.g. changing the heading from bibliography to refer-

ence list, you can use the Citavi options in Word (Fig. 33).

Wi d9-~i|=
mstart Einfagen Seitenlayout Verweise Sendungen Uberprifen Ansicht EndNote X7 Citavi
’ Citation style: Citavi Default Style ~ ES_[ Convert ~ o Manual
] Project: DEMO Information Literacy v | f=Refresh @ About
Citavi ey ;
_pane ¢)2 Options
Show Document Help
Fig. 33: Citavi options in Word
In the options menu you can choose a new heading (Fig. 34).
i - T
Document Options: Ubersetzung_CA_neue Kapitel_2016_07_22.docx PG |
. i Styles
Insertion options If you want different types of
Quote knowledge items as: Sexbantheiaiion - kpowledge iterns to be formatted
differently, you can set the style
Default reference placement: Default - for the knowledge item here.
Begin category headings at: Uberschrift 1 -

Apply citation style formatting automatically
Link image files

Create bibliography

[7] Me bibliography
[] Link in-text citations to references in the bibliography

Heading:

@ As defined in citation style

) Mo heading
) Mew heading:
Automatically apply style

Direct quotation: Standard;FlieBtext -
Indirect quotation: Standard;Flieftest -
Surmmary: Standard;FlieBtext -
Comment: Standard:FlieBtext -
Subheading: Untertitel -

[] Show custom styles

o) [

Fig. 34: Changing the bibliography heading
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5 Modifying, creating and importing citation styles

In the sciences worldwide, there is a vast array of different citation styles. Styles vary, not only be-
tween countries or scientific fields, but often within the same faculty or from chair to chair.

The major “producers” of citation styles are on the one hand scientific publishers, who usually re-
quire writers to use a particular style, and on the other hand scientific institutions, associations, or
individual universities that have set a particular style for their publications.

If you are unsure which style you wish/need to use for your work, we recommend the following pro-
cedure:

e Check with your supervisor / professor / lecturer / chair which style you should use.

¢ Inquire about which style is required when you write for a publisher.

o If in doubt, use a publication style which is prevalent in your scientific field, such as the style of
an academic journal that is relevant to your subject, or style of a well-known institution in your
field.

e Three very common citation styles are APA 6" ed. (Author-Year), IEEE editorial (numeric), and
Chicago 16" ed. (notes) as a footnote citation style.

5.1 Changing citation styles

You can change the citation style at any time without further consequences. To do so, click on Ci-
tation (] Citation styles [ Browse citation styles in the menu bar. You can also access the window
opened by this command directly by clicking on the reference management program area in the
footer on the currently selected citation style.

In the list of citation styles those styles you have already used are listed. On the right side you will
see a preview of how the main document types (book, journal article, article in an anthology) are
formatted in this citation style, as well as a display of how the citation will appear in the text (Fig.
37).

To select a different citation style, click 5° Findand zddstyle..|n the next window, you can search
for a specific style or choose a style by language restriction, citation method, or scientific field. In
the bottom left you can see how many different citation styles Citavi offers. The selection of availa-
ble styles is constantly expanding and required styles can even be requested from Citavi support
team.

Please note that the selection of another citation style is only possible if you are connected to the
Internet. This ensures that you always use the current version of the citation style for your project.
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r[]mmw

[

Browse citation styles
opb Find and add style.. X Remove

) ACM [number]

() Aktuelle juristische Praxis

() Aktuelle juristische Praxis [Kopie]
() Allergologie

() Allergologie [Kopie]

() American Psychological Association (APA), 6th ed.

() APA 5th ed.

() APA 5th ed. [Kopie]

() APA Gth ed.

() APA Bth ed. [Citavi 4.3 or above] [Kopig]
() APA Gth ed. [Kopie]

() Archiv fir Gefligelkunde [Kopie]
) BLT.enline

() BLT.enline [Kopie]

() Chicago 16th ed. (notes)

() Chicago 16th ed. (notes) [Kopie]
() Citavi Basis-5til

*) Citavi Basis-5til [Kopie]

(@ Citavi Default Style

() Citavi Default Style (Polish)

*) Citavi stile di base (italianc)

() Citavi style de base (Francais)

() CoScience-5til

7) Deutsche Gesellschaft fiir Psychologie (DGPs), 3. Aufl.
(7 Deutsche Gesellschaft fir Psycholegie (DGPs), 3, Aufl, [Citavi 4.3

() DIM 1505 Teil 2 (kurz)
~) DIN 1505 Teil 2 (mit Referenznummer)
1] n

Available online: 3912

m

Archiv fir Gefligelkunde

In-text citation
(Baowm et al, 2007)

Journal article

Baowm, C,, J. Tazew, P, Canmesmus, 2007: Citing is
easy. Style Review 24(2), 10-19.

Contribution in an edited book

Twemy, E, P, Smazs, 2004: Structuring your
knowledge. In: Fazy, F.i The art of writing,
Quickpress, Sheffield, 88-170.

Book

Suxowsa, W, 2009: Golden rules for writing
well. University Press, Teronto.

[ OK ] [ Cancel

Archiv fir Geflagelkunde -
European Poultry Science

Distinctive Feature:

The bibliography is sorted
alphabetically. The author's
last name and the year of
publication are used for in-
text citations.

Source:

Verlag Eugen Ulmer, 2012:
Redaktionelle Richtlinien der
Zeitschrift  Archiv fir
Gefligelkunde”,

http:/www.ulmer.de/Artikel,

dllfafg-richtlinie-online-

deutsch_MzU30DQ4MNA.PDF,

Fig. 35: Change citation style

5.2 Importing customised citaton styles

[=

Maybe your chair provides its own citation style and you need to import it to Citavi. To import a
customised citation style to Citavi, save the style file in the folder Custom Citations Styles. This
folder is usually located in your Citavi folder on your hard drive. Choose your user account and
open the Documents folder. This contains the Citavi 5 folder, where you can find the Custom Cita-
tion Styles folder (e.g. C:\Users\ga57nan\Documents\Citavi 6\Custom Citation Styles).

If you have saved your Citavi project in another location, you can easily find out where it is stored
in the Citavi Options (Tools menu [0 Options [J Folders). Simply open the folder via the link Open
folder in Windows Explorer (Fig. 38).

As soon as you save your style file in the Custom Citation Styles folder, it appears in the list of cita-
tion styles and you can select the customised citation style via Browse Citation Styles.
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Cptions - Citavi

General File lecations
Folders User files: ChUsershgaSTnaniDocuments\ Cit I Browse...
Search @r‘l folder in Windows Ex@
RSS / OpenUr Enable offline copies of non-local projects (caching)
Open folder in Windows Explorer
Crdering

Fig. 36: Open folder location for custamised citation styles

5.3 Modifying or creating a citation style

In some cases, it may happen that none of the available citation styles is suitable for your needs,
whether you need to use a relatively little used style, or you have your own ideas about how your
citations should appear.

In these cases Citavi offers two approaches to achieving the desired citation style:

1. You choose the citation style that comes closest to the desired style from those available and
tweak it.

2. You define a completely new citation style. We do not recommend this option as creating a ci-
tation style from scratch demands considerable work and time.

In either case, begin by clicking Citation [ Citation styles [ Edit citation style from the menu bar.
This opens a new window:

Click the L& Creatzcitation stvle by tion to begin creating a citation style from scratch (Fig. 39).

To customize an existing citation style to your needs, you first select the style you want to use as a
basis. To keep the workload to a minimum, the style should largely meet your expectations. Once
you have selected the style you want to change, click on +” Edt_ |n the next window you have to
enter a name for the citation style to be created. We recommend you choose the default option,
and create a copy of the underlying citation style. Citavi citation style editor will then open in a new
window (Fig. 40). The use of this tool takes some practice and due to its complexity, this advanced
course can only address the basics:
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P Citavi

Edit citation style

27 Edit
oP Find and add style...

Ld Create citation style

() Acta Meurochirurgica

() Acta Meurachirurgica_Test
() Citawi Basis- 5til

O DIM

[ DIk 1505 Teil 2

Otest

Available online: 1738

2 Cpen citation style file

DIM 15046 Teil 2

In-test citation
[Brovwen, Trefil, Caringella 2007, 5. 11-13)

Journal article

Brown, Trefil, Caringella 2007 Brown, Charleen ;
TREFIL, James ; CarNGELLs, Paul: Citing Js egsy In: Shele
Review24 (20077, Mr. 2, 5. 1019, URL

hittp: Aoy seritervell edu

Contribution in an edited hook

Twain, Singer 2004 Twamn, Ellen ; SinGer, Peter:
Structuring your knowledge, Bd. 1. In: Frev, Francis (Hrsg.):
The art of weiting. 2. Aufl. Sheffield : Quickpress, 2004
(Sciertific Publishing, 14), 5. 88170

Book

Sukowski 2008 Suowsi, Richard Wilson: Golden rles
for writing well. 2. aufl. Toronto © University Press, 2009

Cancel

TUTI

DIM 1505 Teil 2, DIM
1505-3

Bezug:
Literaturverzeichnis und
Kurznachweis im Text.

Dokumententypen:
Beitrag in...,
Geographische Kane,
Gerichtsentscheidung,
Gesetz fVerordnung,
Hochschulschrift,
Hirbuch, Hirspiel,
Monographie, Marm,
Patentschrift,
Sammelwerk,
Tagungshand,
Feitschriftenaufsatz,
Feitungsartikel.

Beschreibung:

Als Kurzbeleg
(Einardnungsformel)
erscheinen im Text die

Machnamen der Autaren,

die Jahreszahl der
Publikation und die
Seitenangahbe der
Zitietten Stelle.

Besonderheiten:
Die Morm beschreibt

keine Internetdokumente.

3

Fig. 37: Edit citation style

1.

For each of the 44 available types of documents, you must define which specific details are to
be reproduced in which form in the reference list. When creating a new citation style, you can
skip certain types of documents that you are not likely to need. Reference types for which
there is a definition already are displayed with a green dot (see Figure 40, 1).

In the central area you define which elements are to appear in a citation for the selected docu-
ment type and according to what principles they should be arranged. In the example given for
the type Book (Monograph), two so-called rule sets are defined (Fig. 40, 2) — once as a book
with author and once as a book with no author. The blocks can be moved by clicking and
dragging. Please note that when you move the blocks you also have to change the punctua-
tion before and after the component (Fig. 40, 4).

In the left column you will see a list of available components — depending on the document
type. By clicking and dragging, these may be inserted into the central area and thus into your
citation style.

In the lower middle area under the rule sets, you can edit each individual component (Fig. 40,
2). You should specify how the punctuation should be configured with the previous elements.
Not only must actual characters be defined (be it a period, a comma, a bracket, etc.) but
empty characters as well.

With the Edit component button... you also have the option, for example, of setting the font
style (italic, bold, small caps). Possible configurations of components for representation of
names (such as author, publisher, etc.) are particularly extensive. You can set, among other
things, what order, form, and with what separators people’s names are to be presented (in-
cluding special cases such as prefixes, double-barreled hames, multiple first names).
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6. The right column is the preview (Fig 40, 5). Here you can see how changes will actually be ex-
ecuted in your project. Please be aware that there is no preview item if there is no entry of that
document type within your project.
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Fig. 38: Citation style editor

6 Citavi and LateX

Citavi helps you create publications with the TeX typesetting system. Use BibTeX to do this: first,
write your manuscript in a TeX editor, then set placeholders for citations (BibTeX keys) in the ap-
propriate places, and finally generate the typeset publication from the TeX file (the manuscript) and
the BibTeX file (the works cited). The TeX package you use determines the final formatting.

To use TeX features, you must first turn on support for TeX in the Citavi options: Tools menu >
Options -2 Citation and then select the LaTeX support checkbox (Fig. 40).
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Contains:

Fig. 39: Schematic overview of Citavi, BibTeX and LaTeX interaction

Create BibTeX file
erstellen

(3) Options - Citavi

Double-click reference: Insertin Tesll LyX

... knowledge iterm: Insert in Tey| Texmaker

TeXnicCenter
Cite command: ‘citey\paren TeXstudio
TeXworks
Quote command: quote i
LaTeX project folder: WinEdt
WinShell

Use LaTeX notation for quotations

General

Year derived includes Original publication
Folders

Citation key support

||| Search

LaTeX support Customize BibTeX keys...
RSS/ OpenlUr

Default text editor: Texmaker -
Formatting

Word
- LaTeX Assistant LEd

Browse...

Fig. 40: Activating LaTeX support

Citation key support
Select this option to use
citation keys in your
publications.

| »

Citation keys are used in
certain disciplines, such as
chemistry or computer
science. For example, the
citation key "Kor)6" might
refer to the reference
"Kornberg 2006". When
you have selected this
option, click Customize to
change the template
Citavi uses to generate
citation keys.

m

In certain disciplines,
significant werds from the
title are used to cite a
reference, For example,
"Churchill, World War"
might refer to Churchill's
book "The Second World
War", As a result, many
citation keys cannot be
generated automatically. If
necessary, change the L4
citation key manually.

Important: Citavi does not
differentiate ambigucus

citations in the citation

kev (for examnle Smith
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In the drop-down menu underneath, choose your preferred LaTeX editor. As soon as you have
chosen an editor, further options are displayed. If you also want to insert image quotations from
your Citavi project into your LaTeX document, please select the folder where you store your LaTeX
documents as your LaTeX project folder.

When saving the new settings, Citavi proposes to create a BibTeX key for every reference in your
project. Accept and Continue. If you do not like the BibTeX keys generated by Citavi, you can also
enter them manually or change the generated ones later.

6.1 Whatis a BibTeX key?

A BibTeX key is a unique identifier for a full reference in a BibTeX file. You insert the BibTeX key in
your text to reference a citation. When your document is converted to a PDF document, the
BibTeX key is replaced so that the in-text citations meets the requirements of your citations style.
During the conversion, the reference list is created according to your style requirements as well.

Example:
Suppose your BibTeX file contains this entry:

@book{Andretta.2005
author = {Andretta, Susie},
year = {2005},

title = {Information literacy},
publisher = {Chandos},
address = {Oxford},

}

In your TeX document, you could insert the following citation command:
\cite{Andretta.2005}

Here, Andretta.2005 is the BibTeX key. It functions as link between the citation in your text and the
corresponding entry in a BibTeX file. You find the BibTeX key at the beginning of an entry in the
BibTeX file, directly after the document type.

When the document is converted, the following entry might be made in the bibliography:
Andretta, Susie (2005): Information literacy. Oxford: Chandos.

You can change the template of your BibTeX keys. While this might be helpful while you work on
your TeX document, it doesn’t have any effect on the converted final document.

6.2 Customizing BibTeX key templates
1. Onthe Tools menu, click Options. On the Citation tab, click Customize BibTeX keys next to

the selected LaTeX support checkbox.
2. To change the default template for all reference types, click Default (Fig. 41).
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Fig. 41 Schema for the generation of customized BibTeX keys

BibTex kKeys.

lo change the rules for all
eference fypes, click
Default.

ou can create a rule for a
pecific reference type by
licking Add template for
eference type. For all
ther reference types, the
efault rule is used. Click the
ame of the reference type
o edit its template.

3. Make the changes you want. You can change which fields are used to build the key, how they
are formatted, the punctuation used, and conditional exceptions. If you want the punctuation
between two elements to be hidden if an element is empty, insert the not sign (-) before the
punctuation by typing Alt+0172.

4. If you need certain reference types to have special BibTeX keys, you can define additional
templates for each of them. Click Add template for reference type and then configure the tem-

plate.

5. When you are finished making changes, click OK. Citavi asks what you want to do with exist-

ing BibTeX keys.

Note: Citavi does not automatically update BibTeX keys in existing references to ensure that

BibTeX keys already used in TeX documents continue to be resolvable. If you want to generate
BibTeX keys again, you can always click BibTeX key on the Reference tab.

6.3 Citing with BibTeX keys

Prerequisites

1.

In Citavi’'s Options = LaTeX support is activated.

39/50



Universitatshibliothek m

Technische Universitat Minchen
2. Your LaTeX document is open and your curser placed where you want to insert your reference
/ BibTeX key.

Go to Citavi and select the title or knowledge item you want to insert and press the Cite button in
the toolbar (Fig. 42).

o DEMO Food Quality - A Global Challenge (5): Reference Editor - Local project - Citavi

File Edit View References Citation Lists Tools Window Help

op Reference v %, ISBM, DOL otherID | X lid Onlinesearch » [ Find full text '{ Search =) Project bibliography » [ Table _; Thought =

Fig. 42: Inserting selected references and quotations to LaTeX documents

In the drop-down menu you choose, whether you want to insert the reference as in-text citation (In-
sert to Texmaker) or as footnote (Fig. 43). The inserted information could look like this
\cite{Janke.2012}.

If the cursor is not in the correct position in your LaTeX document, you can choose Copy to Clip-
board instead, go to your TeX document and insert it from the clipboard in the correct place.

¥ Cite » | Thought =
Copy to Clipkoard ALT+5TRG+C
"% Insert in Texmaker STRG+W
¥ Insert in Texmaker as footnote STRG+UMSCHALT+W

Fig. 43: Options to insert references in LaTeX documents

If you insert an image quotation from Citavi into the TeX file, an images subfolder will automatically
be created in the LaTeX project folder. The LaTeX project folder must be defined in the Options so
that the subfolder will be created correctly. The image file will be named according to the legend of
your image quotation.

6.4 Generating a BibTeX file

Select references in your Citavi project.

In the Reference Editor, on the File menu, click Export.

Select which references to export, and then select BibTeX format.

Click Edit BibTex export definition to change one of the export definitions: you can use the de-
fault definition, or you can use one optimized for a particular TeX package (for example, jura-
bib). You can also select Customize export definition to create your own export definition, if
necessary. Then Click Next.

5. Click Save file to set the location for the BibTeX file.

Click Next and set whether you want to save the settings you just used as an export preset.

7. Click Next to save the file.

oD R

o
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8. Optional: Only export references cited in the following TeX document. Select the TeX file that
contains BibTeX keys from the current project. Citavi creates a BibTeX file that contains only
the references cited in the TeX file.

Creating a Custom Export Definition
In addition to the default, Citavi includes export definitions specifically for various TeX packages,
including jurabib and natbib. To create a custom export definition:

In the Reference Editor, on the File menu, click Export.

Select which references to export, and then select BibTeX format.

Click Create BibTex export filter.

Define the reference type mapping and then click Next.

Define the field mapping. To set a field as "required” in the BibTeX key, click the circle next to
it. Then click Next.

Set the export options for the export definition and then click Next.

Give the export definition a name and a description for the Quick Help area, and then click Fin-
ish.

8. Set the file name and folder you want to export your BibTeX file to and click Next.

9. Decide whether you want to save your BibTeX export filter permanently or not and finish the
export by clicking Next.

aprwDn e

N o

7 Task planning in Citavi

Citavi will also help the time management of your scientific work. The program thus provides a
third component in the Task planning 5 T2k program area. The Task planner allows you to plan
the various stages of work with regard to your sources and the production of your text, while keep-
ing deadlines in view.

In this program area, you can add new tasks using the green plus a7 icon:

o Project tasks *lxa Mew projecttask
These tasks are generic and serve to help plan important steps in the process of creating your
work.

e Reference tasks * i Mew reference task. .
This type of tasks relate to individual references. You can be reminded, for example, that you
need to return a book to the library or that you want to excerpt a reference on a certain day, to
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be ready for the next meeting with your supervisor.
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right in the table. You can
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Fig. 44: Program area Task Planner

You can assign all tasks a priority, completion date, or an editing progress status. The task plan-
ning program area start page gives you an overview of all your impending tasks. Under the Quick
select and Advanced selection tabs you can choose different filtering options (Fig. 44).

8 Citavi Cloud

From version 6, Citavi offers a cloud function. The Citavi Cloud has two functions. First, it provides
the license key (see lecture notes on the introductory Citavi Course), second, it serves as storage
for your Citavi projects. The cloud is located on Microsoft servers in Magdeburg and Frankfurt. Nei-
ther Microsoft nor Citavi can access your projects.

For each project you can decide, whether you want to store it in the Citavi Cloud or locally on your
PC or a network drive. You can edit your cloud projects from any computer that has installed Citavi
6.
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(3) Citavi 6 Welcome Screen

Crtavie

Organize your knowledge.

Recently opened projects

DEMO Food Quality - A Global Challenge (5)

Citavi_Aufbaukurs_Robotik

Mediation_Import

DEMO Information Literacy

DEMO Food Quality - A Global Challenge (3)

|

Citavi6.0 - License e New project o Open project

News

Citavi Beta 6.0.4.0 Released it

A new Citavi 6 beta version is now available for
testing. You can find the Setup file and our release
notes here: www.ci... [Read more]

Citavi 20.04.2018 (X
Citavi Beta 6.0.1.6 Released

A new Citavi 6 beta version is now available for
testing. You can find the Setup file and our release
notes here: www.ci... [Read more]

Citavi 12.03.2018 (B
New to Citavi?

These eight videos will introduce you to working with
Citavi 6. [Read more]

Citavi 21022018 (%)

On the Periodic Orbits of Four-Particle Time-

RS5tools...

Fig. 45: Projects storage locations on the welcome screen

On Citavi’s welcome screen the most recently used
projects are displayed (Recently opened projects, Fig Cloud Locel
45). The folder and cloud icons in front of the project
title indicate whether the project is stored locally or in
the cloud. All other projects can be opened via the
Open Project button at the bottom of the welcome

screen.

(3) Open project - Citavi (i |

& DEMO Food Quality - A Global Challenge

‘ DEMO Information Literacy
. Mediation_Import

‘ Test 2

Together the tabs Cloud and Local show all your pro-  rig. 46: Locally and cloud-stored project
jects (Fig 46). If you move your mouse over one of

your locally stored projects’ titles, three dots appear on the right. Clicking on the three dots, you
can see where the project is stored as well as a description of the project (if available).

If you move your mouse over one of your cloud projects’ titles, another button with two little men is
displayed. Via this button, you can invite colleagues and fellow students to your project and attrib-

ute them the reading or editing rights.

8.1 Assigning roles to team members

For cloud projects, there are four different roles: reader, author, project manager and owner.

e Readers can read.
e Authors can edit projects.

e Project managers can edit projects, invite new team members and assign roles.
¢ Owners can delete the project + anything project managers can do.
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The owner is the person who created the project or
saved it to the cloud. The owner cannot be changed.
If the owner of a project leaves the institution or pro-
ject group, a member of the team can create a copy
of the project. So that the remaining team can con-
tinue working with the copy. The team member who
created the copy is the owner of the project copy.
To see which team member has which rights, click
on the little man button right to the project title. As
Owner or manager, the screen in Fig. 47 is shown.

You can see which role and therefor which rights
each team member has and whether the person has
accepted the invitation to join the project.

In the lower part of the window you can invite new
team members and assign them the appropriate
role. Invited team members receive an e-mail
providing the link to the team project. The invitees
log in to their Citavi account and therby accept the
invitation.

o Team members =
Team members
Name Role Confirmed
Derothea Lemke Cwner Yes
Dorothea Lemke (Schulungskennung)  Author Yes
Tina Tester Auther Yes
Remove... Change role...
Add project member
Email address: Role: Author -
Invite

8.2 Converting local projects to cloud projects

Fig. 47: Assigning roles for cloud projects

If you want to save a locally stored project to the cloud, e.g. to word with it from different computers
or share it with colleagues or fellow students go to the File menu - Copy fo cloud ...

8.3 Working offline with cloud projects

If you open a cloud project, a copy of the project without attachments is automatically stored on
your computer. If you want to save also the attachments on your computer for longer offline work
periods, go to the File menu =2 This project - Properties 2 Tab Attachments (Fig. 48). Use the
button Save all attachments locally (for working offline) to store all attachments on your computer.
This procedure has to be repeated for every longer offline work period.

o Project Properties - Cloud project - Citavi

Attachments Display names Statistics

Save all attachments locally (for working offling)

Fig. 48: Saving file attachments for offline work

Description

Save all attachments locally

Citavi saves all attached files
in the Citavi Cloud. If you will
be working without an
Internet connection for a long
time, you may want to have
the files on your computer. In
this case, click Save all
attachments locally (for
working offline). Citavi saves
and manaaes the files in the
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8.4 Chatting with team members

While working on a cloud project, you can chat with team members who are working with the pro-
ject at the same time. In the bottom right corner of your screen, you can see how many other users
are online (Fig. 49). Select the person you want to chat with and go to Open chat to start your chat.

€) DEMO Information Literacy: Reference Editor - Cloud project - Citavi = B8 ®

File Edit View References Citation Lists Tools Window Help
Reference v %5, ISBM, DOL otherID | X | | Online search Find full text Search Project bibliography Table | = Cite v ) Thought «
b ) Szl ¥ g

[RGB 27 Knowledge E7 Tasks Accardi, Drabinski et al. (Ed.) 2010 - Critical library instruction

@ B =5 ks Overview | Reference | Content | Context | Quotations 8. | Tasks & locati.. @ QuickHelp

& ® ~ Goto.. (Ctri-£) © © | Book Edited Accardi, Maria T.; Drabinski, Emily; Kumbier, Alana (Eds.)
Accardi, Maria T.: Drabinski, Emily: Kumbier, Alana (Ed &= 2020
Critical library instruction. Theories and methods

2010 - Bock, Edited

. . . . . Mo files are linked to this reference.
Critical library instruction. Theories and

methods. [#  Add local file

[m] »

Accardi.2010

Duluth MM: Library Juice Press. @ Add Internet address
Adama, Stefano

The Social Diffusion of Specialist Knowledge
2011 - Audio or Video Document
Adame 2011

PO Allan, Barbara Abstract: A collection of articles about various ways of applying

E-learning and teaching in library and information se critical pedagogy and related educational theories to 2 users online
2002 - Book library instruction
Allan.2002

Keywords:
Ambrose, Susan A.; Bridges, Michael W.; DiPietro, Mic nDorothea Lemke:
Categories: 5 Training methods S

How learning works. Seven research-based principle

2010 - Book Groups: Primérquellen Tina Tester
Ambrose.2010

Mo tasks

P American Library Association (Ed.)
Information Literacy Competency Standards for Hig
2008 - Internet Document
AmericanLibraryAssociation 2008

American Psychological Association

Publication manual of the American Psychological As
2010 -Bock

AmericanPsychelogicalAssociation.2010

Open chat
[xz]| | Customize overview.. "

96 references total 96 references shown 1 reference selected Citavi Default Style  Dokumenttyp I Q

Fig. 49: Chat in cloud projects

9 Citavi add-ons

Beyond all installed functions Citavi offers optional functions, you can install via add-ons if you
need them. You can find all available add-ons via the Tools menu - Manage add-ons ...

Here are e.g. add-ons ...

e to converge author names in all caps to normal capitalization

e to export attachments to a folder tree

e to check whether links of your online sources are still active or

e to sort your references by parent and child reference

e toimport a list of journal abbreviations, which are required by some citation styles.
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Choose the add-on you want to install and go to the Install button on the top right of the add-ons
window (Fig. 50). To use your newly installed add-ons, please restart Citavi. On the tab Installed,
you can always see, which add-ons you’ve already installed.

(3) Citavi Add-Ons - Citavi =B R

Install

rjournal articles and contributions in edited
ooks or conference proceedings, enter the page
ange in the "Page range"” field, This add-cn will
calculate the total number of pages for all
references and enter the value in the "Page
count" field, Te display this field on the
"Reference” tab, click "More fields" and then
select the checkbox next to the "Page count”
field. Use the add-on by clicking "References” »
"Derive 'page count' from 'page range'". The page
count is alsc automatically updated whenever the
page range is changed.

»

Installed Calculate page count

@ Uses the first and last page of a journal article or contribution to

determine the total page count.

Convert a Citavi 6 project to Citavi 5 format

iy

Exports a Citavi 6 project as an XML file which can then be
imported in Citavi 3 using a macro.

m

Display macros

</> Displays the most recently used macros in a list.

Extract DOIs from linked PDFs
@ Add missing DOI names from attached PDF files to the DOI field

for the reference.

Import folders as categories

I:E Impert a folder structure as a categery system and import POFs,
Mere information
Swiss Academic Software, Version: 1.0.0.15

Import b
| TMport sequence numbers _ ID:00bd021e-1234-4ee5-8014-7095d94f639b

e A

Fig. 50: Installing Citavi add-ons

After installation, you find the add-ons in the semantically related menus. You can e.g. find the
add-on Check links and update access date in the References menu, the add-on Import journal ab-
breviations in the Periodicals list and the add-on Correct author names in all caps in the Persons
and organisations list.
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10Contact and support

For questions about Citavi you can get help and support in various ways:

e Inthe program you can visit the Help link in the menu bar, or the Manual W Manual | a5 well as
the Citavi service and support & Customer senvice and support website. On this page you will find
FAQs about Citavi, films and animations about how to use the program and an extensive forum
for Citavi users, where many issues and problems have already been discussed.

e In all program areas you will find the link to the Quick Help @ QuickHeln in the right column. If
this is activated, you will receive context-sensitive support when working with Citavi.

e Please also contact university library information services: literaturverwaltung@ub.tum.de.

¢ In addition to our courses on reference management, we offer a weekly reference management
drop-in session in Munich or online sessions, where individual questions can be discussed.
The current schedule can be found on our homepage at https://www.ub.tum.de/en/consulta-
tion-citation

e The TUM citations guide will help you with questions on how to cite: https://media-
tum.ub.tum.de/node?id=1225458

Add Citavi‘s search engine to Firefox

Citavi has an add-on for Firefox that allows you to search Citavi's manual, FAQs, forum, videos
and website at the same time. Enter the address citavi.com in your browser; a small green + sign
will appear in the integrated search slot of Firefox (see Fig.51).

e :-: B https:/fweww.citavi.com/de S5 [y “word add in
P

Fig. 51: Finding Citavi's search engine

Then click on “Citavi” hinzufiigen or Add “Citavi" (see Fig. 52).
To search with the Citavi search engine, enter your search terms
in the search slot and then click on the Citavi symbol in the drop-
down menu (see Fig. 53).

| Plword add in | &% B

& Suchen mit Google

word add in
word add in erstellen

Mach word add in suchen mit:

| Q I : B ® B W

& Suchen mit Google ‘ @"Cilavi" hinzufigen

word add in Sucheinstellungen dndern
word add in erstellen B STV IR

Mit Citawi (DE) suchen Fig. 52: Adding Citavi's search
- engine
a © E w mbj
Sucheinstellungen dndern

Fig. 53: Search with the Citavi search engine
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11Glossary

Citavi Picker

Citavi Pickers are free additional programs with which you can import in-
formation from Internet Explorer, Mozilla Firefox, Google Chrome or Ac-
robat Reader.

Reference database

Databases where you can find articles on your specific subject. From
reference databases, you can export references to Citavi.

DOl Digital Object
Identifier

Unique identification number for electronic publications. DOls are used
especially for journal articles.

Reference type

Reference type indicates the outward form of an information source,
such as collective work, newspaper article, or audiobook. Reference
types are in other contexts referred to as "publication types" or "forms of
publication". Citavi provides different input masks for different types of
references in order to capture all relevant information.

Excerpting Taking important passages from a book / article.

Filter You can filter your references according to specific criteria. You can filter
simply by label (hoops or flags), categories and keywords. Similarly, you
can also filter by publication year, series, magazine, document type, and
person.

Thought In the context of Citavi, "thoughts" are ideas about your work that are in-

dependent of your sources. You can also retain pictures and files as
thoughts.

Indirect quote

An indirect quote is the reproduction of the words of a source in your
own words. You can assign a category to indirect quotations.

ISBN International Standard Book Number; since November 1971, every book
carries a unique identification number, which is important for the man-
agement of media and the book trade.

Category In the area of knowledge organization, you can create different catego-

ries (such as the headings in your work), to organize your knowledge
items (quotations and thoughts) and their source content.
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Comment

In comments, you can, for example, capture your ideas about a book.
Comments are always associated with sources. If you have an idea in-
dependent of a source, use the Citavi knowledge item “thought”.

List

Citavi creates term lists for specific fields, such as the author or pub-
lisher field. For example, the lists will help you standardize all references
to an author so that you always use the same form of the name.

Label

In Citavi you can add labels to a reference. There are two different la-
bels, a blue hoop and a red flag, with the help of which you can select
references. You determine the meaning or significance of the label your-
self. You can also filter all references with label.

Project

A Citavi project is a collection of references, thoughts, quotations, and
tasks that are needed to achieve a project goal (equivalent in other Win-
dows programs to the terms "“file" or "database").

Project Task

A project task is an appointment independent of your references, for ex-
ample, a deadline for handing in your scientific work.

PubMED ID

Identification number of a source in the PubMed database.

Keyword

You can assign keywords to your references. Using these words, you
can filter references or group them in the table view so that all the refer-
ences with that keyword are displayed.

Table View

In Table View Citavi displays all your references in tabular form. You
can choose which columns are displayed and in what order. The table
can be exported to Microsoft Excel or OpenOffice Calc. A grouped view
of your references is also possible in the table, for example, grouping by
year.

Reference

A reference means a single work in a project. If you add a new journal
article or a book to your project you are incorporating, to use the Citavi
terminology, a new reference.

Reference task

Whenever you want to set an appointment in relation to a source, such
as a book, you create a reference task. A reference task may be, for ex-
ample, the return date of a book that you have borrowed from the li-
brary.

Direct quote

A direct quotation is a verbatim reproduction of a source. Direct quota-
tions are always given in quotation marks. You can assign a category to
direct quotations.
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Knowledge item A knowledge item is a quotation, a summary, a comment, or a thought.

Citation The source of a quotation, a summary, a comment, or a thought given in
the text.

Citation style A provision as to how a source must be cited. Citation styles are created
by scientists or publishers and specify the precise format and necessary
details of a quotation or citation.

Contact

Technical University Munich
University Library

Arcisstral3e 21, 80333 Miinchen
Phone: +4989189659220
literaturverwaltung@ub.tum.de
www.ub.tum.de

Updated: September 2019
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