ProCite

Version 5

Windows 2000/98/95/NT
and
Power Macintosh

|IS| ResearchSoft

© 1999 Institute for Scientific Information


ProCite Getting Started Guide
Click on an item in the Table of Contents to jump directly to that item.


Copyright Notice

This software product and accompanying documentation are copyrighted and all rights reserved by
Institute for Scientific Information. Please refer to the accompanying ProCite End User License
Agreement for a specification of the terms and conditions governing the use of this product.

Disclaimer of Warranty

This software and manual are sold "as is" and without warranties as to performance or merchant-
ability. The seller's salespersons may have made statements about this software. Any such state-
ments do not constitute warranties and shall not be relied on by the buyer in deciding whether to
purchase this program.

This program is sold without any express or implied warranties. Because of the diversity of
conditions and hardware under which this program may be used, no warranty of fithess for a
particular purpose is offered. The user is advised to test the program thoroughly before relying on
it, and must assume the entire risk of using the program. Any liability of seller or manufacturer

will be limited exclusively to product replacement or refund of the purchase price. In no event

shall ISI ResearchSoft, or anyone else who has been involved in the creation and production of
this computer software be liable for indirect, special or consequential damages, such as but not
limited to, loss of anticipated profits or benefits resulting from the use of this program. Some

states do not allow the exclusion or limitation of incidental or consequential damages, so the above
limitation may not apply.

Trademarks

ProCite, Reference Manager, EndNote, and Biblio-Link are registered trademarks of Institute for
Scientific InformationCite while you writés a trademark of Institute for Scientific Information.

Apple and Macintosh are registered trademarks of Apple Computer, Inc. Microsoft, Windows, and
Windows NT are registered trademarks of Microsoft Corporation. Corel and WordPerfect are
registered trademarks of Corel Corporation. All other brand and product names may be trademarks
or registered trademarks of their respective companies.

Copyright 1999 by Institute for Scientific Information.
All rights reserved. Printed in the USA.

ISI ResearchSofte 800 Jones Street « Berkeley, CA 94710 USA
Telephone: (510) 559-8592 « Fax: (510) 559-8683



Contents

Introduction and Installation ..., 7
OVEIVIBW ...ttt ettt ettt e et e e e e e e e e b e e e e 7
Lessons Included in This Manual ............cccceeiiiiiiiiie e 7
UsiNg ThisS ManUaL .........c.cuuiiiiiiiiiieee e 8
Hardware and Software Requirements ...........ccccceeriiiiiiiiiiiieeeeeeeeeeeene 9
INStAlliNG ProCite ......eviiiiiiiieieee e 10
Single User Installation ...........c..uuviiiiiiiioiiiieeee e 10
Network (Multi-User) Installation ..., 11
Network Program Installation ............ccccoooviiiiiiiiiiiiiiinennnnn. 11
Network User Installation............cccovviiieiiiiiieec e, 12
Keeping Local Copies of Lists, Styles and Databases ........ 12
Sharing Databases .........ooooiuiiiiiiiiiiiiee et 13
Installing "Cite While You Write" SUpport .........cccceveeeeiiiiinnnnnee. 13
Word for WINAOWS .........ooeiiiiiiiieiiiiieee e 14
WordPerfect for WINdOWS ..........coccviiieiiiiiiiiiiieeee e 15
Word for the Macintosh ... 16
TechniCal SUPPOIT ....uveiieiiiee e 17
Getting Started ... ———— 19
ONlINE HEIP ..t 19
Opening an Existing Database ... 19
Navigating a ProCite Database .............ccocourvrninnnnnnssenisnncnns 23
OVEIVIBW ...ttt ettt ettt e st e e et e e e s st e e e s anbeeeeenes 23
Customizing the Record List to Display Fields ............ccccooiiiiiiinnen. 23
Click Sorting on a Column Heading ..........coooiviiiiiiiiieeeieeiiiiieeee, 26
Using the Preview Pane to View a Reference ..........cccccccoeviiiiiiinnen. 26
Using “Go To” Commands to Find References ...........cccccccciiiinnnnns 27
Drag and Drop Between Databases ...........ccieeeiiiiiiiiiiiiieieieneeeeeees 28
Entering ReCOrds ... 31
OVEIVIBW ...ttt ettt ettt e st e e et e e e s st e e e s anbeeeeenes 31
Importing Records from a Saved Text File ........ccccccciiiiiiiiiennnnnnn. 31
Searching and Importing Records Directly
from an Online Database ..........ccccviiieeiiiiiiiie e 33
Dial-up Internet CONNECLIONS ...........uueiiiiiiiaiiiiiiiiiieeee e 33
Capturing Web Page Information (Windows Only) .........ccccceeeeeeennnnn. 39
Linking a Reference to a Web Page or File ..........ccccccciiiiiiiiinnnnn. 41
Entering and Editing ProCite References ..........ccccoccceiiiiiiiiiiinnen. 41

Configuring Duplicate Checking ..........ccoouiiiiiiiiiiiiieieeeeiiieeee, 45



4  Contents

Searching and Sorting a Database ... 47
OVEIVIBW ...ttt ettt ettt e st e e et e e e s st e e e s anbeeeeenes 47
Quick Searching for Records with the Terms Tab ............cccccvvvieeeenn. a7
Creating a Search Strategy ... 48
Saving a Search Srategy .......ooooiiiiiiiiiiiiie e 52
Creating @ GrOUD «....cooieiiiiitieee ettt e e e e e e e aeeeaaaae s 52
Selecting the SOort Order ... 53
Pre-configured Sort OptioNS ............ueeeiiiiiiiiiiiiieieee e 53
CUSTOM SOMS ....etiiiiiiiiiiee e 54
Generating Bibliographies ... 57
OVEIVIBW ...ttt ettt ettt ettt e st e e e st e e e st e e e s anbeeeee e 57
Creating a Bibliography from a Record list ............ccccceiiiiiiiiiiiiinee. 57
Creating a Bibliography with Subject Headings...........cccccveeeeeeeeennn. 59
Preparing a Manuscript and Bibliography ............cuceunnnenisneneans 63
OVEIVIBW ...ttt ettt ettt e e st e e e s aan e e e s anreeeeenes 63
Opening a Word Processing DOCUMENT ..........ccoviiieriiiiiiiiiiiiiiiieeeeeenn, 63
The Tools Menu and ProCite Toolbar ............ccociveeiiiiiiiennnen. 63
Identifying References to Cite .......ooccuiiiiiiiiiiiiee e 63
Preparing the Bibliography and Final Manuscript..............ccccuvveneee. 67
Creating an Output Style ..., 69
OVEIVIBW ...ttt ettt ettt e st e e et e e e s st e e e s anbeeeeenes 69
Creating an OULPUL SEYIE .......ueiiiiiiiiai e 69
Defining the Bibliography Style ..., 70
Applying Special Field FOrmatting ............occcuvviiiiiiiieieiiiieeee, 75
Defining the Bibliography Layout ..., 82
Defining IN-Text CitatioNs ...........uvieieiiiiiae e 83
Defining In-Text Citation Settings ........oooiovvviiiiieeieee e 85
Printing with the New Output Style ..., 86
EXItING PrOCIE ....eeiiiiiiiiiieee et 87
Cross-Platform Compatibility ...........ccorvvnniininnnnniinnn, 89
OVEIVIBW ...ttt ettt ettt e st e e et e e e s st e e e s anbeeeeenes 89
File SNAMNgG ...coooiiiii e 89
Sharing Files Created with ProCite for Windows ............... 89
Sharing Files Created with ProCite for the Macintosh........ 90
Character MapPiNg ....cceeeee et ee s 20
Macintosh to Windows Character Mapping ..............ccc....... 90

Windows to Macintosh Character Mapping ...........ccccceee.... 91



Contents 5

The ProCite TOOIDArS ........cccocvvererirrerirre e seseesesessesesens 93
OVEIVIEBW ..ttt e ettt e e e e e et e e e e e e et e e e e e e es bt e e eeeeenbannns 93
Standard TOOIDAN ........ouuviiiiiiie e 94
TEXE TOOIDAT ..ccvvveiie e 95
Bibliography TOOIDAr ..........cooiiiiiiii e 96
Copy Special TOOIDAT .......ccooiiiiiiieeeee e 96
Record List TOOIDAN ......coooiiviiiieeeieeeee e 97
Edit Record TOOIDAN ........coiiiiiiiiiee e 98
SEArCN TOOIDAN ... e 99
Duplicate TOOIDA ........cooiiiiiiee e 99
PubMed and Internet Search TooIbars .........cccoceeeeeiiiviiieieeeiieiieeees 100
Output Style TOOIDAT ........uveiiiiiiieee e 101
Term List and Journal List TOOIDAr ..........cccvveeieiiiiiiiiieieeeeeiieeeeeeee, 101
Cite While You Write Toolbar............ocuvviiiieiiiiiee e, 102
Keyboard Commands ... 103
OVEIVIEBW ..ttt e et e e e e ettt e e e e e e e et s e e e e eeaabn e e e e e eebaannns 103
File and Print ..o 103
VIEW anNd SEAICH ......coiviiie e 104
COPY AN PASTE ...t 104
Apply Styles (Records, Lists, Output Styles, Dialogs) ........cccc........ 104
Enter and Edit ...........ooiiiiiiiiiiie e 105
OULPUL SEYIES .t 106
Subject Bibliography Tab ..., 106

HEIP FIlE e 106



6 Contents




ProCite 5 Getting Started Guide 7

Introduction and Installation

Overview

ProCite 5 is designed for ease of use. The lessons in this Getting Started
Guide use the Sample Database provided to describe common operations
you may perform with ProCite. See the ProCite User’s Guide for full
details about the ProCite program.

Lessons Included in This Manual

Complete these lessons with the Sample Database provided to learn how
to create and effectively use your own ProCite database.

» Getting Started

» Navigating a ProCite Database

< Entering Records

« Searching and Sorting a Database

< Generating Bibliographies

« Preparing a Manuscript and Bibliography
« Creating an Output Style

After the lessons we include these chapters:

» Cross-Platform Compatibility
» The ProCite Toolbars

» Keyboard Commands
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Using This Manual

This Getting Started Guide walks you through the basic features of
ProCite. If you are using a network version of ProCite, your network
administrator received a complete ProCite User's Guide.

This manual describes ProCite for Windaavel ProCite for the
Macintosh. While the screen examples show ProCite for Windows,
everything is essentially the same on both platforms — including menu
items and dialog boxes.

When a command, file, or folder name differs between the two platforms,
both are included. For example:

To start the installation program, double-click on Setup (Windows) or
Install ProCite 5 (Macintosh).

Use the table of contents at the front of the manual to locate information.
A glossary is included in the online help.

Throughout this manual:

* Menu names, menu items, and buttons are in a bold typeface.
» ProCite field names and workforms are in italics.
« Examples are in the sans serif Helvetica font.

Many menu items in ProCite have a corresponding keyboard equivalent
and/or a toolbar icon. The keyboard equivalent appears on the menu next
to the associated command. You can turn toolbars on or off froxfigie
menu, and hold the cursor over a toolbar icon to find out the correspond-
ing command. Keyboard equivalents and toolbar icons are listed at the
back of this manual, and you can use them at any time.

A right-click (Windows) or control-click (Macintosh) in the program
displays a context-sensitive menu. Although this manual does not
mention the context-sensitive menus, you can use them at any time.
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Hardware and Software Requirements

To install and run ProCite, your computer and system software must meet
the following minimum requirements under Windows or on a Macintosh:

Windows

486 or later (Pentium recommended) personal computer or compatible
Microsoft® Windows® 95/98 (or later) or Windows NT 4 (or later)

16 megabytes available memory (32 recommended)

30 megabytes available disk space for the full installation of ProCite

CD-ROM drive for installation
(please contact ISI ResearchSoft if you require 3.5 inch disks)

Microsoft Word 7.x, 97, or 2000, or WordPerfect 7.x, 8.x, or 9
to cite while you write (optional)

Internet connection for online database searching (optional)

Macintosh

Power Macintosh or compatible (120 MHz recommended)

Apple Macintosh System 7.5 or later (7.5.5 or later recommended)
16 megabytes available memory (32 recommended)

30 megabytes available disk space for the full installation of ProCite
monitor with minimum 16 grays or 256 colors, 640 x 480 or larger

CD-ROM drive for installation
(please contact ISI ResearchSoft if you require 3.5 inch disks)

Microsoft Word 6 or 98 to cite while you write (optional)
Internet connection for online database searching (optional)
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Installing ProCite

Before you begin, quit from any open applications, screen savers, etc. to
prevent conflicts and give the installer room to work.

Note: Make sure you have your ProCite 5 serial number available. You
will be asked to enter this number during the installation process. Look on
the registration card, on the CD envelope, inside the front cover of the
manual, or on the bottom of the ProCite box.

To install, you need the ProCite installation CD. Insert the installation

CD. The installation program may start automatically. If it doesn’t, run
Setup (Windows) orlinstall ProCite 5 (Macintosh). Follow the instructions

on your screen. The amount of time it takes will depend upon the speed of
your computer.

By default, the installer places ProCite in the folder “Program
Files\ProCite5” (Windows) or "ProCite 5 Folder" (Macintosh) so as not to
interfere with earlier versions.

For more detailed installation instructions, read one of the next two
sectionsSingle User Installatiomr Network (Multi-User) Installation

Single User Installation

Before you begin, quit from any open applications and find your ProCite
5 serial number.

To install the single user version of ProCite:
1. Insert the ProCite CD into your CD-ROM drive.

2. Under Windows, the installation program should start automatically. If
the installation program doesn’t start automatically, double-click on
Setup (Windows) orinstall ProCite 5 (Macintosh).

3. Follow the instructions on your screen.
Before installing files, the installation program displays:

* A Readme file that may contain late-breaking news about the
installation process or the ProCite program itself

* Alicense agreement which details terms of use

« Aform requesting that you enter your ProCite 5 serial number.
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When done, the installation program closes and returns you to the
desktop.

Start ProCite by double clicking the ProCite 5 icon. Under Windows, you
can go to thé&tart menu, seledPrograms, thenProCite 5, and then the
ProCite icon.

Network (Multi-User) Installation

The multi-user version of ProCite is licensed for a particular number of
users. You can install ProCite on a shared network for simultaneous use,
or you can install ProCite locally for each of the licensed users.

Note: Accessing ProCite from a network server can be quite slow for
Macintosh users. We recommend that Macintosh users install locally.

A network administrator should first install the ProCite program on the
network. The installation includes program files, workforms, journal title
lists, output styles, configuration files, and sample databases. Then the
administrator, or each user, must install system files and word processor
files on each local machine.

Network Program Installation

To install ProCite on a server or other networked drive:
1. Put the ProCite CD in your CD-ROM drive.

2. Under Windows, the installation program should start automatically. If
the installation program doesn’t start automatically, double-click on
Setup (Windows) orlinstall ProCite 5 (Macintosh).

3. Follow the instructions on your screen.
Before installing files, the installation program displays:

* A Readme file that may contain late-breaking news about the
installation process or the ProCite program itself

* Alicense agreement which details terms of use
« Aform requesting that you enter your ProCite 5 serial number.

4. When asked, indicate the network drive and folder where you wish to
install ProCite. The default folder isoCite5 (Windows) orProCite 5
Folder (Macintosh). If the folder you specify does not exist, ProCite
creates it.
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All ProCite files install on the network in the folders defined by the
installation program. You will need to install certain system files and

word processor files on individual user machines as described in the next
section.

Network User Installation

Note: You need full access (read and write privileges) to Microsoft
Word'’s Startup folder in order to instalite while you writesupport for
Word.

To install required system files and optional word processor files on
individual user machines:

1. From the local machine, go to the ProCite program folder on the
network drive.

2. Double-click to start theetsetup program found in the ProCite
folder. Follow the onscreen directions.

The Netsetup program installs the required system files, word proces-
sor files for Microsoft Word if it is installed, word processor files for
WordPerfect if it is installed, and ProCite icons for your desktop.

If you install Word or WordPerfect at a later date, you can manually
install word processor support as described later in this chapter.

If any of the required system files are absent fronstlsgeem folder,

ProCite will either not start up at all or will display an error message
during startup. If this happens, run the ProCite installation program from
that particular machine. The ProCite installation program checks the
Systemfolder for required files, and adds those that are missing.

Keeping Local Copies of Lists, Styles and Databases

You may want to copy journal title lists, output styles, and the Sample
Database to your local machine. Copy the files from the network installa-
tion of ProCite to your machine.

You will need to indicate the appropriate file folders the first time you run
ProCite if you have changed the installation folders from the default
settings or when you want to use local files. In ProCite, s@lptbns

from theTools menu and click on thEile Locationstab. Select the
appropriate drive and folder for each product component and@kck
ProCite will remember the new settings for your machine unless you
change them again. If you do not set preferences, ProCite will look for
files only in the default ProCite folders.
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Sharing Databases

When sharing databases on a network, you can run into several multi-user
situations:

« Any number of users can open the same database with read-only
access. You may want to place the database in a read-only folder to
make sure the database is always available to multiple users.

* One user at a time can open a database with read-write access. If a user
already has a database open with read-write access, ProCite will tell
other users that the database is already in use. The database is not
available to others until the user with read-write access closes it.

* When a database is in use by someone, with either read-write or read-
only access, you will not be able to open the database with read-write
access.

* When you want to share a ProCite for the Macintosh database with a
ProCite for Windows user, add the extension .PDT to the primary
database file name. ProCite for the Macintosh can directly open a
ProCite for Windows database.

Installing "Cite While You Write" Support

Cite while you writesupport for your word processor is added automati-
cally during ProCite's installatiorlowever, if you installed your word
processogfterinstalling ProCite, or the ProCite 5 commands do not
appear on your word processoisls menu, you can install theite

while you writefiles.

Under Windows, you can run one of these files to install support:

Single User:  In the ProCite program folder, r@wyw Setup.exe.
Network User: In the ProCite program folder, riNetSetup.exe.

If these setup programs do not instaté while you writesupport
correctly, you need to manually install support. See one of the following
sections:

* Word for Windows
* WordPerfect for Windows
* Word for the Macintosh
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Word for Windows

To manually install support for Word, copy the appropriate files (listed
below) from ProCite’'cwWYW folder to Word'sStartup folder (for each
copy of Word). The Word startup folder is typically:

C:\Program Files\Microsoft Office\Startup\

This folder can also be specified in Microsoft Word'’s “Tools:Options:File
Locations” dialog. Check the folder location before copying any files.

Note: You need full access (read and write privileges) to Word's startup
folder in order to instaltite while you writesupport.

Microsoft Word 7.x

Word 7 is installed with Microsoft Office 95. Copy these files from
ProCite’s CWYW folder to the Microsoft Word 7.x Startup folder:

e Pc5wd32.wll
¢ Pcbwd7.dot

Microsoft Word 97 or Microsoft Word 2000

Copy these files from ProCite’s CWYW folder to the Microsoft Word 97
or Microsoft Word 2000 Startup folder:

¢ Pc5wd32.wll
* Pc5wd8.dot

After installing the required files, exit and restart any copies of Word that
are currently running. When you start Word, ProCite 5 commands appear
on theTools menu.
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WordPerfect for Windows

The required WordPerfect files are located in ProCite's CWYW folder.
You need to tell WordPerfect where to find the files.

Caution! These steps guide you through changing your Windows
registry. Do not change any settings other than those indicated here!

To add cite while you writesupport manually for WordPerfect 7.x,
8.x, or 9:

1.
2.

RunRegedit.exe, which should be located in the Windows folder.
Navigate to:

For WordPerfect 7.x :
HKEY_CURRENT_USER\Software\Perfect Office\WordPerfect\7\Third
Party

For WordPerfect 8.x :
HKEY_CURRENT_USER\Software\Corel\WordPerfect\8\Third Party\

For WordPerfect 9 :
HKEY_CURRENT_USER\Software\Corel\WordPerfect\9\Third Party\

Insert a new string value named DLL#, where # is a number from 1 to
16. Set the new string value’s data to:

For WordPerfect 7.x :
C:\Procite5\CWYW\PC5WP7.dll

For WordPerfect 8.x :
C:\Procite5\CWYW\PC5WP8.dlI

For WordPerfect 9 :
C:\Procite5\CWYW\PC5WP9.dll

Make sure you identify the correct path if you installed ProCite in a
folder other than the default.

Exit Regedit.

Restart WordPerfect. Thoite while you writeeommands should now
be available from th&ools menu, under &roCite submenu.
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Word for the Macintosh

ProCite's installation program looks for the default Word startup folders
to automatically instaltite while you writesupport. However, if you
installed Word in a folder other than the default, installed Word after
installing ProCite, or find that ProCite 5 commands do not appear on
Word'sTools menu, you must manually instaite while you writdiles.

Note: You need full access (read and write privileges) to Word's startup
folder to installcite while you writesupport.

Microsoft Word 6

Copy these files from ProCite’s CWYW folder to the Word 6 Startup
folder:

ProCite 5 Word Add-in
ProCite 5 Word 6 Add-in.dot

The Word 6 Startup folder is typically:
System Folder/Preferences/Word Startup Folder(6)
Microsoft Word 98

Copy these files from ProCite’s CWYW folder to the Word 98 Startup
folder:

ProCite 5 Word Add-in
ProCite 5 Word 98 Add-in.dot

The Word 98 Startup folder is typically:
Microsoft Office 98/Office/Startup/Word

After installing word processor support, you need to exit and restart any
copies of Word that are currently running. When you start Word, ProCite
commands appear on tfeols menu.
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Technical Support

Technical support is available to all registered users, Monday through
Friday from 8:00:.m. to 5:00r.m. Pacific Time. When calling for

technical support, please use a phone near your computer and have your
serial number available. Look for your serial number on the CD envelope
or inside the front cover of the manual.

To contact technical support

Mail :

Phone
Fax:

WWW:

Email:

IS| ResearchSoft
800 Jones Street
Berkeley, CA 94710
USA

+01 (510) 559-8592
+01 (510) 559-8683
http://www.procite.com

Windows Technical Support: pc-procite@isiresearchsoft.com
Macintosh Technical Support: mac-procite@isiresearchsoft.com
Customer Service: info@isiresearchsoft.com

From Europe, please contact

Mail :

Phone
Fax:

ISI ResearchSoft

Brunel Science Park, Building 1
Uxbridge, UB8 3PQ

United Kingdom

+44 1895-270016
+44 1895-258859
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Getting Started

Online Help

When using ProCite, many of your questions can be answered by using
the online help that comes with the program. There are several ways to
access online help when using ProCite:

» SelectHelp from theMenu bar to find a topic.

» Many ProCite dialogs includetéelp button so you can see information
related to the current activity.

 Display context-sensitive help by pressing fhekey (Windows) or the
help key (Macintosh). If no context-sensitive help is available, choose
from the list of topics displayed.

Opening an Existing Database

The exercises in this Getting Started Guide use the Sample Database that
installs with ProCite. This database is used to demonstrate navigating a
database, entering references, searching and sorting references, and
creating bibliographies.

Exercise - Opening the Sample Database

In this exercise you will open the Sample database. If you already started
ProCite, go to th&ile menu and choogepen, then continue with step 3.

To open the Sample database:
1. Start ProCite:

¢ Windows: From theStart menu, choosBrograms, locate the
ProCite 5 program group, and chooBeoCite.

* Macintosh: Open theProCite 5 Folder and double click the
ProCite program.

2. Afile Opendialog displays for you to locate and open a database. If
not, go to thd-ile menu and choogepen.
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Note: If ProCite has already been used on this machine, it may

automatically open the last ProCite file used (this could be a database,

list, output style, or workform). Check the title bar to confirm the
Sample database is open. If not, close the file, and froffildlenenu
selectOpen. Then continue with step 3.

3. In the fileOpendialog, locate and double-click on thatabase
folder located in the ProCite 5 folder.

Note: Make sure th®pen as read-only(Windows) orRead-Only
(Macintosh) box is not selected. If it is checked, you cannot make any
changes to the database.

4. Locate and double-click on Sample Database (under Windows it
includes the extension .PDT). ProCite opens the sample database.

The database window displays a record list of abbreviated records. By
default the first Author field, Title field and Date field are shown from
each record.

|». ProCite 5 - [Sample Database] |- (O] ]
File Edit “iew Sot Select Groups Database Tools ‘window Help = |5‘ 5'
JJD @u‘§| g B3 X HITimesNewHomam j|1u He 70 < = |Sym 1 ‘
B! Mark Selected Bl bark List % Glews el |8 [ QU 4 b M| Bl Cofieiod | 8, DpenLink
Author

: Multi-Media Medicine September 1973

: Adams, Alexander B John James Audubon: & biography 1966

: Anderson, Mark Ransom Apollyon's bow: Perspective, reading, and mea 1384

[ | Anderson. Fiobert J.//Schrier. Robert ', Acute renal failure 1967

: Aoki, Mikio M anufacture of glass by Sol-Gel process 9 December 1987

: Aroney, Manuel J.//Davies, Munay 5.//Hambh & study of the polarities, anisotropic polarisabilit 1994

: Barr, Lindad/Monsemat, Catherine//Berg, Toni | Teenage pregnancy: A new beginning 1992

: Blum, Fobert Information management for the tactical operat 1979

: Boath, Wayne C. Kenneth Burke's way of knowing 1974

: Biargman, Chrigtine L./ /Bower, James//Krieger, From hands-on science ta hands-on informatior 1583

: Christie, Agatha What Mrs. McGilicuddy saw 1988

: Churn, H. L.//Baizer, M. M The electiochemisty of biomass and derived r 1385

[ | Decker. wwiliam W5J/Indes file 1983

: Dickson, Paul “Words: A connoisseur's collection of old and n 1982

: Dunn, Richard J Teaching assistance, not teaching assistants |Winter 1930

: Fleizcher, Athur C. Superficial organ sonoaraphy and miscellaneoy 1983

: Gilman, Alfred G.//Rall. Theodore 'W./#Mies, & The pharmacological basis of therapeutics 1990

[ |Harred, John F.#/Kniaht, Allan B A/Mclntyre, Jt Eposidation process 1972 Apr 4 j
M | 4 | )‘ H|\ All Records  { Marked Records ), Search 1 Tems } Groups 1 Duplicates f
Author/Title/Date [Ascending] |0 Records Marked |40 Fecords in List [40 Records in Databass
Ready A

A Status line at the bottom of the window indicates the sort order (Au-
thor/Title/Date in Ascending order by default), the number of records
marked, the number of records displayed in the current list and the total
number of records in this database. The Sample database contains 40
references using different types of workforms.



ProCite 5 Getting Started Guide 21

In the abbreviated record list you can browse through single-line records,
mark or unmark records, or display records in full for viewing or editing.
Records can also be formatted for previewing the bibliographic style at
this window.

Note: Many ProCite menu items have a corresponding keyboard equiva-
lent and/or toolbar icon. The keyboard equivalents appear on the menus
next to the associated commands.

Use the next section of this guided tour to learn ways to navigate records
in a ProCite database.
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Navigating a ProCite Database

Overview

In this section of the Getting Started Guide you will learn to:

» Customize the record list to display specific fields

* Click sort by column heading

* Use the Preview Pane to view a reference in more detail
» Use the GoTo tool

« Drag and drop between databases

Customizing the Record List to Display Fields

While the default record list display shows only three ProCite fields from
each recordAuthor, TitleandDate), the list can be customized to display
up to six fields for each record.

In this exercise you will customize the abbreviated list by selecting four
fields to display and changing the column widths.

Exercise — Customizing the Display

To customize the record list display:

1. From theView menu, choos€onfigure Record List to display the
Configure Record List dialog:
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Configure Record List

Record List | Freview Pane I

Font and size
Eont: [XH =l S s =l
Layout
Show: Column Header: Dizplayed Field:
™ |Record Number |F|ecord D =
W [Author | Avthor =l
M [Tite |Title =
v |Date IDate j
r |Keywords I [45] Keywaords j
I [workiom ['wiarkform =l
0k I Cancel | Al | Help |

On the Record List tab, theayout box contains three columns of

options:

* TheShowcolumn of check boxes is used to show which of the six

fields are displayed.

« TheColumn Headertext boxes allow you to enter header text to
be displayed above each field in the record list.

« TheDisplayed Fieldcolumn is where you select the fields to
display in the order you want them to appear.

2. To rearrange the order in which the fields are displayed, first click on
the Show check box fofTitle to remove this field from those shown.
Next click on the first field (currentlRecord ID) to select this field
for the display. Use the next step to change this field to display the

Title field first in the record list.

3. From theDisplayed Fieldcolumn, click on the arrow to the right of
Record ID to select thditle field as the first field to display. Choose

Title from near the top of the field list.
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Note: The field list includes all 45 ProCite fields plus five “special”
fields at the top of the list. The special fields shownfartor, Title,
Date, Workform andRecord Number. These fields include all
related fields respectively. For example, Author includes both the
Author, Analytic(01) andAuthor, Monographi€07) fields from the
various workforms. Use the special fields when you want to include
all authors, titles and dates from a variety of workforms used in the
database.

4. The Column Header needs to be changed to reflect header text
appropriate for the title field. Click the first fieldZolumn Header
text box and typ@itle as the descriptive text for this field.

5. Click theShowcheck box for Keywords to display tkeywordsfield
as the fourth field for each record.

6. Click OK in the Configure Record List dialog to save the changes and
return to the record list. ProCite displays the fields in the order you
selected:

| ProCite 5 - [Sample Database] ==l E
File Edt Yiew Sot Zelect Groups Database JTook MWindow Help =18 x|
JJD = |§ ‘ h B X HJIT\masNawHﬂman j|m j B 2 U = = (= 4 |
[ | Mak Selected BgMark List B Cleeniked [ [0 Q140 4 b M| B opyfierked | 48, DpenLink
Author

[ | Multi-Media Medicine September 1979- Medicine/ Audiocassette
:Jothames Audubon: & biography | Adams, Alexander B. 1966 Biography/ Nature/ Art
:Apollyon's bow: Perspective, reading Anderson, Mark Ransom 1984 Literature/ Apollyon

[ Acute renal failure Anderson, Robert J.//Schier, Rober 1967 Fenal Failure/ Harison's Prir
: Manufacture of alass by Sol-Gel proc Aok, Mikio 9 December 1987 Sol-Gel/ Chemistry

:A study of the polarities, anisotropic £ Aroney, Manuel J.//Davies, Murray £ 1994 pracceptor Behaviour/ Interal
: Teenage pregnancy: A new beginnir Barr, Linda/Monserrat, Catherine//f 1992 Teenage Pregnancy/ Teenat
: Infarmation managemment for the tacti Blum, Robert 1979 Infarmation Managerment TO
: Kenneth Burke's way of knowing Booth, 'wapne C. 1974 Pluralism/ Kenneth Burke

: From hands-on science to hands-on i Borgman, Christine L. //Bower, Jame 1983 Library Aszociations, Informat
:What Mrs. MeGillicuddy saw Christie, Agatha 1988 Literature/ Audiovisual Mater
: The electrochemistry of biomass and Chum, H. L. //Baizer, M. M. 1385 Medicine/ Biomass
:WSJ;‘\ndex file Decker, Wwilliam 1983 w'SJ data/ Bibliographic Date
:Words: A connaizzeur's collection of | Dickson, Paul 1982 Language/ whards

: Teaching assistance, not keaching a: Dunn, Richard J. “wiinter 1930 College Instructiond Higher Ec
: Superficial organ sonagraphy and mis Fleischer, Arthur C. 1989 Sonography/ Clinical Applicat
: The pharmacological basis of therape Gilman, Alfred G.//Rall, Theadore 'w 1930 Medicine/ Pharmacology

Epozidation process Harred, John F.//Knight, Allan B. 274 1972 Apr 4 Chemistry/ Epoxidation ll

W 4| %[ M}__AN Records Marked Recoids ), Seaich ___§ Tems 5 Gioups }__ Duplisales
Author/Title/D ate [Ascending) |U Recards Marked |4D Recaords in List |4U Recards in Database
Ready | |

You can easily change the width of the columns by dragging between
column titles. Use the next exercise to change the width dakefield
in the record list window.
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Exercise — Changing the Column Width

To change column widths:

1. To see more of theeywordsfield, move the pointer to the column
heading divider betweddate andKeywords. The pointer changes to
a horizontal arrow.

2. Drag the vertical bar to the left to reduce the width oDt field.

3. Experiment changing other column widths.

Click Sorting on a Column Heading

Although theAuthorfield, or in this case théitle field, may be the first

field displayed from each record, the records are not automatically sorted
by that field. Use the following steps to sort by a displayed field using the
click sort method.

Exercise —-Changing the Sort Order Instantly
To quickly change the sort order of the record list:

1. To sort by thd®atefield, click on that field’s column header. The
records are sorted by date in ascending order. Click a second time to
change the sort to descending.

2. Experiment sorting the records by thiethorand/orTitle fields.

Using the Preview Pane to View a Reference

The Preview Pane displays a highlighted record formatted with an output
style. You may find this useful when browsing a record list to compare
data or to preview records formatted with various output styles.

Exercise — Previewing a Formatted Reference

To preview formatted references:
1. From theView menu, choosBreview Pane

2. Highlight the record by authétaft, Donald H. ProCite formats the
highlighted record using an output style (ANSI is the default style)
and displays it in the preview pane.
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Note: You can move the horizontal divider to allow the preview pane
more or less space.

| ProCite 5 - [Sample Database] [_1O]x]
File Edt View Sot Select Groups Datsbase Took ‘window Help =12 x|
HD D’“H|§‘ & B R K HJIT\mEsNawHuman ElnE B s e = |Svm 0 |
X Mark Selected B Mark List B Cleorvirked [ (] QL M0 4 b M| Copy ieriedd | 8, DpenLink
Kraft, Donald H., editor. Journal of the Amenican Society for Information Science. Mew York: John Wiy & Sons, Inc. Yol 1-, 1943- 155M 0002- ﬂ
d|
Title [ Author | Date [ Keywords |
:Wurds. A connoisseur's collection of | Dickson, Paul 1982 Language \Words ;I
: Teaching assistance. not beaching a: D unn, Richard J “Winter 1330 Callege Instuction/’ Higher Education/ Prese:
: Superficial organ sonography and mis Fleischer, Sithur C. 1983 Sonoaraphy/ Clinical Applications
: The pharmacological basis of theraps Gilman, &lfred G./7Rall, Theodore W 1330 Medicine/ Phamacology
: Epoxidation process Harred. John F.//Knight. Allan B/ 1972 Apr 4 Chermisty/ Eporidation
: Fiunning dowin the up-escalator; Reg Jackson, Richard May 1383 Papua Mew Guinea/ Geooraphical Implicatio
[ || The entertainer Joplin, 5 cott 1972 Pusic/ Piano
nl: A i || Kraft, Dionald H. |Information Management/ Infoim Cier |
:Adenuhypuphyssal har 1el Kuret, J. 4.2/ Murad, F, 15330 Medicine/ Pharmacology Adenchypophyses
: Soltware design issues for natural lar Loomis, Thomas 1387 Computers/ Programming Language
:Vibraliun can't loosen easily installed  McCarty, Lyle H February 27,1983 Fasteners/ Huck Manufacturing Compary
[ |4 room with & view Merchant, lsmail 1385 Audiovisual Materials/ Literature
: Miles, Ethel October 31,1982 Library Human Resource Management
: Fielationship between aromatase acti Noguchi, Toshifumid/Kitawaki, Jo//113593 Steroid Receptors/ Cancer
™| Fiesearch fund faces cuts Olson. Lise June 18. 1330 Buduet/ Research ll
W4 »[M}i__AN Records Marked Recods Scaich Tems % Groups }__ Duplicales
Author/Title/D ate [Ascending) |U Recards Marked |4D Recaords in List |4U Recards in Database
Ready I =

3. To switch to a different output style (bibliographic fornfat)the
preview pane, go to théiew menu, choos€onfigure Record List
and click thePreview Panetab.

4. Click theOutput Style arrow and select a style from the list. Use the
Optional Fields check boxes to view additional information in your
Preview. ClickOK to view the formatted reference.

5. When you no longer want to view formatted references, deselect
Preview Panefrom theView menu or use the corresponding toolbar
icon.

Using “Go To” Commands to Find References

You can move through the Sample database simply by browsing with the
scroll bar. However, this is not practical when using a large database. To
locate records in a large database, us&théo Recordcommands.
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Exercise - Using the “Go To” Commands
To use the Go To commands:

1. Use theGo To commands fronView menu or the toolbar. You can go
to a specific record, go to the first record, go to the previous record, go
to the next record, or go to the last record in the list.

2. To find a record based on the sorted order of a database, Getthe
Record command (the first button on the Go To toolbar).

3. To locate the record by Helen Schwartz, type the first few characters
of the author’s last name in the first text box in@®To Record
dialog.

4. If the sort order is not currenthuthor/Title/Date, select that order
by using the arrow to the right of the text box.

5. Click OK to complete the search. ProCite searches from the top of the
record list and highlights the record that most closely matches the text.

6. Experiment using the other Go To commands to move between
records in the Sample database.

Drag and Drop Between Databases

You can copy full records between ProCite databases. To copy records
between databases, you need to have both databases open. Use the
following exercise to copy a record from the Sample database to another
database named Turtles.

Exercise — Copying a Record from One Database to
Another

To copy a record from one database to another:

1. Open the ProCite database named Turtles (Under Windows it will
include the extension .PDT). From thiée menu, choos®pen. The
Turtles database is located in thatabase folder located in the
ProCite 5 folder.
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2. From thewindow menu, selecTile to display both the Sample
database and the Turtles database on the screen:

| ProCite 5 - Turtles ==l E
Elle Edit “iew Sont Select Growps Datsbase Tools Window Help
JJD = |§ ‘ h B X HJIT\masNawHﬂman j|m j B 2 U = = (= 4 |
2 Turtles [_1O]
X Mark Selected B Mark List 12 Clear ke ‘ g | QL4 v M | B Cany Erfed ‘ W&, Open Link
ALthor | Title | Date |
: Ouellette, O “who do we think we are’ + Tuitle Island Shing 1934 :I
: Penick, D. M. #/Paladino, F. . //Stepermark, Thermal dependence of tissue metabolism in £ 1936
: Powell, Pamela The turtle watchers 1932 J
: Rebel, Thomas P. #/Ingle, Robert M Sea turtles and the turtle industry of the West 1974
[ [Rosman, I //=LGL Ecological Ressarch Asso Undenwaler sightings of sea turtles in the nortk 1987 b
W4 »|M__All Records  { Marked Records 3 Search Tems Groups Duplicates
Authar/Tile/Date [Ascending] |0 Records Marked |53 Records in List |59 Records in Database

[R'Sample Database BRI
X Mark Selected B Mark List 12 Clear ke ‘@ = | QM4 »H |% Copy faied ‘% (Open Link

Fepwards

Computer shapper Compulers/ Peripherals Hardwars
MultiMedia Medicine Seplember 1975 Medicine/ Audiacassstte
John.James Audubon: & biography | Adams, Alewandsr B 1966 Biography/ Nature/ At

Apallyon's baw: Perspective, mading Anderson, Mark Ransom 1984 Literature/ Apollyon

[ | cute renal failure Anderson, Robert J.//Schrier, Robe 1987 Renal Faiure/ Hamison's Principles. Intemal =
W4 »|M__All Records  { Marked Records 3 Search 1 Tems }\ Groups i Duplicates
Authar/Tile/Date [Ascending] |0 Records Marked |40 Records in List |40 Records in Database
Ready CapP 5

3. In the Sample Database, highlight the recorddif, Tibor and drag
it to the Turtles database. This places a copy of the record in the
Turtles database.

4. Close the Turtles database. The new record is saved and marked.

5. Maximize the Sample Database window to continue working with the
file.
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Entering Records

Overview

In this section you will learn to:

» Import tagged references from online, CD-ROM and Web-based
services

» Capture Web page information using Netscape (Windows only)
» Enter and edit references manually
 Configure duplicate checking

Use the following exercises to gain experience importing, entering and
editing references in ProCite.

Importing Records from a Saved Text File

Before importing files downloaded from an information service it is
important to determine from which service the records were retrieved.
Each service saves the same information in a slightly different format.
The format is significant to the configuration file used in ProCite.

Configuration files are used to tell ProCite how a file of imported records
is organized. Refer tAppendix C: Configuration File the Biblio-

Link Il Manual for a list of configuration files supplied with ProCite and
the specific databases from which you can import data. The Biblio-Link Il
Manual is a PDF file found on your ProCite CD. If a configuration file is
not available for a service you use, you can modify an existing file using
the Biblio-Link Il program installed along with ProCite.

Exercise — Importing Records

To import a file of records retrieved from the National Library of
Medicine’s Medline database and saved to a tagged text file:

1. Go to theTools menu and choodenport Text File.
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2. In the Open Import File dialog, locate teCite5\Download\ folder
and choose the filRIEDLARS — Medline.txt. ProCite displays the
tagged text file:

|» ProCite 5 - [MEDLARS - Medline. tat] ==l E
File Edit View Tools ‘Window Help =& x|
JJ 0=l |§ ‘ & [ =] * “IEDUIIEINEW j |1EI j B 2 0 == = (s 9 |

File Type: File Format Target Database:

[Tegued =] [MEDLARE N T I

1 =l
UI - 83143583 _J
(AU - Popper SE @ McCloskey K

=
=
'

Individual differences and subgroups within populations: the
shoppingy hay approach.

.S
£1.107.567.875
1

oy sf?

Ready [ [caF A

Li - Eng

MH - *herospace Medicine ; Fatigue/BLOOD ; G Suits ; Huwan ; *Humwan
Engineering :; *Individuality :; Lactates/BLOOD : Protectiwe
Dewvices @ Research ; Task Performwance and Analysis

FM - 0 (Lactates) : 50-21-5 (lactic acid)

FT - JOURNAL ARTICLE

Di - 830218

DF - 1883 Jan

15 - D085-6562

Th - Aviat Space Environ Med

FG - 74-7

3. In theFile Type drop-down list, choos@agged

4. In theFile Format drop-down list, choose the service from which you
retrieved the tagged records. For this file transfer, chbiieLARS .

5. In theTarget Databasedrop-down list, choose ttgample Database
to receive the records.

Note: You can import records to an existing database or specify a new
one by clicking the Browse button (...) and assigning a name to the
new database.

6. Click Transfer to begin importing records.

7. When the transfer is complete, ProCite tells you how many records
were imported. CliclOK to continue.

8. Close the Import Text File window and return to the record list.

9. The imported records are marked. Click Merked Recordstab at
the bottom of the window to display only the records you just trans-
ferred.

10. Click theAll Records tab to return to the full list of records.
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Searching and Importing Records Directly
from an Online Database

The following exercise guides you through the basic steps of connecting
to a remote database, searching the database, and saving the references
that you want to keep. In order to follow this lesson, you must be at a
computer with Internet access — with either a dial-up or direct network
connection.

For this guided tour, you will connect to a Medline practice database
made available by Ovid Technologies, Inc., a company that provides
access to bibliographic and full-text databases. Medline Practice Demo is
the online database we will search; Ovid is the information provider. The
Medline Practice Demo is a subset of the full Medline medical database,
and is limited to records from 1993. Access to the full Medline database,
and many other online databases, is available with ProCite.

Dial-up Internet Connections

If you use a modem and phone line to connect to the Internet, as opposed
to a direct network connection, please note this connection information.

Connecting Most dial-up connection settings are configured to automati-
cally dial and connect to the Internet when you use an application that
requests an online connection (such as ProCite’s Internet Search feature).
However, some Internet providers, such as America Online, require that
you establish an online connection (sign on) before attempting an Internet
Search with ProCite.

Disconnecting ProCite does not disconnect your Internet connection at
any point. You need to shut down your connection when you have
finished using ProCite’s Internet Search feature.
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Exercise — Internet Searching

To search and import records from an online database:

1. From theTools menu, seledinternet Searchto open a temporary
Internet Search database.

[ Intemnet Search [_ O[]
Pt Sefeoter B ok st % e ke I8 (2] (|20 140 41 b W) | B oputaied |G Bpen Link

[Clear Fesults ‘ & Geach ,h Stop;

B New Search 7 Newltem 3¢ Delete ltem Tems By Expressions =

f‘ Hosts: OVID - Trial Server: ABI/nform [Jan. 1996)

Search for: [ author =

Janp = Tite =l

IAND j IKeywurds j I

Janp = [any Fieid =
|Disconnected

Authar | Title: | Date |
3

H| 4 k| M} Intemet Search arked Records Search Terms Groups Duplicates
Author/Title/Date (Axcending) |0 Records Marked [0 Records inList [0 Records in Database 2

2. Select the Internet database(s) you want to search.
a. Click theHostsbutton.
b. Click Clear Marks to deselect any selected databases.

Scroll toOvid - Trial Server.

o

d. From the databases listed un@®eid - Trial Server, select the
check box next tdledline Practice Demo
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Internet Hosts

AllHosts | Marked Hosts |

Hosts: 1 Host Marked
Haost + [ Location [T [ =]
["] OhioLINK. - Library Catalog US&; Ohio Consortia
[CJoviD 1S4; Mew York Corporate
—+ [ OVID - Trial Server USa; Mew Yark Corporate
] A4B1/Inform [Jan. 1936]
[C] CIMAHL (1982- Feb. 1936]
[[] Core BioMedical Collection Demo
[] Current Contents DEMD [week 27, 1933)
[ Mediine Practice Demo
[T Paycinfo DEMO (1984-Mar. 1936)
[ Pasadena and Glendale [California) Public Libraries - Library Catalag  USA; Califamia Academic
] Perngylvania State University - Library Catalag US4; Pennaylvania Academic
t—[] Princeton Theological Seminary - Library Catalog USA; Mew Jersey Academic
] Purdue University - West Lafapette OPAC US4 Indiana Academic
—[] Radford University - Library Catalog USA; Virginia Academic
[+ 1 Research Librariss Group US4; Califomia Carporate
—[] Rochester Institute of Technology - Library Catalog US4 Mew York Academic
—[15an Diega State University - Library Catalog US4; Califomia Academic
t—[] 5an Jose State University - Library Catalog US4; California Academic
1 Seton Hall University Law Library - Library Catalog USa: Mew Jersey Academic LI
P L N FRa—

Clear Marks Configure Hosts | httped v carl orad

ak I Cancel | Help |

e. Click the Marked Host tab to verify that the only database marked
for searching i©vid - Trial Server - Medline Practice Demo
You could have marked multiple databases for searching.

f. Click OK to save the setting and return to the Internet Search tab.
Notice the database name next totdusts button.

3. Build your search expression.

Let's say you are interested in information about the success of
corrective eye surgery, such as radial keratotomy.

a. Next toSearch For, use the drop-down box to seldaty Field.

b. In the text box next to it, typadial keratotomy.
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{21 Mew Search 7} Newltem 3 Delete liem (B3 Tems B Espressions = | T2l T o | déh Search g 5o
&' Hosts: OVID - Trial Server: Mediine Practice Dema

Search for IAny Field j |radialkelalotomy

[anp =] [Tie =

IAND j IKeywolds j I

[anp =] [any Fiew =

[Bisconnected

Author | Titls Date |

g
-

H 4| | M} Internet Search { Marked Records Search Tems Groups Duplicates

Authar/Title/Date [Ascending) |0 Records Marked |0 Records in List [0 Records in Database 7

4. To connect and search, clikarch

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

ProCite sends the search request to the online database, which in this
case isvedline Practice Demo. The status line between the search
strategy and the record list keeps track of how many records are found

and imported. When done, the search results display in ProCite’s
record list:

B New Search 7 Newltem 3¢ Delete ltem Tems By Expressions =

Clear Results ‘ % Search ,h Stop;

& Hosts: OVID - Trial Server: Mediine Practice Dema

Search for : | Any Field bl [l 2dial keratotomy

Janp = Tite =l

IAND j IKeywurds j I

Janp = [any Fieid =

|Disconnected
Authar | Title: | Date |

Alio, J. AAsmail, W Management of radial keratotomy overcorectic 1993 Sep -
anaonpmous, Opinions an mini-radial keratotomy 1393 Maov-Dec
anonymous, Radial keratotomy for myopia. &merican Acade 1993 Jul
Aquavella, J. V. More radial keratotomy comments [letter; comm 1993 Map-Jun
Assil, K. K. Y Quantock, A, . Wound healing in response to keratorefractive 1993 Nov-Dec
A, K. ALucius, R.W. A/Granger, B Fadial keratotomy in an elderly patient 1393 May
Beldavs. R. & /¢aHGhamdi. 5. AMwilson, L. &, | Bilateral microbial keratitis after radial keratoton 1993 Apr

M} Internet Search { Marked Records Search

Author/Title/D ate [Ascending)

Groups Duplicates

|0 Records Marked |57 Records in List |57 Records in Database
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In this case, 57 records were found.

Note: If too many records are found, and you find yourself waiting for
hundreds or thousands of records to download, you can cancel the
retrieval by clicking thestop button.

. If the search was too broad, finding too many records, you can refine
the search to get closer to exactly those references you want. We will
refine this search by looking for just the follow-up studies about radial
keratotomy:

a. ClickClear Resultsto delete the previous search results. When
asked to verify the deletion, clidtes

b. Leave the first search line as entered. Click in the text box of the
third search line, next ideywords, and typeollow-up studies.

Note: ProCite ignores the previous line, since no text is found in
the text box. Notice that each line is connected by the word AND,
which requires that each line of search criteria be met.

Search for - [Any Fisid = [radial keratotomy
[ann =] it

[anp =] [kepord:
[anp =] [any Field

. Click Search

This time only 17 references are found. The references are imported
and appear on the Internet Search tab.

. Save results.

At this point you can peruse the retrieved records to see which ones
you want to keep. All database functions are available, so you can edit,
search, or perform other operations. You save records by transferring
them into a new or existing ProCite database.

You can copy highlighted records to an open database using drag-and-
drop or theCopy andPastecommands. You can also copy records

directly to an open database, a closed database, or a new database witt

the Copy Marked Recordscommand, as described next.
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For this example, you will save some of the imported records to a new
database called OvidTest.

a. Select a subset of the records by selecting the check box next to
individual records.

b. On the toolbar, click thEopy Marked icon on the toolbar.

c. Inthe file dialog that appears, locate ProCite’s Database folder,
type a new name of OvidTest in the text box, and dipken.
ProCite asks whether to create the new file. Cliekand the
marked records are copied to the new ProCite database.

8. Close the temporary Internet Search database.
a. Click the database close box or choBkesefrom theFile menu.

b. ProCite asks whether to save your Internet search results. Since
you already saved the records you wanted, @islcard to close
the temporary database.

Note: ProCite doesn’t not disconnect your Internet connection. When you
are finished searching online databases, remember to disconnect.

Because you did not close the Sample Database, it should appear when
you close the temporary Internet Search database.

You can open the OvidTest database to look at the records saved from
Internet searching. When you are done, close it and return to the Sample
Database.
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Capturing Web Page Information (Windows Only)

You can create ProCite records from individual Web pages displayed with
Netscape or Internet Explorer. The Title and URL are automatically
copied to a new record in the database. You can then change the ProCite
workform and/or copy and paste additional Web page text to the record
using an automated clipboard feature.

Exercise — Copying Web Page Information
to a ProCite Record

To copy web page information to a ProCite record:

1. Start Netscape or Internet Explorer and go to: http://
www.procite.com. The ProCite home page appears.

2. Switch to the open Sample Database in ProCite.

3. From the ProCitdools menu, choosemport Web Page A split
screen displays the text of the Web page at the top of the screen, and a
new ProCite record at the bottom. The ProCite record contains the
Title and URL from the Web page.

Notes The ProCite workform displayed is the one last used for
insertion. The Title is transferred Title, Analytic (04)or Title,
Monographic (09knd the URL is transferred tacation/URL (38)

4. Change the workform by using tiéorkform pull-down list at the
top of the ProCite window. Choose &b Pageworkform.
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5. You can move text and/or copy information from the Web page text to
the ProCite record. To copy text to the Keywords field, use the mouse
to highlight the texProCite, then click on th&eywords(45) field
label. The term is copied to the Keywords field in the ProCite record.

|_!. ProCite 5 - [Sample D atabase:New Record] [=1O] ]
Eile Edit “iew Sort Select Groups Datsbase Tools ‘window Help == x|

“D == ‘§| & B = HJITimesNewHamam j|m j’?/ O x = | gm0 9 |
Warkfom: [w/eb Page =| [Recadin. [510 (Bl 3 e Q0 > M
A

(NEW! ProCite 5 for Windows Ships Ociober 26, 1999
Search the Internet for References T oday! _I

[Join our Holiday Spectacular
S ave up to 30% when vou purchase JineCRge
Hurry - Holiday offer expires 12/31/99 Search

By at our onldine store.

e

Author Affiliation (03):

Title (D4): ProCite =
Reprint Status (12): =| Date:

Date of Publication (20):

Date of Access (21):

Address/Availability (37):

Location/URL (38): hitp:fwrarar procite com!

Notes (42):

Ahstract (43):

Call Number (44):
Eeywords (45): ProCite 5 for Windows =

Ready [ [ li_/

6. Practice copying highlighted information to other fields in the record.

7. When done transferring text to the ProCite record, go tDakaebase
menu and choos®ave Recordor click the corresponding diskette
icon in the toolbar.

8. To close the record, go to tRée menu and choog€loseor click the
window close button.

9. Before continuing with ProCite, you may want to switch to the Web
page and exit Netscape or Internet Explorer.
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Linking a Reference to a Web Page or File

You can add a URL or a path and filename to a ProCite record and later
launch the attached URL or file. In the case of a URL, ProCite launches
your default browser and directs it to the Internet location. In the case of a
path and filename, ProCite launches the file as though you had double-
clicked the file icon.

Use the following exercise to launch an attached URL to a Web Page on
the Internet.

Exercise — Launching a URL from a ProCite Record
To launch a URL found in ProCite’s Location/URL field:

1. Go to the record biieger, Steve. Double-click to display the full
record.

2. Notice the URL entered in th@cation/URL (38¥ield.
3. From theTools menu, choos®pen File/URL or click the toolbar
icon:
ProCite launches your browser and directs it to the Internet location.

4. When done using the Web Page, exit the browser and close the
ProCite record.

Note: You are not required to display the full record. You can launch a
URL from a record list by highlighting the record and using the Open
File/URL toolbar icon.

Entering and Editing ProCite References

You can add or edit records at any time. Each record can hold up to 100K
of text. The following exercises will give you experience with the basic
operations of entering and editing text in ProCite records.

Exercise - Inserting a New Record
To insert a new ProCite record:

1. From theDatabasemenu, choosblew Record The New Record
window appears.
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2. Click theWorkform box at the top left of the New Record window.

ChooseBook Short Fornfrom the drop-down list.

| ProCite 5 - [Sample Database:New Record] ==l E
File Edit View Sot Select Groups Database Took Window Help =& x|

JJD Dﬂ‘u|§‘ L EE i HJlT\masNawHﬂman j|m j B 7 0 £ = |Sym q |
| Recerd D: 520 Nz SRS T AR S

R 2 k. Short Form

Author, Monsgraphic (07): 3]
Title, Monographic (09):
Reprint Status (12): 7| Date:
Place of Publication (18):
Publisher Name (19):
Date of Publication (20):
Address/Availability (37):
Location/URL (38):
ISBN (41):
Notes (42):
Ahstract (43):
Call Number (44):
Keywords (45): 3]

Ready [ [cer 5

. Start by clicking in théuthor, Monographic (07field and enter:

Barrett, Daniel J.

Notes Always enter author names in this ordastname, firstname
middle. While you can enter author names in any ProCite field, it is
recommended that you enter names only in the following fields:
Author, Analytic (0}, Author, Monographic (07)Author, Subsidiary
(16) andAuthor, Series (30)These author fields are automatically
used for searching, sorting and formatting author names.

When listing multiple authors names, use a double slash (//), a
semicolon(;), or a carriage return between author names. If you do not
know all the names, indicate additional authors by using four slashes
(/) after the last author in the field.

. Click or tab to thditle, Monographic (09jield and enter:

NetResearch: Finding information online

. Click or tab to théublisher Name (19nd enter:

Songline Studios, Inc.
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6. Click or tab tdDate of Publication (20and enter:
1997

Note: ProCite assumes the following fields may contain d&ate of
Meeting (12) Date of Publication (2Q)andDate of Copyright (21)
These date fields are converted to an internal format that is used for
searching, sorting and formatting references correctly.

. To use a Field Content List for keywords, move the cursor to the
Keywordsfield, then click the arrow to the far right of the field. The
Insert Term dialog appears.

Insert Term I
Source: ISampIe Database | Tems: IKE}'WUIdS =
Term l

Adenohypophyseal Hormones
Adult

“herospace Medicine
Aggression

Aniimal

Ainiety

Apolipon

At

Agtificial Inteligence
Attitude

“Aititude to Health
Audiocaszette
Audiovizual Materials
Bibliographic Data

¢¢¢¢¢¢

Inzert Term I Irsertate

il

|

Close Help ™ Close after insert

Note: Field Content Lists are internal lists generated fromAtitéor,
Journal Title andKeywordsfields. They can be used for data entry

and searching.

Quickly typeco, or scroll through the list to the wo@bmputers.

Select the word and clidksert Term to insert the text in the current

field.

Note: You can also double-click on a term to insert it automatically.

Typel to move to the terms that start with the letter |. Sétdorma-

tion and clicklnsert Term.
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10.When you are done inserting terms, clitseto return to the New
Record window.

11. From therile menu, choos€loseto close the record. When
prompted about saving changes, casto save changes to the
record.

Exercise — Editing a Record
To edit a record:

1. Use the record list to locate the record by Schwartz, Helen.

2. Double click the highlighted record to edit. The Edit Record window
appears:

| ProCite 5 - [Sample Database:E dit Record] ==l E
File Edit View Sot Select Groups Database Took Window Help =& x|

JJD = = |§‘ 4 B X HJlT\masNawHﬂman j|m j B 7 U < % | 9 |

Ytk form: IBook Long Farm =1 ‘ Record ID; [350 | X B ‘ Ef ‘ QM4 r M | o
Author, Analytic (01): Schwartz, Helen//Balests, Diane/fGallaghet, Brian/T aplan, Maney E [
Author Role (02):
Title, Analytic (04): Computers in witing instruction: Blueptint for progress E
Medium Designator (05):
Connective Phrase (06): In.
Author, Monographic (07): Graves, William H.
Author Role (08): editor
Title, Monographic (09): Computing across the curriculum: Academic petspectives
Reprint Status (12): 7| Date:
Edition (15):
Author, Subsidiary (16): 3]
Author Role (17):
Place of Publication (18): McKinney, TE
Publisher Name (19): Academic Computing Publications
Date of Publication (20): 1929
Date of Copyright (21):
Volume ID (22):
Issue ID (24):

=
Ready =55

3. Scroll to thekeywords (45%ield, the last field. Position the cursor
after the last term and type a slash (/).

4. Copy the phrasformation Technology from theNotes (42Yield to
theKeywords (45Jield using Copy and Paste commands.

Note: Editing a record is just like adding a record. You can copy,
move, insert and delete text from any field.

5. Close the record to save your changes and return to the abbreviated
record list.
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Configuring Duplicate Checking

When inserting records from multiple sources into a ProCite database, it
is possible to enter duplicate records. To avoid this you can have ProCite
warn you when it encounters a suspected duplicate record when saving
records. You can also use thaplicatestab to check for existing

duplicates. You can mark duplicates and delete them after comparing the
records.

Exercise - Setting Duplicate Detection
To set duplicate detection criteria:

1. From theDatabasemenu, choos€onfigure Duplicates

2. Select the check box titlélarn about duplicates when saving new
records.

Configure Duplicates I
Duplicate Detection |

Fields to compare:

[w]suthior i’
(v Title

[w]Date

[1(01] Author, Analtic

[1(02] Authar Role

[ 1(03] &uthar Affiliation

[1(04] Title, Analytic

[1(05] Mediurm Designatar LI

™ For authors, include just the last name
™ For dates. include just the year

¥ iwiam about duplicates when saving new recordst

™ Digcard duplicates when imparting

Ok, I Cancel Help

3. Click OK to save the change and return to the record list.
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Searching and Sorting a Database

Overview

In this section you will learn to:

¢ Quick search for records with the Terms tab
 Create a search strategy

« Save a search strategy

« Create a group of records

» Choose a sort order

Quick Searching for Records with the Terms Tab

Using the Terms tab, you can list records organized by certain fields such
as Authors, Journals, Keywords, and more.

In the following exercise you will change the record list to view specific
abbreviated records. The first list of records will include only those
records that contain the keyword Computers.

Exercise — Specifying a List of Records to Show

To quick search with the Terms tab:
1. Click theTermstab at the bottom of the window.

2. Use the drop-dowBhowlist at the top left of the window to choose
Keywords. A list of keywords appears in the left pane of the window.
This list is compiled from all keywords in the active database. The
number to the right of each keyword indicates how many records
contain the term.
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3. Scroll through the list and click on Computers. The records contain-
ing that term in the Keywords field appear in the right pane of the

window.
| ProCite 5 - [Sample Database] ==l E
File Edit View Sot Select Groups Database Took Window Help =& x|
JJ D= |§ ‘ h B X HJIT\masNawHﬂman j|m j B 2 U = = (= 4 |
X Mark Selected BgMark List I Clear Maked [ [0 QL 14 4 b M | Bg Copy Marked | @, DpenLink
Showe | Kewwords 'I Author Keywords |
B Computer shoppe Camputers/ Peripherals' H:
- T ;I M Cornputer .h_m:_r i Camputers. ripheral H!
ol , [ |MetRiesearch: Finding Barett, Darisl J 1997 Camputers/ Information
Ea: oIpine 4 : Fram hands-on scienct Bargman, Chiistine L./ 1983 Library Associationsd |nfarm
Eali 4 _I : Software design issue: Loomis. Thomas 1967 Computers/ Pragramming/’ |
ES " ! 5 : PraCite Rieger, Steve//Aylesy 1997 Camputers/ Infarmation Ma
*E:\:‘;:‘: 5 | | : Computers in writing in Schwartz, Helen//Bak 1983 Computers/ Language/ Infc
e P buse. S [ | tificiskinteligence e Wheeler, Dawid 20 May 1987 Computers/ Adifcisl Intelig:
Child, Preschool 1 —
China 1
Clazsification 1
Clinical Applications 1
Clinical Compelence 1
Callege Instruction 1
Comparative Study 3
Conformational Searching 1
Cross-Sectional Studies 2
Cycloheptadecane 1
Diepressive Disorder 15 =
M4/ rH A&l Recards } tarked Records ,\ Search } Terms Groups ) Duplicates
Author/Title/D ate [Ascending) |1 0 Records Marked |7 Records in List |52 Recards in Database
Ready CapP 5

4. Next, try changing the selection on Blgowlist to Workforms to
view records organized by their workform type.

5. Click theAll Records tab to return to the full listing of records.

Creating a Search Strategy

Being able to search for and find certain records in a ProCite database
allows you to access information for editing or printing bibliographies as
well as other functions. Once you have located specific records you can
mark, delete, edit as a group, or print the references.

There are a number of ways to set up a search in ProCite. You can use the
Searchtab to search every field in every record or limit the search to
specific fields for faster searching. You can also use field content lists to
simplify searching for authors, titles, journal titles and keywords.
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ProCite has powerful searching functions that allow you to use relational
operators such as = (equal), <> (not equal), > (greater than) and < (less
than) as well as logical operators AND, OR, and NOT for finding records.
ProCite includes special search valuesbiegins with, ends with, con-

tains, emptyandnot empty

A Search Expression is a description of the criteria you want ProCite to
use in finding records in a database. A Search Expression consists of any
of the following three elements:

 Field Identifier (Optional) — A unique identifier that limits a search to
a specific field, group of fields, workform or group.

» Operator (Optional) — An instruction for creating relationships
between search terms or an instruction on how to search a field.

» Search Term— A word or phrase you want ProCite to find.

The following exercises give you experience creating and saving a Search
Expression as well as showing you how to create and sort a group of
references prior to printing.

Exercise — Creating a Search Expression

To create a search expression:

1. Click theSearchtab to display the Search window.

Notes: At this point you can enter field names, operators, and search
terms either by typing them or by using a combination of typing and
pop-up lists. The most thorough (and time consuming) search is where
the Search Expression contains only a search term. ProCite then
searches all text in every field of each record. To limit the fields to
search, enter a field identifier and operator prior to the search term.
The fastest searches are on the indexed fAsldsor, Journal Title

Title andKeywords
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2. ClickInsert Field to limit your search to a particular field. The
Search Fieldsdialog appears:

Search Fields I

Select a field to ingert:
Journal Field 10

Title Fields 4, 9,11, 32 ﬂl
Date Fields 12, 20, 21 Help |
FK.eywords Field 45 —

Record 1D

Wwhorkform

Group

#1 Authar, Analytic

#2 Author Fole

#3 Author Affiliation

#4 Title, Analytic

#5 M edium Designator

HE Connective Phrase

#7 Author, Monographic ;I

3. HighlightKeywords near the top of the list, and cli€ to transfer
the field identifier to th&earch Fortext box.

4. Click Operators to enter a relational operator in the Search Expres-
sion. A list of operators appears:

= E qual; this text appears anywhere in the field

<r Mot Equal; field does MOT contain this text

< Less Than

= Less Than or Equal

» Greater Than

3= Greater Than or Equal

AND B oth exprezsions match

oR Either expression matches

MOT E #preszion does NOT match

AND NOT First expression matches, second expression does not

BEGIMS ITH Field, Author. or Keyward begins with this text

ENDSITH  Field, Author, or Kewword ends with this test

EXACTLY Entire Field, Author, or Keyword matches this text

CONTAINS Field contains this test, possibly as part of another word or phrase

=EMPTY Field iz empty
=MNOT EMPTY Field contains ary text

5. Click CONTAINS to insert the operator in the Search Expression.

6. ClickInsert Term to select from a list of terms. Check that Teems
drop box is properly set #&eywords. If not, use the arrow on the
drop list to select the Keywords list.
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7. SeleciResearchfrom the list by scrolling or by typing to quickly
move to a particular alphabetic section of the list. You can also use the
Up/Down directional keys to move through the list and find your
selection.

8.

Paste the term in your search expression by double-clicking the term
or clicking thelnsert Term button.Closethe Insert Term dialog.

9. In the drop-down box labeldaok in, selectAll Records.

10.Click Searchto initiate the search for matching records. The matching
records appear in the lower pane of the Search window.

|k PraCite 5 - [Sample Database]

= E3
[} Fle Edt View Sot Select Groups Database Tools indow Help == x|
HD =H &% EEx HIMSSansSerif [ EEEE [ U B |
% Mark Selected B Mark List I Clear Marked |@ = |Q 4 » M |%Copy Marked |%Dpen Link
“2) New Search [BY Insert Field [58] Opsrators + [S3 Inser Tem By Expressions + | @l Search
Search for.
Kepwards CONTAINS "Research” ;l

|

Laook in
IA\IRecords ﬂ

Title Authar Date Eepwords |
& "'real world" of hy 1993 Jan-Feb Adultd “Attitude to Health/ Clinical I:.w:-mpetaru!
[ [Research tund faces cuts Olson, Lise June 18,1930 Budget! Research
Individual differences and subgroups with Popper. 5. E.//McCloskey, K. 1993 Jan Agrospace Medicine/ Fatigus/ Blood/ G Suit:

¢ | Individual differences and subgroups with Popper, 5. E. #/McCloskey, K. 1993 Jan “Merospace Medicine/ Fatigue/Blood/ G Suit

H ‘ 4 ‘ 3 ‘ M AllFecords ), Marked Records Search Temms Groups Duplicates
Author/Title/D ate [Ascending) \10 Recards Marked |4 Recards in List \52 Recaords in Database
Ready

N
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Saving a Search Strategy

It is useful to be able to save long, complicated search expressions or
those that you use frequently. Use the following exercise to save a search
strategy.

Exercise — Saving a Search Expression

To save a search expression:

1. On the Search tab, cliékpressionsand selecfdd to Expressions
ProCite displays th8earch Expressionglialog.

Add Search Expression
Expression Mame:
_DK
]
Cancel |
Help |

2. TypeSearchlin theExpression Namebox to identify the Search
Expression and clicloK.

Note: Recall a Search Expression by clickiEgpressionsand then
selecting the name of the expression you want to use. Sdiakchto
retrieve the same records plus new matching records entered since the
last search.

Creating a Group

Groups are a way of creating virtual subsets of a database. Saving records
in a group allows you to quickly retrieve a particular set of records. A

group can contain the results of one or more searches, or a set of indi-
vidual records. You can save any number of groups in your database and
give each a unique name.

Exercise — Adding Records to a New Group

To save records to a group:

1. Use the search results from the keyword search. On the Search tab,
click in the abbreviated record list to activate it.
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2. From theEdit menu, choos8elect Allto highlight all records in the
list.

3. From theGroups menu, choosAdd Record(s)to and therNew
Group. TheNew Group dialog appears:

Group Mame:

oK

o |
Cancel |
EE

Help

M 2w Groupl

4. TypeGroupl as the name of your group, and cl@K to save it.

Note: You would need to occasionally re-execute the search to update
the records in a group.

5. Click theGroups tab at the bottom of the window to view the records
in Groupl. All group names are listed in the left pane.

6. To return to the full record list, click ti#dl Records tab.

Selecting the Sort Order

The sort order you select for records is constant until you specifically
change it. You can click-sort on any displayed column heading. Based on
the fields displayed, ProCite selects the closest predefined sort to use. A
second click on the column heading toggles the sort between ascending
and descending order.

Pre-configured Sort Options

ProCite comes with seven predefined sort orders. They are:

« Author/Title/Date

« Author/Date/Title

« Author-Title/Title/Date
 Title/Date

« Date/Author/Title

« Call Number/Author/Title
* Record ID

You can easily select any one of these for display by choosing it from the
Sort menu.
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Custom Sorts

You can set up a custom sort order by usingChefigure Sorts com-
mand on thé&ort menu. You can:

» Compare one to six fields to determine the sort order o@tiseom
Sort Order tab

« Indicate how to sort empty fields, author fields and date fields on the
Custom Sort Optionstab

» Develop a Stop List of words to ignore at the beginning of a field on
the Stop Liststab

The order in which you sort a printed bibliography can differ from the
viewing order on your screen. By default, ProCite uses the output style
sort order for the bibliography. Use the following exercise to override the
default setting and print the records using a different sort order.

Exercise — Changing a Sort Order for Printing
To change the sort order for printing:

1. From therile menu, choosPrint Bibliography . A bibliography
preview displays using the default output style, or the last output style
selected, and its sort order.
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2. Click Configure on the toolbar. Th€onfigure Bibliography dialog

displays the current bibliographic

settings:

Reference List | Figlds I Page Layoutl

Output Style:

AN S |-American Mational Standards

r

Configure Bibliography E I

Beset |

Fieference List Title:

Reference List

Fieference List Order:

& Ascending
|fthor/ Tite/Date

j " Descending

— Mumbering
V¥ Number References, Eeginning With: |1
Prefix: I
Suffi: I Alignment: IHight 'l
— Indentation Spacing
First Line: ID.DDD in Line Spacing: ISingIe 'l
Hanging: ID.EDD in Space After: ISingIe 'l
QK I Cancel | Help |

3. On theReference Listtab, change

thReference List Orderby

selecting the Date/Author/Title sort order in the drop-down list. Click
the Descendingradio button to begin the list with the most current

records.

Click OK to update the bibliography preview with the new sort order.

Notes:ProCite holds this setting u
different output style.

ntil you select another sort or a

5. Click Closeto return to the record

list.
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Generating Bibliographies

Overview

You can “print” bibliographic citations to your computer screen, a word
processor document, an HTML file, or a printer. You can print a full
bibliography or a list that organizes references by subject.

In this section you will learn to:

» Create a bibliography from a record list
» Create a bibliography with subject headings

Creating a Bibliography from a Record list

ProCite always displays a preview of the formatted bibliography. You can
make changes to your bibliographic settings before actually printing or
saving to a file. The following exercise gives you experience with
formatting and printing a bibliography.

Exercise - Printing a Bibliography

To print a bibliography directly from ProCite:

1. Ifitisn’t already displayed, click the All Records tab to list all records
in the database.

Note: You could also prinMarked Records, Groups, or any other
list of records using this method.

2. From theFile menu, choosErint Bibliography . A bibliography
preview displays using the last output style selected.
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3. Use the buttons at the top of the windoviZtmm In or Zoom Out,
and to navigate through pages in a single or two page view.

| ProCite 5 - [Sample Database] ==l E
Showe [4 Records in List =] Output Stle: [ANSIAmeican Naional Standards =] .| [ Configus

LCloze |

Brint.. | Save. | Prew; F‘agel Mest F‘agel o Page | Zoom [n |

Refirune List

FroCite [Commmer Software . Rieer. Stare ad Sovlernonh Willim dreloners. Virsian 4 0. Cazsbad.

Wrilliam.
4 Reowarch Bdormation. Stems; 19973 didve . fwrailable from: Research Idorm atian Syeteme,
2555 Camdro Vida Fole, Carlbad, CA 9200901572,
Motes: Thane yomiber (P50)4 8- 3526, Presidas: Dare Kochaboo
Bamrett, Dercie] 7. HetResearch. Fioudig rdonm atian anline. Songline Studics, e o 1997,

Computer dhapiper Herw York: Constal Assncintes Peblishing, L P 1995 Apr (181). 764 pages. Smailible
from.: Ziff-Damis Publibing

ey, Moruel ] ; Dariss, Morray § 2 Humbley, Tranor W, ard Bierere, Ravymorad K. {Departm st of
Terewis Chemistry. The Unimsrsity of Sveiner. Sk, FEW 2006, fnstralind, A stubvaf fhs
pakiritis, anisormopic polarkabilines md carbeny nrared wbrrional frequencies fthe
complees [P COJEBOCELLCMe ] (M = Cr, Mo or W) and the exystal stroctre of
I CONY 0 CEL VEBE: : Eridence for w-acceptor bebuamionr in oo-rdited thosplonss. Tomal
ofthe Chemical Society, Dakon Trasartions: Inargani: Chemktry, 1994; 9196

Bogze, .M. wd Timmbr B
bacterhl hreralpiis i the Tresence ofpobymseci B and ghyrm]. Biochin Biopkys A, 1993
Ty 18; 1HK 1142-50; ISSH: 00063002

Batregy, B [Arecery, abosic Bman experince]. Schmeis Eamedsch Med Proe. 1995 Tan 1218202334105
IS5H: (69539
Hotes: TRAMELITAVERMAC TITLE: bt et muvschliche Grdbefirdlichs.

Halkr B The "realmarmld" afhoertal vomeive Trwetice ¢ reresinsd emrsihendeerates TPme Hims

Page 1 [ [cer 5

4. You can switch to a recently-used output style by using the drop-down
list. For this lesson, click the button to the right of the output style.
In ProCite'sStyles folder, open thé/edicine folder. Select thém
Med Assocstyle and watch the screen refresh in the new format.

5. Click Configure to change the bibliography settings.

e TheReference Listtab provides another way to change the output
style, add a title to your record list, and set the reference number-
ing and indentation.

e TheFieldstab lets you suppress fields from printing and substitute
alternate text for text found in records.

< ThePage Layouttab controls font, size, margins and page number
formatting.

6. Click theFieldstab to limit the fields printed. Remove the check mark
from theNotesfield to suppress it from printing. ClicRK to save the
change and update the bibliography preview.

7. Click thePrint or Savebutton to complete the exercise.
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Note: To save the bibliography to a file (MS Word, WordPerfect,
HTML or Text Only), click the Save button and adjust the Save File as
Type accordingly.

8. Click Closeto dismiss the preview.

9. Practice printing Marked Records or groups of references using
different output styles.

Creating a Bibliography with Subject Headings

A Subject Bibliography contains references arranged by subject headings.
Typical subject headings are Keyword, Author, Title or Call Number,
although you can select any ProCite field. Subject Bibliographies

simplify the creation of a record list covering several topics, such as a
faculty publication list or a list of holdings by category. You can also
create a subject index to accompany the subject bibliography. Use the
following exercise to print a standard Subject Bibliography.

Exercise — Printing a Subject Bibliography
To print a subject bibliography:

1. Ifitisn't already displayed, click th&ll Records tab to list all records
in the database.

2. From theFile menu, choosBrint Subject Bibliography. ProCite
displays theSubject Fieldslist, with the 45 fields listed by field
number and default field name. You can also create a subject list by
workform, even though it is not a ProCite field.

Subject Fields

Selected Fields: 0 Field[s] Selected

_Workfo_r_ms . - H
Tt e 9 e
e e |
[05) Medium Designator

107t Manomaphic _Sekaat |

[08) Author Raole
[09] Title, M onographic
[10] Journal Title:

(1] Tile =

V' List each author separately

Select None

™ I ather fighds, list each entry that iz separated by a slash,
cariage return, or line feed. [Keywords entries are always
listed zeparately. ]
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3. Scroll to the bottom of the list and highlight theywords field (45)
to select the field whose contents will be used as Subject Headings.
Click OK to display the terms found in tikeywords field.

Note: You can select any number of fields for subject headings. If you
build the list of headings from more than one field, the subject
headings generated from those fields are combined into a single list.

4. Click theSelect Allbutton to include all the keyword terms as subject
headings or use a Shift-click to individually select or deselect terms to
include in your subject bibliography.

5. Click OK to preview the Subject Bibliography.

6. Click theConfigure button and you find the same selections as with
Print Bibliography.

7. Click the additional tal$;ubject Bibliography, which controls
formatting specific to a Subject Bibliography.

R A |
Reference ListI Fields I Page Layout  Subject Bibliography |
— Reference List Include
€ Subject Termns Only ™ Subject Term Counts
¢ Subject Terms and Feference List ™ List of Record IDs
™ Repeating Subject Terms & On Same Line
¥ Recycling Reference Mumbers " On Nest Line

— Subject Term Layout

Order: Test Before:  Text After: Mew Paragraph “p

% Ascending o Mew Line 1
I [ Tab 4

" Descending

— Style:

Subject Terms: ¥ Bald [ Italic ™ Underine ™ UpperCase
Subject Term Countz: [~ Bold [ Italic [T Underline

List of Record IDs: [~ Bold ™ ltalic ™ Underline

ak. I Cancel Help
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8. Create a standard Subject Bibliography by setting the Reference List
to include theSubject Terms and Reference ListCheck theRecy-
cling Reference Numberdox to restart the reference number
sequence under each heading. Clidk to preview the results.

| ProCite 5 - [Sample Database] ==l E

Show: IAI\F\acmds i List ﬂ Output Style; |ANSI-AmeHcanNat\unalStandarﬂ J Configure Tems

| Frev.Page I Next Page I T Page | Zaomn Zoomgutl Close |

Brint.. | Save.

Reference List

Adenohypophyseal Hormones

1. Kuret, ] & andMurad, F. Adenchypophyseal hormones and related substances. In: Gilman, & 1Fred 1
Rall, Theadore W, Nies, Alan 8, and Taylor, Palmer, sditars. The pharmacological basis o

therapeutics. 8th ed. New York: Pergamon, 19910, pp. 1334-1360

Adult

1. Berenbaum, H. Posed facial expressions of emotion in schizophrenia and depression. Psyohal Med. 1
Now, 22(4)929-37, I95N: 0033-2917

2. Kelly, B. The "real world" of hospital nursing practice as perceived by nursing undsrgrad . I Pro
1993 Tan-1993 Feb 28, 8(1):27-33; [35N: 8753-7223. =
1 | _’l_l
Page 1 CapP 5

9. Next, create a Subject Index by selectingGbefigure button and
Subject Bibliography tab. This time, change the Reference List
setting toSubject Terms Only. Include thelist of Record IDsto
print on the same line in the next section. ClikK to preview the

results.
10.Click Closeto close the preview and return to the record list.
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Preparing a Manuscript and Bibliography

Overview

In this section you will learn to:

» Open a word processing document to cit=while you write
« Identify references to cite

» Prepare the bibliography and final manuscript

* Close the document and exit ProCite

Opening a Word Processing Document

ProCite 5 supports Microsoft Word 7, 97, and 2000 for Windows, Word
6.01 and 98 for the Macintosh, and WordPerfect 7, 8, and 2000 for
Windows.

The Tools Menu and ProCite Toolbar

When you install ProCite, you also install ProCite menu items and a
ProCite toolbar in your word processor. They contéia while you write
commands that allow you to locate and insert citations from your data-
base and generate a bibliography. Each of the items on the toolbar
corresponds with an item on tfieols menu.

ProCite 5 [x]
EEEFEIEEEEIE

Identifying References to Cite

The following exercises are designed for use with Microsoft Word,
although you can apply the same steps to WordPerfect. The first step in
formatting bibliographies is to locate the citations you want to include in

a paper. ProCite provides three different ways to place citations in your
document. Once the ProCite place holders are established, you are ready
to generate the in-text citations and bibliography.
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Exercise — Creating a Word Document

To create a Word document with linked ProCite records:
1. Start Microsoft Word.

2. From theFile menu, choosBlew to create a new document. ClioK
to continue with a blank document.

3. Type the sentence:

It's easy to cite while you write with ProCite.

4. From theTools menu, seledProCite 5 > Insert Citation.

Note: You could also use the Insert Citation button from the ProCite
toolbar.

5. TypeTurtles, a keyword, as the identifying text. Select the Turtles
database in the drop-down list of databases to “Look In.”

Insert Citation
|dentifying Text:

ITurHes _:J

Look In:

Tuirtle ‘:J ;:J Help

LCitation Format:
fwthor Date ReflD =l

Inzert

Cancel

gl

Note: You can look for any combination of author name, date, full or
partial title, keyword and record number. Separate each item with a
space or a comma. Surround phrases with quotation marks.

6. Click Insert to insert the citation. ProCite searches the database.
When a single record matches the search, it is immediately inserted.
ProCite returns a list if there is more than one item that matches the
search.



ProCite 5 Getting Started Guide 65

In this case, you receive a list of 52 references. You can easily narrow
the selection list by adding another term after Turtles, for example, the
year1996. Click the magnifying glass button to restart the search with
the new parameter. This time only ten references are listed.

i Ingert Citation: Select Matching Reference I
|dentifying T ext:
Jrurties 199 =l Q|
Record Label: 510 i’
[01] Author. Analytic: Gitschlag, G. R.

[02] Author Role:

[03) Author Affiliation:

[04] Article Title: Migration and diving behavior of Kermp's ridley [Garman)] sea tutles
along the US southeastemn Atlantic coast

[05] Medium Designator:

[06] Connective Phrase: ;I

Ref 1D | Authar £ | Title =

.I:iitzs:n_ ag, G. R. .P--1igratin:|n and diving behavior of Kemp's ri (G: 1996
R30 Heppell, 5. 5. //Crowder, L. | Analvsis of a fisheries model for harvest of hawksl 1996
BE0 Heppell, 5. 5. //Crowder, L. | Models to evaluate headstarting as a managemet 1936

570 Heppell, 5. 5. //Limpusz, C. J. Population madel analysis for the loggerhead sea 1996
430 Keinath, J. & /#fMuzick, Johr Abundance and distibution of sea turtles off Nortl 1336 LI

Inzert I Cancel Help I

Database: C:APROGRAM FILESWPROCITES\D atabaseh T urtles. pdt 10 items in list

Note: You can change the sort order of the list by clicking on a column
heading. For this tour, click theuthor column heading to sort by
author names.

Select references to cite in your document.

Note: Select references by clicking on the first one, Shift-clicking to
select a series of references, or Control-clicking (Windows) or
Command-clicking (Macintosh) to select a random group. Use the
same commands on highlighted items to deselect them.

For this tour, select two references: the firstditschlag and the last
by Witzell. Click thelnsert button to insert the ProCite place holders
in your document. The place holders look like this:

{Gitschlag 1996 #510}{Witzell, Azarovitz, et al. 1996 #390}
Start a new paragraph and type:

You can also search and mark references in ProCite.
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9. Switch to the full ProCite application to display tThetles database,
and mark one or more records by checking the box in the left column

of the abbreviated record list.

10. Switch back to Microsoft Word. With your cursor placed after the new
sentence, go to thols menu and sele@roCite 5 > Insert Marked
Recordsto insert the ProCite place holders in your document.

11. Start a new paragraph and type:

Lastly, you can identify text in your manuscript and scan the document
to add ProCite place holders.{crowder; conservation}

Note: You can use any character to delimit your identifying text. Curly
brackets are a good choice and reduce the number of times you may
need to “ignore” a selection. Notice that a semicolon is used to
separate searches in one location.

12.From theTools menu, seledProCite 5 > Scan Document

13.Identify the left and right delimiters used in your document, enter the
curly brackets if necessary, and sefrgtles as the database to search.

Click OK to begin the scan.

14.The first stop is the author name, Crowder. Insert a citation and
ProCite automatically takes you to the next identifying text, conserva-
tion. Insert a citation from this list and the scan is complete.

It"s easy to afe while pow write with ProCite. { Gitschlag 1906 4510} { Witzell, Azarovitz, et al. 1906 #300}

You can also search and matk references in ProCite.{ Caillovet, Southeast Fisheries Center (1. 5., et al.
1901 #4350} {Toth 1982 #3900}

Lastly, you can identify text in your manuscript and scan the document to add ProCite place
holders {Heppell & Crowder 1996 #530} { Bowen, Avise, et al 1993 #670}

-
W |w |«

BN
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Preparing the Bibliography and Final Manuscript

Once a ProCite place holder is inserted, it is linked to a record in a
ProCite database and ready to format the final manuscript and bibliogra-
phy. The format is determined by the chosen output style and can include
the author name and year, numeric citations, or any combination of
ProCite fields.

Exercise — Generating the Bibliography
To generate a bibliography from in-text citations:

1. From theTools menu, seled®roCite 5 > Generate Bibliography
The Configure Bibliography dialog displays.

2. Set the output style #®PA-Am Psych AssocClick the browse. ()
button to locate this style in ProCitSwyles/Psychology folder.

Configure Bibliography [ %] I

Rieference List | Fields I Fant I

| Besst |

Reference List Title:

Reference List
Reference List Order: In-Test Citation Order:
IAuthor.-"Year.-"T itle j ICitation Order j
— Mumbering
¥ Murnhber Fieferences, Beginning wit: |1—
Prefix: I—
Suiffis: I Alighment: I Right YI
— Indentation Spacing
First Line: ID.DUD in Line Spacing: Im
Hanging; IW Space After: Im

ak. I Cancel I Help |

3. Click OK to generate the bibliography. The citations in your manu-
script are converted to the in-text citation format for the American
Psychological Association, and a bibliography is added to the end of
the document.
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Notes: You can make changes to your manuscript and regenerate the
bibliography at any time.

4. SelecGenerate Bibliography again and set the output style to
J Chem Socd(Journal of the Chemical Societyou will need to use
the browse button.() to locate ProCite'Styles\Chemistry folder to
select the style. ClicOK to view this completely different style.

5. Close Microsoft Word and return to ProCite.
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Creating an Output Style

Overview

Output styles define how records are cited in a manuscript and how they
are printed in a bibliography. For the in-text citations and for the bibliog-
raphy, list the fields to print for each workform in the order you want
them printed, and then insert punctuation or text to print before or after
each field.

ProCite ships with many predefined output styles, but you may find that
you need to make minor modifications or even create your own style. The
easiest way to create an output style is to base it on a similar output style.
Save a copy of the existing output style and make changes to it. This
lesson walks you through creating an entirely new output style.

Creating an Output Style

Exercise: Creating a New Output Style

To create a new output style:

1. From theFile menu, seledNewto display this dialog:

(1]8

ok |
Cancel |
I

Help

2. SelecOutput Style and clickOK. ProCite displays a Workforms tab
for an Untitled Output Style.

3. From theFile menu, selecBave ado display a file dialog.

4. For this lesson, we will create output similar to the ANSI-American
National Standards style. In the File dialog, locate ProGitglss/
Standard folder and enter a title for the file (such as ANSI Test). Click
Saveto save the file to disk and display a Properties dialog.
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5. You can add any comments to the Properties dialog. We recommend
that you include a short description of the publication on which the
style is based. ClicOK to save the information and start creating
your new output style. ProCite displays a blank In-Text Citations tab:

|» ProCite 5 - [ANSI Test] [_[O][X]
File Edt Yiew Fields Tools Window Help = B

HD = ‘§|é{, Ep =i HlTimesNewHDman j|m j B 7 U ¥ x

fg_ Insert Field Sk_ Insert Special - Configure Fields ~

smq|

In-Text Cikations | Eiblingraphy |

In-Text Citation Settings | ¥ Include a bibliography with each document

Beference Type: First Citation:

Absztract
Artwiork
Avdiovizual b atenal
Bill-Resolution Subsequent Citations:

Book Chapter
Book Long Form
Eook Short Form
Eook whole

Case Preview:

i

Computer Program

Conference Proceedings

[Drata File

Dissertation LI

Bl P R TS P T

N

Ready l_ l_

Defining the Bibliography Style

Both the In-Text Citations tab and the Bibliography tab have two main
sections: the left side, where you select a workform for which to define
output, and the right side where you list the fields to print from that
workform. You clickinsert Field to insert each field you want to print —

in the order you want them to print. Then you can insert punctuation and/
or text to print between each field.

The<Default> workform style is used for any individual workform that
does not have a style defined. Once a style is defined for a workform, that
workform name appears in bold.
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For this lesson, you are going to define a bibliography workform style

only for journal articles. This is how you want journal articles to print:

Brown, John and Smith, Jane. Title of Article. Journal Name.
1997 Dec 2; 44(4):146.

You will also list the Record Number, Notes, Abstract, Call Number, and
Keywords fields for printing. These are “optional” fields that you can turn
on or off for printing. However, in order to print them at all you must list

them in the workform style.

Exercise: Creating a Bibliography Format

To create a reference list format:

1. Display theBibliography tab, then click odournal Article in the

left column.

|» ProCite 5 - [ANSI Test] [_[O][X]
File Edt Yiew Fields Tools Window Help = B
H D= ‘@ | & B2 X HITimesNewHDman j |WD j B /7 U x % | wn o |

fg_ Insert Field Sk_ Insert Special - Configure Fields ~

In-Test Citations ~ Biblinaraphy |

Bibiography Settings |

Mation Ficture

Beference Type: Definitian

Ermail =] -
Genelic

Hearing

In Press

Jounal Article

Joumal Long Form =
Joumal Short Form _I
Joumal 'whole Preview:

Letter 1. Eec# . Adams, John Quincy, Lincoln, Abrabat, van Buren, ﬂ
I agazine Article Martin, and Truman, Harry 3, Authors; Tefferson, Thomas and

I anuscript Taft, William Howard, Contributors. Animaginary

Map cotrversation. In: Taylot, Zachary and Tyler, Tohn, Tournal
Monograph Editors. Collected Imaginary Conversations. st ed.

Philadelphia PA: Historical Fantasy Publishing; 76;76: 11:204- j

Ready

| |
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2. Click thelnsert Field button to display the list of fields found in the
selected workform:

Insert Field E
; -
Author-T e B
Do _ Concel |
Recard ID
(0] Author, &nalytic ﬂl
[04) Aticle Title

[05] Medium Diesignatar
[0E] Connective Phrase
[10)Journal Title

[11] Tranzlated Title
[12) Reprint Status

[20] D ate of Publication
[22] Yaolume 1D

[24] lszue 1D

(28] Page(z)

[35] Language ;I

3 SelectRecord IDas the first field to insert and cli€BK. It appears in
the text box as <Record ID>. Complete this field by adding a vertical
bar (]), “Rec#” and a space before the field, and a period, space, and
vertical bar after the field. It should look like this:

|Rec#-<Record-Number>.:|

All punctuation between the vertical bars is printed with that field. If
the field is empty, nothing prints.

Tip: If you don't see a character for the spaces you entered, click the
paragraph mark on the Text toolbar (1) to display a visible character
for spaces, line feeds and new paragraphs.

4. With the cursor after the last vertical bar, clickert Field and insert
the01 Author, Analytidield. Complete this field by adding a period,
space, and vertical bar after it. The text box now contains this:

|Rec#-<Record-Number>.-|<01 Author,-Analytic>.-|

Tip: Try thelnsert Specialbutton to insert the vertical bar as a field
separator.

5. For the third field to print, insert tte} Article Titlefield followed by
a period, space, and vertical bar.

|Rec#-<Record-Number>.:|<01-Author,-Analytic>.-|<04-Article- Title>.:|
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6. The fourth field is the journal title. Ins&® Journal Titleand follow
it with a period, space, and vertical bar. Highlight the field name
(including the "<" and ">" delimiters surrounding the field name) and
click the italics icon on the Text toolbar. This will italicize the journal
title.

|Rec#-<Record-Number>.-|<01-Author,-Analytic>.-|<04-Article- Tile>.410 Journal
Title>.-|

7. The fifth field is the date of publication. Ins&@ Date of Publication
and follow it with a semicolon, space, and vertical bar.

|Rec#-<Record-Number>.-|<01-Author,-Analytic>.-|<04-Article- Tile>.410 Journal
Title>.-|<20-Date of-Publication>;:|

8. The sixth field is the Volume ID. Ins&2® Volume IDand immediately
follow it with a vertical bar.

|Rec#-<Record-Number>.:|<01-Author,-Analytic>.-|<04-Article- Tite>.410-Jounal
-Title>.-|<20-Date-of-Publication>;-|<22-Volume:ID>|

9. The seventh field is the Issue ID. Ins&ttissue ID Insert an open
parenthesis before the field, and a closing parenthesis and vertical bar
after the field.

|Rec#-<Record-Number>.-|<01-Author,-Analytic>.-|<04-Article- Tile>.410 Journal
Title>.-|<20-Date-of-Publication>;-|<22-Volume:ID>|(<24Issue:1D>)|

10.For the eighth field, inse26 Page(s)Enter a colon before the field
and a vertical bar immediately after the field. Then, add a period,
another vertical bar, and a line break. Enter the line break with the
Insert Specialbutton.

|Rec#-<Record-Number>.-|<01-Author,-Analytic>.-|<04-Article- Tile>.410 Journal
Title>.-|<20-Date-of-Publication>;- [<22-Volume-ID>|(<24-Issue-ID>)|:<25-Page(s)>|.|~

By putting the final period between vertical bars, that ending period
will always print. It is referred to as “additional text” that is not
attached to any one field. This allows the bibliographic reference to
always end with a period — even when no page numbers are present
in the record.

Tip: You can add “additional text” anywhere between fields. Enter
text or punctuation you always want to print between vertical bars.
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11. The final four fields are optional fields: 42 Notes, 43 Abstract, 44 Call
Number, and 45 Keywords. Insert each of these fields so you can later
turn them on or off for printing. Follow each of these fields with a
period, vertical bar, and line break (except for the last field — do not

follow it with a line break). Enter the text "Note: " before the Note
field.

|Rec#-<Record:Number>.-|<01-Author,-Analytic>.|<04-Article- Tite>.410-Journal
Title>.-|<20-Date-of-Publication>;:|<22-Volume:ID>|(<24-Issue-ID>)[:<25-Page(s)>| |-
Note: <42-Notes>.|-~

<43-Abstract>.|-

<44.Call-Number>.|-

<45-Keywords>.

Note: You are inserting line breaks so each of these fields will start on
the next line at the current indent. If you inserted new paragraphs
instead, each line would start at the left margin. You will typically

want to use a line break, since many bibliographies use a hanging
indent.

12.From therile menu, selecBaveto save your changes. Yodwurnal
Article definition should look as follows:

|k ProCite 5 - [ANSI Test]

[_[O]
File Edt Yiew Fields Tools ‘Window Help =8|
D@ e 5] 0 B R ||t E[0 S8 20 2 % [omlq]
S Insert Field 3 Insert Special = F&! Configure Fields =
In-Text Citations ~ Eiibliography |
Bibingraphy Settings |
Reterence Type: Definition
Email = |Rec#<RecordID> {<01-Author,-Anatytic> |<04-Article Title> |<] - Jowrnal Tifle>, &
Generic |20 Date.of Publications; (<23 ¥ olums [0+(=34 Tssne-I0=) <25 Pags(s)=| |-
Hearing Note:<d2 Notes> |-
Ih Press (<43 Ahstract> |-
Journal Article <44 CallHumber> |-
Journal Long Form <45 Keynwords | =
Journal Short Form iz
Joumaluhole 1.- Recd--Adams, John Quincy, Lincoln, -Abraham, van Buren, artin,-and Truman, 4
Lelter Henry 5. 4 tion.Journal-of Historical-Fantasp 16
" aride arry S - An-imaginary conversation Journal of Historical Fantasy. 76
2gazine 76111204212 -
Manuscrint Hote: This-is the firstin-a planned series of imaginary ocourrence s-involving
Map 11,3, Presidents.~
Menagraph =l Four 15 Presidentsfrom-different-eras-hash over old-times.~ =
Ready v

The preview at the bottom of the window helps you spot problems as
you work.



ProCite 5 Getting Started Guide 75

Applying Special Field Formatting

You can apply special field formatting to the author, title, date, page
number, and/or keywords fields for each workform. Select the workform
(in this caseJournal Articlg, click on theConfigure Fields button, and
select the field to define. In this lesson, you will define output for author
names, journal titles, dates, and page numbers.

Exercise: Formatting Author Names

To format author names:

1. Click theConfigure Fieldsbutton and sele@uthors (01). The
author formatting dialog appears:

Author [01) Formatting

Authar List ISepalatorsl Namesl Teut I
i~ Author List

isf

It |4 or more authors, list the first: I‘I

Abbreviate with: I and others

— If Autkor Figld |5 Empty

& Mo Substitution

" Move Conesponding Title to Author Position
 Print Test |.-’-‘mon.

— Subseguent "W orks by the Same duthor

& Print the Author List a3 Defined dbove
" Feplace Fepeated Authors 'wWith: | -----
" Suppress the Author List

Ok I Cancel | Help |

The Author List tab determines how many author names print from
each record. When a work is authored by multiple authors, you can
print each name or check tAdbreviated Author List box to limit

the number of names printed.
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2. You want all author names to print, sordii selectAbbreviated
Author List . SelectNo Substitution if author field is empty. For
subsequent works by the same author, s€lect the Author List as
Defined Above

3. Click the Separators tab. This tab determines what punctuation prints
between author names (it replaces the double slashes, semicolons, or
carriage returns between author names in your ProCite record).

Author [01) Formatting

Author List Separators | Names | Tent |

— Eractly Two duthor

Between Each Author; I and

r— More Than Two Authar

Between Each Author: I

Before the Last Author: I and|

Ok I Caticel Help

In the text box foExactly Two Authors, enter a space, the word
“and”, and another space. Rdore Than Two Authors, enter a
comma and space to pridetween Each Author For Before the

Last Author, enter a comma, a space, the word “and”, and another
space.
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4. Click the Names tab.

Author [01) Formatting

Luthar Listl Separators  Mames I Text I

i~ First Author
Mame Order; Initials: = & :
| Last, First Middle (= [First Middle =] e
 Entire Mame
&l Other Authors — Uppercasing
Mame Order: Initials: i None
Last, First Midle (=] [Fist Middle =] Last Name Only
' Entire Mame
Ok I Caticel Help

The style you are defining prints all author names in full, with last
name first. For both First Author and All Other Authors, select the

name ordet.ast, First Middle. For initials, selecEirst Middle .

ProCite will print as much of the name as is entered in the record.
Make sure both Uppercasing options are séidoe
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5. Click the Text tab. This tab allows you to add text or punctuation that
is dependent upon whether a reference has a single author or multiple
authors (or editors). This style does not require such text, so make
sure all the text boxes are blank.

Author [01) Formatting

Authar Listl Separatolsl Mames Text |

—& Single Author

Freceding Test: ||

Following Test: I

— Multiple Authors

Freceding Test: I

Fallowing Text: I

Ok I Caticel Help

6. Click OK to save changes to author formatting. You should also select
Savefrom theFile menu to save all changes to the output style.
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Exercise: Formatting Journal Titles

To format journal titles:

1. Click theConfigure Fields button and seledournals (10) The
journal formatting dialog appears:

Journal Formatting [ x|
Journals |

Title Caze:

Journal List to uge for substitution:

| =

Ok, I Cancel Help

2. Set theTitle Caseto Headline. Journal titles are typically entered in
headline case, where each significant word is capitalized, but this will
catch any variations in your records.

3. UnderJournal List to use for substitution, selectNone This prints
journal titles as they appear in your ProCite records. The ProCite
User's Guide describes how you can use journal lists to substitute
abbreviations for journal titles.

4. Click OK to save changes.
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Exercise: Formatting Dates

For this style, you are going to define dates to print like this:
1989 Feb 27
To format the date:

1. Click theConfigure Fields button and seledate (20) The date
formatting dialog appears:

Date [20) Formatting
Dates I

¥ Enable Date Formatting

IYear j I IMonth j I IDay j

tanth Format: |3 ch., ho periad [Sep) j
Liay Farmat; INumeric [18) j
“Y'ear Format; 4 digit [1995]

™ Pad Mumeric Components with Leading Zems

ak I Cancel Help

2. Select th&nable Date Formattingbox at the top. If this box is not
checked, this dialog is ignored and dates print as they appear in your
records.

3. Select the output order of the date elements. In the first drop-down
list, selectyear. In the next, seledlonth. In the next, seleday. In
the text box between each element, enter a single space as a separator.

4. Select a Month, Day, and Year format. For Month, s@ett, no
period. For Day, seleddumeric. For Year, select digit (years
before 1900 and after 1999 will always print as 4-digit even when you
specify 2-digit). Do not pad with leading zeros.

5. Click OK to save changes.
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Exercise: Formatting Page Numbers

For this bibliographic style, page numbers are printed as a range immedi-
ately after the volume or issue:

1419-1427
To format page numbers in this style:

1. Click theConfigure Fields button and sele®age Numbers (25)
The page number formatting dialog appears:

Page HNumber Formatting E
Page Murmbers |
— Single Page Mumber—————— —Page Range

Preceding Text: I Preceding Text: I
Following Text: I Following Text: I

— Page Range Format

& Fuyll (5253, 101-104, 200-203, 558-561, 871-679)
" Abbreviated (523, 101-4, 200-3, 558-61, 871.9)
€ Chicaga (52-53, 101-4, 200-203. 556-61, 671-79)
" MLA (5253, 101-04, 200403, 55861, £71-79)

€ Start Page Only (52, 101, 200, 558, 871]

Ok, I Cancel Help

2. Since you do not want to print any preceding or following text around
the page number (such @er pp), make sure the text boxes are blank.

3. For the Page Range Format, seffadt.

4. Click OK to save changes.

Tip: Page formatting works correctly only when page numbers are
entered correctly in your ProCite records. Always enter full page
numbers, as in “170-190".
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Defining the Bibliography Layout

Many bibliographic styles require a specific sort order, reference number-
ing, indentation, and spacing for your bibliography. You can customize
these settings for each output style. For this lesson, you want an unnum-
bered list, with a hanging indent, in author-date order.

Exercise: Defining the Layout of the Bibliography

To define the layout of your bibliography:
1. On theBibliography tab, click theBibliography Settings button.

Bibliography Settings E
Reference List |

Reference List Tithe:
Reference List

Reference List Order:

@ Azcending

IAuthorIDateletle j @ Bssadie
— Murnbering
™ Mumber References, Beginning \With: |1
Prefis: I
Suffie: I Alighment: IFIight 'I
— Indentation Spacing
Firgt Line: IU-DDU in Line Spacing: ISingIe 'l
Hanging: ID. A0 in Space After; ISingIe 'I

ak. I Cahcel | Help |

2. UnderReference List Titlg enter a title to print at the top of your
bibliography. You can leave the default text, “Reference List”, if you
want.

3. UnderReference List Order, select Author/Date/Title and Ascending
order.

4. Do not select thslumber Referencescheck box.

5. For Indentation, enter "0.00 in" for th@st Line and "0.5 in" for the
Hanging indent.
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6. ForSpacing select Singléine Spacingand SingleSpace After.

7. Click OK to save the changes and return toBH#iography tab.

Defining In-Text Citations

If you intend to cite references in a manuscript, you will want to define an
in-text citation style. You can define a unique format for each workform
type, and/or you can define a Default format for all workforms that do not
have a unique format defined. For this lesson, you will define a default

Author-Date form of in-text citation. For example:

(Jackson, 1989)

Exercise: Defining an In-Text Citation Style

To define the in-text citation format:

1. Click theln-Text Citations tab and highligh&Default> at the top of
the Reference Type list.

|b ProCite 5 - [ANSI Test] [_ O] =]
Elle Edit “iew Fields Tools ‘Window Help =13 x|

DS (&% e x

S Insert Field 3 Insert Special = F&! Configure Fields =

H|T.mesNeanman [ B 0 < = |SymW|

|r-T et Citations I Bibliography |

In-Text Citation Settings | W Include a bibliography with sach document

Reterence Type:

Abstract

At Work
Audiovisual Material
Bill R esolution

Book Chapter

Book Long Form
Book Shart Form
Book Wwhole

Case

Computer Program
Conference Proceedings
Data File

First Citation

Subsequent Citations;

Freview:

[

=l

Ready

I T P A PR Y

SN

2. Click in theFirst Citation text box at the right to begin listing the

fields to print.
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3. ClicklInsert Field to display the full list of ProCite fields.

Inzert Field E
Citation Mumber Cancel |
Date
Fecord ID Help |
[071) Author, Analwtic
[02] Author Role
[03) Author Affiliation
[04] Title, Analytic

[05) Medium D esignator
[06] Connective Phraze
[07) Author, Monographic
[02] Author Rale

[09) Title. tanographic
[10) Journal Tite

[11] Title =l

Insert the generiduthor-Title field and follow it with a comma, a
space, and a vertical bar.

<Author-Title>,-|

This prints the first author or title found in a record. It works for

typical records and for records that have an empty author field.
Because th®efaultin-text citation format applies to multiple
workforms, you will typically use the generic fields (which use the

first available field) rather than a specific field number that may not be
used in all workforms.

4. Click Insert Field and insert the generiate field. Follow it with a
vertical bar.

<Author-Title>,-|<Date>|

5. Use theConfigure Fields button and set th&uthors (01) Names tab
to print last name only for tHerst Author andAll Other Authors .
TheName Order andlnitials settings are ignored, since only the last
name prints.

6. Use theConfigure Fields button and set theate (20)field to print a
4-digit year only.

Notice that the preview is updated with your new settings.

7. Select the box titlebhclude a bibliography with each document
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Note: You would not seledinclude a bibliography with each
documentif you were formatting the in-text citations as full footnotes
and wanted to eliminate the bibliography.

8. From theFile menu, selecbaveto save changes.

For this lesson, we want all in-text citations to print in the same format.
However, you could set up a different format for subsequent citations of

the same work.

Defining In-Text Citation Settings

Exercise: Defining In-Text Citation Settings

To define in-text citation settings:

1. Click theln-Text Citations Settings button.

In-text Citation Settings E2
In-text Citations |
— Delimiters r— Murneric: Citations

Left Delimiter: ¥ Usze Mumber Fanges

Iﬂ Flange Separatar:

Right Delimiter |-

1

I — Text Citations

LCitation Separatar: Sorted By:

I; IEitation Order j

0K I Cancel | Help |

2. Atthe left, use the default "(" for the Left Delimiter, the default ")" for
the Right Delimiter, and the default ";" for the Citation Separator.

3. Since you are not defining numeric citations, ProCite will ignore that
option. Under Text Citations, sort @jtation Order so multiple

citations at the same location are sorted in the order they were entered.

4. Click OK to save changes and return to tindext Citations tab.
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5. From theFile menu, selecBaveto save the output style. Your output
style is now fully defined for records in the workfodmurnal Article

6. To close the output style, chod@lesefrom theFile menu.

Printing with the New Output Style

You can print a bibliography @ite while you writevith the new output
style. Remember that it is defined for journal articles only!

Exercise: Printing with your New Output Style
To print the journal articles in the Sample Database:

1. Open the Sample Database (if it is not already open), and click on the
Terms tab.

N

. In theShowdrop-down list, seledtVorkforms

w

. From the list of workforms, highligliournal Articleto list all records
entered into thdournal Articleworkform.

4. From therile menu, seledPrint Bibliography . TheShowbox says
All Records in List

5. Use theDutput Style list to locate and select your new output style
(ANSI Test or whatever name you gave the file). ProCite updates the
bibliography with the new output style.

|k ProCite 5 - [Sample Database] [_[OIx]

Shows: [ & Fecords in List | OutputStgle: [ aNSI Test =l .| [ corfigwe

Cloze |

Print.. | Save... | F‘reyPagel ﬂeleagel IwoPagel Zoom In I { Zaam G

Eetirarce List

Tarkson, Reichar] e doras fhe 1n-escalanor Begineul irequality i Papuna Hew Chriven dusoalion
‘eogrrler. 1960 May: :LIZSL13t .

HicCarty, Lvle H Vibration car'tloos . eusily butalled ftenere (B Maufcbrivg Congary's Hockfic
Ftars ). Zenige Jeus. 1069 B 27; 441 § 146,

Sumeders. Mot Hoke K. H_ W Fun-Deie. QL Chrke W Listoe. Mok Chim Georze. avd Cuaifa
Whme . Confumations of eydchvpmdecme: A commarks o of metbd S coforn st sarching.
Jnupnd af the American Chemiral Soviety. 1990 1L1419- W27

Page 1 _ 1 1z
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Click Closeto dismiss the preview and return to the record list.

Exiting ProCite

From theFile menu, choos&xit (Windows) orQuit (Macintosh) to
close ProCite.

You have successfully completed this guided tour! You are ready to begin
building your own reference collection and creating perfectly formatted
bibliographies.
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Cross-Platform Compatibility

Overview

This section explains how to share ProCite files initially created under
Windows and ProCite files initially created on a Macintosh. It also lists
the text characters that do not directly map between platforms.

In order to use data from an older version of ProCite, or from a Reference
Manager or EndNote database, you must convert the data from that
database into a ProCite 5 database. Do this by opening the old database
files with ProCite 5. You could also use fienvert command found on

the ProCiteTools menu.

File Sharing

ProCite 5 for Windows 95/98/2000/NT and ProCite 5 for the Power
Macintosh can directly share files. Because Macintosh applications do not
require file extensions, and Windows applications almost always use file
extensions to indicate file type, you may need to modify disk file names
as described in this section.

Note: Some file servers do not accept file names longer than eight
characters. If this is the case with your server, you will need to shorten
file names

Sharing Files Created with ProCite for Windows

ProCite for the Macintosh version 5 can open any ProCite file created by
ProCite 5 for Windows 95/98/2000/NT. Simply copy the files to a
common server or to your hard disk — preferably to the default ProCite
folders.

When you want to access a database, make sure both database files are
available, and make sure you also have access to any custom workforms
used in the database.
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Sharing Files Created with ProCite for the Macintosh

You can share any ProCite file with other ProCite for the Macintosh or
ProCite for Windows users. When you share a database, make sure you
provide both database files, and make sure you also provide any custom
workforms used in the database.

To share with other Macintosh users, simply copy your files to a common
server or to the other individual's hard disk — preferably to the default
ProCite folders.

To share with a ProCite for Windows user, or a combination of Macintosh
and Windows users, you must first add these extensions to your
filenames:

File Type Add This Extension

Database Files .PDT (primary database file)
.PDX (leave intact on the key file)

Workform Files .PWF

Term Lists .PJL

Journal Title Lists .PJL
Output Styles .POS
Configuration Files  .CFG

Character Mapping

ProCite maintains an internal character set to allow for cross-platform
compatibility of text. Almost all characters directly map between Win-
dows and the Macintosh. However, there are exceptions as noted in this
section.

Macintosh to Windows Character Mapping

These Macintosh Roman characters are mapped to the Symbol font on a
Windows machine:

173
176
178
174
182
183
184

185
186
189
195
197
198
215

o % B A A
o3 4 o—a
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These Macintosh Roman characters do not appear under Windows
because they do not exist in the Windows character set. If a Windows user
does not edit a record that contains one of these characters, the character
stays intact for viewing on a Macintosh. However, if a Windows user

edits a record that contains one of these characters, the character is
permanently removed.

218 | 250

222 i 251
223 1l 253
240 & 254
245 | 255 7

249

Windows to Macintosh Character Mapping

These Windows Latin 1 characters do not map to the Macintosh. They
appear as small empty boxes when viewed on a Macintosh. If a record
containing one of these characters is not modified, the character remains
intact under Windows. If the record is edited and saved on a Macintosh,
the character is permanently removed.

128 not used 178 *

129 not used igs !

138 5 188 4
141 not used 189 12
142  not used 190 2%
143  not used 208 D
144 not used 216 x
154 & 229 Y
1587 not used 222 p
158 not used 240 @
166 | 253§
173 - 254 b

178 =
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The ProCite Toolbars

Overview

Use ProCite toolbars to access common commands by clicking on an
icon. If you are not sure what a toolbar icon does, hold the cursor over the
icon for a moment to display a tooltip. If tooltips do not appear, go to the
Tools menu, choos®ptions, and select th&ooltips box.

Some of the toolbars can be turned on or off from ProGiiel menu.
Many of the toolbars are dimmed and unavailable when no database is
open.

These are other easy ways to access ProCite commands:

» Access context-sensitive menus with a right mouse click (Windows) or
control+click (Macintosh). Depending on where you are in the pro-
gram, the menu displays a list of common commands compiled from
the various menus.

« If you are working from your keyboard and do not want to switch to
your mouse, learn the command keys indicated on the menus and
described undekeyboard Commands
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Standard Toolbar

Use the Standard Toolbar for basic file commands and clipboard com-
mands.

|[D=d & e x

New Displays the New dialog, where you can create a new data-
base, output style, list, or workform

Open Displays a file dialog so you can open a ProCite file

Save Saves the current file to disk, whether a database, output style,
list, or workform

Print Prints a bibliography to your printer with the current settings

Cut Cuts highlighted text and places it on the clipboard

Copy Copies highlighted text and places it on the clipboard
Paste Pastes clipboard text at the cursor

Clear Deletes highlighted text
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Text Toolbar

Font, size, and type styles are typically applied by an output style. Use
them in a record only when you always want it to apply—such as
applying italics to Latin terms.

JJITimesNewHuman jl'l[l j B 7~ U & x | oo 1

Font Applies a font to selected text

Size Applies a point size to selected text

Bold Applies bold style to selected text

Italic Applies italic style to selected text

Underline Applies underline style to selected text
Superscript Applies superscript style to selected text
Subscript Applies subscript style to selected text

Insert Symbol Displays the Insert Symbol dialog where you can

select a symbol to insert at the cursor

Show/Hide Displays a visible character for spaces and new
Invisibles paragraphs
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Bibliography Toolbar

Use the Bibliography Toolbar to generate a bibliography and send it
specifically to the screen, your printer, or a disk file.

|FRs =

Configure Bibliography

Preview Bibliography
Print Bibliography
Save Bibliography

Displays a dialog where you can select an
output style and other formatting options to
apply to the bibliography created by the
other Bibliography Toolbar commands

Displays the bibliography onscreen
Sends the bibliography to your printer

Displays a file dialog so you can save the
bibliography to a text file, word processor
file, or HTML file

Copy Special Toolbar

Use the Copy Special Toolbar to copy a formatted in-text citation or
formatted bibliographic reference to the clipboard. You can then paste
into any application that accepts text from the clipboard.

e

Configure Copy Special

Copy Formatted Records

Copy In-Text Citations

Displays a dialog where you can select an
output style and other formatting options to
apply to the other Copy Special options

Formats the highlighted record(s) according
to the current output style and copies it to
the clipboard

Formats the highlighted record(s) as an in-
text citation based on the current output
style and copies it to the clipboard
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Record List Toolbar

This toolbar is always available when a record list is displayed.

‘ [% Mark Selected B Mark List X Clear Marked | i (B | QM4 »rM | By Copy Marked | W Open Link

Mark Selected

Mark List

Clear

Configure Record List/

Preview Pane

Show/Hide Preview Pane

Go to Record

Go to First Record

Go to Prev Record

Go to Next Record
Go to Last Record

Copy Marked Records

Open File/lURL

Toggles the marked status of the selected
records between marked and unmarked

Marks the current list, adding to the existing
marked set

Removes all record marking in the database

Displays a tabbed dialog where you can
modify the display of the record list and/or
the preview pane

Displays or removes the Preview Pane

Allows you to jump to a specific record in a
record list

Goes to the first record displayed in the
current list

Goes to the previous record in the current
list

Goes to the next record in the current list
Goes to the last record in the current list

Copies the set of marked records to another
database

Starts your browser and goes to the Internet
location specified in theocation/URL (38)
field of the selected record

Tip: Press thetrl (Windows) orcommand (Macintosh) key when
selecting a Go to icon to move between Marked records.
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Edit Record Toolbar

ProCite displays the Record Toolbar when you display a full record for
insertion or editing. To turn this toolbar on or off, sef@onhfigure Edit
Record from theView menu and select or deselect 8teow Record

Toolbar option.

| ‘whorkform: IJUumaIArl\cIe 'l | Record |D: IBD ‘ = |g’ ‘ Q M4 »r M |%|
Workform Displays the current workform, and allows

Record ID

Toggle Mark
Clear Marked Set
Configure Edit Record

Show/Hide Empty Fields

Go to Record

Go to First Record

Go to Prev Record

Go to Next Record
Go to Last Record

Open File/lURL

you to select a different workform for the
current record

Displays the current record ID, and allows
you to enter a different record ID for the
current record

Marks or Unmarks the open record
Removes all record marking in the database

Displays a dialog where you can modify the
display of full records

Displays or suppresses fields that do not
contain information

Allows you to jump to a specific record in
the current list

Goes to the first record displayed in the
current list

Goes to the previous record in the current
list

Goes to the next record in the current list
Goes to the last record in the current list

Starts your browser and goes to the Internet
location specified by either the selected text
or theLocation/URL (38Y¥ield

Tip: Press th&trl (Windows) orcommand (Macintosh) key when
selecting a Go to icon to move between Marked records.
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Search Toolbar

The Search Toolbar appears on the Search tab. Use these icons to help
build a search expression and execute a database search.

"i% New Search Insert Field Dperators = Ingert Term % Expressions | @ Search

New Search Clears the search expression box to prepare for a new
search strategy

Insert Field Displays a list of fields to insert in the search expression
box

Operators Displays a list of logical and relational operators to insert
in the search expression box

Insert Term  Displays the Insert Term dialog where you can select a
term from a field content list or term list to insert

Expressions Allows you to save or restore search expressions

Search Executes the current search expression

Duplicate Toolbar

The Duplicate Toolbar appears on the Duplicates tab. Use these icons to
help quickly mark and delete duplicates.

@ Mark, by D ate E‘,m Mark by Size ﬁ Configure Duplicates

Mark by Date Marks the newest duplicates, so the original
entries are left intact

Mark by Size Marks the duplicate records with the least
amount of text, so you retain the most complete
records (often those with notes or abstracts)

Configure Duplicates Displays a dialog where you can change the
duplicate record criteria by deciding which
fields to compare
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PubMed and Internet Search Toolbars

Use these toolbars when searching Internet sources.

Clear Results | @& Search T Stop

| @ Hosts:  University of California-5 an Francizco: Library Catalog

New Search
New ltem
Delete ltem

Terms

Expressions

Clear Results

Search

Stop

Hosts

Clears the current search expression
Adds an additional search line
Deletes the bottom search line

Displays the Insert Term dialog where you can select and
insert a term from a field content list or term list

Allows you to save, restore, or delete a search expression

Throws away the current record list before starting the
next search

Begins searching the selected databases with the current
search expression

Stops the current search

Displays a dialog where you can select the hosts and
databases for searching and add or edit hosts or data-
bases
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Output Style Toolbar

This toolbar is available when creating and editing output styles:

i’_ Inzert Field gg_ Inzert Special - Configure Fields =

Insert Field Inserts a field into the current style
Insert Special Inserts a formatting character

Configure Fields Configures formatting for special fields: authors,
titles, dates, page numbers, and keywords

Term List and Journal List Toolbar

This toolbar is available when creating and editing term lists and journal
lists:

Add Adds a new term or journal name
Edit Edits an existing term or journal name

Delete Deletes a term or journal name
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Cite While You Write Toolbar

This is the ProCite 5 toolbar installed in Word or WordPerfect:

[HEEQ I ERE'D ?

Insert Citation
Insert Marked
References

Recall Last Search
Scan Document

Generate Bibliography

Find Previous
Unlinked Citation

Find Next
Unlinked Citation

Unformat Citations

Revert to Original Text

Help

Displays a dialog so you can enter identify-
ing text and insert a citation

Inserts records marked in the ProCite
database

Brings up a dialog that displays the last
search with identifying text; you can insert
any records found in the last ten searches

Scans the document for citations within
delimiters and inserts them

Formats in-text citations and generates a
bibliography from them

Looks toward the beginning of the document
for unlinked text within the Scan Document
delimiters

Looks toward the end of the document for
unlinked text within the Scan Document
delimiters

Changes formatted citations back to
unformatted citations (linked placeholders)

Changes both formatted citations and
unformatted citations back to the original
identifying text, removing links

Displays context-sensitive help topics.
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Keyboard Commands

Overview

Many menu items in ProCite have a corresponding keyboard equivalent
and/or toolbar icon. The keyboard equivalent appears on the menu next to
the associated command. Here we list both Windows and Macintosh

keyboard equivalents.

File and Print

Windows
Action Command
NEW oo, Ctrl+N ............
OPEN it Ctrl+O.............
ClOSE .ooveeeeiieeee et (none) ............
SAVE oo Ctri+S ............
Print Bibliography ...........c.......... Ctrl+P ............
QUIt i (none) ............

Macintosh
Command

........ Command+N
........ Command+O
........ Command+W
........ Command+S
........ Command+P
........ Command+Q
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View and Search

Windows
Action Command
Show Preview Pane .................. Ctri+T ...,

Go to Record

Macintosh
Command

....... Command+T

.. End
.. Command+Home

Prev Marked ......... Ctrl+Up .......... .. Command+Up

Next Marked ......... Ctrl+Down .. Command+Down

Last Marked.......... Ctrl+End ................ Command+End
Goto NextTab............. Ctrl+Page Down .... Command+Pg Down
Go to Previous Tab ..........cc........ Ctrl+Page Up.......... Command+Page Up
Mark Highlighted Records ......... Ctr+M e, Command+M
Unmark Highlighted Records .... Ctrl+K .................... Command+K
Clear Marked Set .........ccccvvvnnes Ctrl+Shift+K ........... Command+Shift+K

Copy and Paste
Windows Macintosh

Action Command Command
[ | (03115 QU Command+X
COPY i CtrI+C .o Command+C
Paste ....cccoeviiiie Ctrl+V e Command+V
Clear ......oocveviiiiiieee e Del .o Delete
SelectAll.......oooooiiiieieees Ctrl+A e Command+A

Apply Styles (Records, Lists, Output Styles, Dialogs)

Windows
Apply Command
BOld ...ovvviiiiiiieieiee, Ctrl+B ..............
1= 1o (03115 I
underling ........occovvveeiiiiiiieenis Ctrl+U ..............
SUPEISCHPt ovvvveeeiiiiiee e Ctrl+Shift+=

SUubSCript....eveeeeee e Ctrl+=...ccccoene

Macintosh
Command

...... Command+B
...... Command+l

...... Command+U
Command+Shift+=
...... Command+=
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Enter and Edit
Windows Macintosh
Action Command Command
New Record........ccccceeeveviviiiinnn, FO i, F9
Edit Record.......ccccceeevviieiiecis Enter...ccccoovevnenenn. Return
Save Record........ccoceeeevviiieneenn. F10 oo Command+S
Delete Record .......ccceeeeeeeeennnn. Ctrl+D v Command+D
Insert Previous Field .................. F5 i, F5
Insert Previous Record .............. Shift+F5 ..., Shift+F5
Insert Symboal.......
Insert Term...........
Open File/URL
Move Insertion Point
To Next Field ............cceee. Tab .o, Tab
To Previous Field ................ Shift+Tab ............... Shift+Tab
To Beginning of Line ........... Home ... Home
To End of Line .........ccoue. End ..ccovvvieiiinn End
To Beginning of Field .......... Ctrl+Home ............. Control+Home
To End of Field ................... Ctrl+End ................ Control+End
To Start of Next Word ......... Ctrl+Right Arrow .... Control+Right Arrow
Up One Window ................. Page Up .....ccoueee.. Page Up
Down One Window ............ Page Down............. Page Down
Delete
Previous Character ............ Backspace.............. Delete
Following Character ........... Del .o Del (X)
Insert
New Paragraph .................. Enter.......ccccceeeen. Return
Line BreaK .........cccccevvvvinnns Shift+Enter ............ Shift+Return
Tab i, Alt+09 ..., Control+Tab

Nonbreaking Space............. Ctrl+Shift+Space ... Option+Space
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Output Styles

Windows Macintosh
Insert Command Command
Grouping Operators................... Alt+174 ..o Option+\
Alt+175 e, Option+Shift+\
Line Break ......c.ccccevvveennveenninenn, Shift+Enter ............ Shift+Return
New Paragraph .........cccccceennnne Enter.........ccccce. Return
Tab e, Alt+09 ... Control+Tab
Page Break........ccccceeeviivinieeinns Ctrl+Enter .............. Control+Return
Subject Bibliography Tab
Windows Macintosh
Insert Command Command
New Paragraph .........cccccceeeeinnns LA o TR p
New Line.....ccccovveeiiieeiniieeiieene L0 PR N
Tab e L R t
Help File
Windows Macintosh
Display Command Command

Context-Sensitive Help .............. FL o Help



	Contents
	Introduction and Installation 
	Overview 
	Lessons Included in This Manual 
	Using This Manual 
	Hardware and Software Requirements 
	Installing ProCite 
	Single User Installation 
	Network (Multi-User) Installation 
	Network Program Installation 
	Network User Installation 
	Keeping Local Copies of Lists, Styles and Databases 
	Sharing Databases 
	Installing "Cite While You Write" Support 
	Word for Windows 
	WordPerfect for Windows 
	Word for the Macintosh 
	Technical Support 
	Getting Started 
	Online Help 
	Opening an Existing Database 
	Navigating a ProCite Database  
	Overview 
	Customizing the Record List to Display Fields 
	Click Sorting on a Column Heading 
	Using the Preview Pane to View a Reference 
	Using “Go To” Commands to Find References 
	Drag and Drop Between Databases 
	Entering Records  
	Overview 
	Importing Records from a Saved Text File 
	Searching and Importing Records Directly  from an Online Database 
	Dial-up Internet Connections 
	Capturing Web Page Information (Windows Only)  
	Linking a Reference to a Web Page or File 
	Entering and Editing ProCite References 
	Configuring Duplicate Checking 
	Searching and Sorting a Database 
	Overview 
	Quick Searching for Records with the Terms Tab 
	Creating a Search Strategy 
	Saving a Search Strategy 
	Creating a Group 
	Selecting the Sort Order 
	Pre-configured Sort Options 
	Custom Sorts 
	Generating Bibliographies  
	Overview 
	Creating a Bibliography from a Record list 
	Creating a Bibliography with Subject Headings 
	Preparing a Manuscript and Bibliography  
	Overview 
	Opening a Word Processing Document 
	The Tools Menu and ProCite Toolbar 
	Identifying References to Cite 
	Preparing the Bibliography and Final Manuscript 
	Creating an Output Style 
	Overview 
	Creating an Output Style 
	Defining the Bibliography Style 
	Applying Special Field Formatting 
	Defining the Bibliography Layout 
	Defining In-Text Citations 
	Defining In-Text Citation Settings 
	Printing with the New Output Style 
	Exiting ProCite 
	Cross-Platform Compatibility 
	Overview 
	File Sharing 
	Sharing Files Created with ProCite for Windows 
	Sharing Files Created with ProCite for the Macintosh 
	Character Mapping 
	Macintosh to Windows Character Mapping 
	Windows to Macintosh Character Mapping 
	The ProCite Toolbars 
	Overview 
	Standard Toolbar 
	Text Toolbar 
	Bibliography Toolbar 
	Copy Special Toolbar 
	Record List Toolbar 
	Edit Record Toolbar 
	Search Toolbar 
	Duplicate Toolbar 
	PubMed and Internet Search Toolbars 
	Output Style Toolbar 
	Term List and Journal List Toolbar 
	Cite While You Write Toolbar 
	Keyboard Commands 
	Overview 
	File and Print 
	View and Search 
	Copy and Paste 
	Apply Styles (Records, Lists, Output Styles, Dialogs) 
	Enter and Edit 
	Output Styles 
	Subject Bibliography Tab 
	Help File 


