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Using ProCite: A Guided Tour

Overview

This chapter guides you through basic ProCite functions, including entering information
into a ProCite database, sorting records, searching a database, printing bibliographies,
and citing references within Microsoft Word or WordPerfect.

First you must have installed the full ProCite program, which includes folders that
contain the Sample Database and various output styles. If another user has experimented
with the sample database by adding, modifying, or deleting records, you may want to
reinstall ProCite to start with a fresh copy.

After completing the exercises in this guided tour you should be able to:

e Easily navigate references in a database

e Build a database by importing references and by entering references manually
e Search and sort a ProCite database

e Create standard and subject bibliographies

e Prepare a manuscript and bibliography within a word processor

You can stop these lessons at any time by closing ProCite.

Getting Started

Online Help

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

e Select Help from the Menu bar to find a topic.

e Many ProCite dialogs include a Help button so you can see information related to the
current activity.

e Display context-sensitive help by pressing the F1 key (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 guided tour 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.
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Exercise — Opening the Sample Database

In this exercise you will open the Sample database. If you already started ProCite, go to
the File menu and choose Open, then continue with step 3.

To open the Sample database:

1. Start ProCite:

e Windows: From the Start menu, choose Programs, locate the ProCite 5 program
group, and choose ProCite.

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

2. Afile Open dialog displays for you to locate and open a database. If not, go to the
File menu and choose Open.

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 from the File menu
select Open. Then continue with step 3.

3. Inthe file Open dialog, locate and double-click on the Database folder located in the
ProCite 5 folder.

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

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

[P sample Database _ O x|

% hdark Selected B bark List W Clear Marked | il 1= | QL4 » M | By Copy Marked | W, Open Link

E 1989 Sep 28 Safe sushi

E 10 April 1995 Computer shopper

E E50 Adamnz, A4 MBeeh.J. L AMwWekell M. 1330 Nov 24 Health risks of almon sushi

E 30 Adamnsz, Alexander B. 1966 John James Audubor: A biography

: 710 Adame, K. 0. /Aungkind, D. L. #/Bergqui 1936 MNov Intestinal fluke infection az a result of eating sushi

: 40 Anderzon, Mark Ransom 1984 Apollyon's bow: Perspective, reading, and meaning in the iluminated works of Wiliam Blal
: L] Anderson, Robert J. /S chrier, Bobert '/ | 1387 Acute renal failure

: B0 Apoki, Mikio 9 Decermber 1987 Manufacture of glass by Sol-Gel pracess

: 70 Araney, Manuel J.//Davies, Muray 5.//H 1994 A study of the polarities, anisotropic polanizabilities and carbonyl infrared vibrational freque
: 520 Bannatyne, B. M. 1995 5ep 1 1f vou Knew Sushi Like | Know Sushi

: a0 Bam, Linda//Maonzenat, Catherine/ /Berg, 1932 Teenage pregnancy: & new beginning

: a0 Blum, R obert 1979 Infarmation management for the tactical operations systems (TOS)

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

: 110 Borgman, Christing L. //B ower. James/fr 1989 From handz-on science to hands-on information retrieval

: 450 Butler, M. //Goodwin, T. ##Simpzon, k. 7, 2000 Mar Vertebrate LTH retrobransposons of the T /sushi group

: 7E0 Chen, C. 2. //LiL L A4L0 M. /fLodish, H. F 2003 Oct The endoglin{positive] sca-1(positive] thodamine(low] phenotype defines a near-homogen

: 470 Cheng, T. 0. 2000 Apr PASTA iz good, but SUSHI iz better

E B30 Chesney, T. k. 1991 Apr Suzhi and the skin
E 120 Christie, Agatha 1988 Wwhat brs. McGillicuddy zaw
E 130 Chum, H. L.//Baizer. . b, 1985 The electrochemistry of biomaszs and derived materials
E 140 Decker, William 1383 W5/ ndex file
E 150 Dickson, Paul 1382 “Words: & connoizseur's collection of old and new, weird and wonderful, useless and outls
E 160 Cunn, Richard J. “winter 1330 Teaching assiztance, not teaching azsistants
E 740 Eicher, D. M. #/Damjanavich, 5. /A aldr 2002 Jan 21 Qligornerization of IL-2F alpha
E 170 Fleigcher, Arthur C. 1923 Superficial organ sonography and miscellaneous applications ;I

All Records ,lf Marked Becords }q Search :&, Terms }, Groups :s Duplicates ;’

Authar/Date/Title (Ascending) |5 Records Marked |78 Biecords in List |78 Records in Database

A Status line at the bottom of the window indicates the sort order (Author/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.

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 equivalent 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.

Navigating a ProCite Database

In this section of the guided tour you will learn to:
e Customize the record list to display specific fields

e Click sort by column heading
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e Use the Preview Pane to view a reference in more detail
e Use the GoTo tool

e 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 record
(Author, Title and Date), 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 the View menu, choose Configure Record List to display the Configure
Record List dialog:

Configure Record List x]|

Recard List | Freview Pane |
Font and size
Eant: |MS Sanz Serf ~| Sie: |a = |
Layaut
Show:  Calurmn Header: Dizplayed Field:
™ [Recod D [Fecard D 2
W [octhor [uthor =]
W |Date IDate =]
W [Tie [Tite =1
[ IKeywnrds I [45] Kepwords ;I
 [wokiom [iwarkfam =1
k. I Caricel | Apply | Help |

On the Record List tab, the Layout box contains three columns of options:

e The Show column of check boxes is used to show which of the six fields are
displayed.
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e The Column Header text boxes allow you to enter header text to be displayed above
each field in the record list.

The Displayed Field column 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 for Title to remove this field from those shown. Next click on the first field
(currently Record 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 the Displayed Field column, click on the arrow to the right of Record ID to
select the Title field as the first field to display. Choose Title from near the top of the
field list.

Note: The field list includes all 45 ProCite fields plus five “special” fields at the top of
the list. The special fields shown are Author, Title, Date, Workform and Record
Number. These fields include all related fields respectively. For example, Author
includes both the Author, Analytic (01) and Author, Monographic (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 field’s Column Header text box and type Title as the
descriptive text for this field.

5. Click the Show check box for Keywords to display the Keywords field 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:
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?Sample Database M=l E3
X Mark Selected B Mark List & Clear Marked |@ =) | Q4 » |%Copy harked |%, Open Link
Author
[ |Safe sushi 1989 Sep 28 Arimals
: Computer shopper April 1995 Computers/ Peripherals/ Hardware
[|Health risks of salman sushi Adams, A A #/Beeh, J. L Afwiekel, 7930 Mov 24 Aiimals
: John James Audubor; 4 biography Adams, Alexander B. 1966 Biography/ Matured At
: Intestinal fluke infection ag a result of eating sushi Adams, K. 0. AAungkind, D, L. //Be 1986 Now Diarrhea: *etiology
: Apollyon's bow: Perspective, reading, and meaning in the Anderson, Mark Ransom 1924 Literature, Apollyan
: Acute renal failure Anderzon, Robert J.//Schrier, Roberl 1987 Renal Failure/ Hamizon's Principles/ [nternal Me
: Manufacture of glass by Sol-Gel process: Aaki, Mikio 9 December 1987 | Sol-Gel/ Chermistry
: A ztudy of the polarities, anisotropic polarizabiliies and ca Aroney, ManuelJ /D avies, Murray £ 1994 O-acceptor Behaviour! [nteratomic Bond Distar
: 1f You Ernew Sughi Like | Know Sushi Bannatyne, B. M. 1995 5ep 1
: Teenage preghancy: A new beginning Buam, Linda//Monsenat, Catherine//E 1992 Teenage Preghancy/ Teenage Parentsd Social
: Information management for the tactical operations syster Blum, Robert 1979 Infarmation Management/ TOS
: Kenneth Burke's way of khowing Boath, Wayne C. 1974 Fluralizr/ Fenneth Burke
: From hands-on soishce to hands-on information retrieval | Baorgman, Christine L./ /Bower, Jame: 1989 Library Asgociations Information/ Computers
: Vertebrate LTR retrotransposons of the TF Asushi group | Butler, M. //Goodwin, T. /Simpzon, 2001 Mar Amino Acid Sequence
: The endoglinfpositive] sca-1(positive) thodamine(low] phe Chen, C. 2, AL, L. /LI M. //Lodish 2003 Oct Arirnal
: PASTA iz good, but SUSHI is better Cheng, T. 0. 2000 &pr Ambulatary Care
E_ Suzhi and the zkin Chesney, T. M. 1991 Apr Arimals
: What Mrs, MeGilicuddy saw Christie, Agatha 1928 Literature, Audiovizual Materials! Mystery
: The electrochemistry of biomass and derived materialz Chum, H. L.//B aizer, M. M. 1925 Medicine/ Biomass:
: WS Andex file Decker, Wiliam 1983 W5 data/ Bibliographic D ata
: Words: £ connoizzewr's collection of old and new, weird ¢ Dickson, Paul 1982 Language/ wards
: Teaching assistance, not teaching assistants Dunn, Richard J. “Winter 1330 College Instructions Higher Educations Preservi
: Oligomerization of IL-2R alpha Eicher, D. M. //Damjanovich, 5. /A 2002 Jan 21 Alkaline Phosphatase: genetics
: Superficial organ sonography and miscellaneous applicati Fleischer, Arthur C. 1929 Sonography/ Clinical Applications LI
All Becords .-If Marked Records .‘q Search }. Tetms .‘s Groups }\ Duplicates i'
AuthorDate/Title (Ascending |5 Becords Marked |78 Records in List |78 Becords in Database 4

You can easily change the width of the columns by dragging between column titles. Use
the next exercise to change the width of the Date field in the record list window.

Exercise — Changing the Column Width

To change column widths:

1. To see more of the Keywords field, move the pointer to the column heading divider
between Date and Keywords. The pointer changes to a horizontal arrow.

2. Drag the vertical bar to the left to reduce the width of the Date field.

3. Experiment changing other column widths.

Click Sorting on a Column Heading

Although the Author field, or in this case the Title 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 the Date field, 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 the Author and/or Title fields.
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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 the View menu, choose Preview Pane.

2. Highlight the record by author Kraft, Donald H. ProCite formats the highlighted
record using an output style (ANSI is the default style) and displays it in the preview
pane.

Note: You can move the horizontal divider to allow the preview pane more or less space.

[P Sample Database _ O] x|

[% tark Selected Xghdark List & Clear barked | iy ’E | L H 4 » M | B Copy Marked | W, Open Link

Kraft, Donald H.. editar. Joumal of the Amencan Society for Information Science. Mew York: John Wiley & Sons, Inc. Val. 1-, 1949- |S5N 0002-8231. ﬂ

=l

Title | Author | Date | Keywords I

E E paxidation pracess Harred, John F.//Knight, &llan B4 1972 Apr 4 Chemizstry/ E poxidation ﬂ

E Maolecular and cellular basis of deficiency of the b subunit | Hazhiguchi, T. /A chinose, A 1995 Mar Animalz

: A caze of diphyllobathriaziz due to eating mazou-sushi Ishizuka, T. Alshizuka, A, 1986 Jul 21 Animalz

: Type | factor I deficiency is caused by a genetic defect lzumi, T. /Hashiguchi, T. //Castam. 1396 Apr 1 Alleles

: tore on making sushi zafe Jackson, G. J. A/Bier. J. W //5che, 1930 Apr B Animals

: Running down the up-escalator: Regional inequality in Pap Jackson, Richard tay 1983 Papua New Guineas Geographical Implications

: The entertainer Joplin, Scott 1972 Music/ Piano

: Amino acid sequence and location of the disulfide bonds it Kato, H. A/Enjyai, K. 1991 Dec 17 Amino Acid Sequence

[ | The care and feeding of the Pacific coast dolphin Fawsiog Kitking, D onna Manied Aokhnson, Her 2003 Acute Diseaze/ Animal

Bl currial cof the American S acieky for [nformation Science |Kraft, Daonald H. 1943- Information Management/ Information S cience

: Adenohypophyzeal harmaonas and related substances Kuret, J. A 4/ Murad, F. 1990 Medicine/ Pharmacolagy! Adenohppophyzeal -

: Sugzhi, Salmonela, and safety Leontos, C. 1992 Jan-Feb Animalz

: Software design issues for natural language processing | Loomis, Thomas 1987 Cornputers, Programming/ Language

: Het tubs, sex, sushi, and infectious diseases Lorber, B. 1991 Adolezcent

E “ibration can't loozen eazily installed fasteners [Huck ban McCarty, Lyle H. February 27,1383 | Fasteners/ Huck Manufacturing Commpany

E Anizakiazis: revenge of the sushi parasite Mekemow, J. H. //Sakanarn. J. //De 1988 Nov 3 Animals

E A gene [SRF=] encoding a sushirepeat-containing proteir Meindl, &, //Carvalho, M. R. //Hern 1995 Dec Adult

E A, room with a view Merchant, lsmail 1385 Audiovisual Materials/ Literature

E Miles, Ethel October 31,1982 Librans Human Rezource Management ;I

All Records af kMarked Records k Search }, Terms }q Groups :s Duplicates f
Author/Date/Title (Ascending) |2 Records Marked |78 Records in List |78 Records in Database 4

3. To switch to a different output style (bibliographic format) for the preview pane, go
to the View menu, choose Configure Record List and click the Preview Pane tab.

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

9 of 39 9/9/05



Using ProCite: A Guided Tour

5. When you no longer want to view formatted references, deselect Preview Pane from
the View 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, use the Go to Record commands.

Exercise — Using the “Go To” Commands

To use the Go To commands:

1. Use the Go Tocommands from the View 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.

QM < »

2. To find a record based on the sorted order of a database, use the Go to 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 the Go To Record dialog.

4. If the sort order is not currently Author/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 the File menu, choose Open. The database is located in the
Database folder located in the ProCite 5 folder.
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2. From the Window menu, select Tile to display both the Sample database and the Turtles
database on the screen:

IMTurtles - |0 x|

% tdark Selected By bdark List W Clear bMarked |@ = |Q M 4 » M |%CDpyMﬁrked |%Open|

| Authar | Title | Date I
E Godirey, M. H. Ethology and zea turtle conzervation 1996 :I
E Heppell, 5. 5. A/Croweder, L. B. Analysis of a fishenes model for hareest of b 1336
E Heppell, 5. 5. //Crawder, L. B. //Crousze, D. Models to evaluate headstarting az a manac 1936
E Heppell, 5. 5. AfLimpus, C. J. //Crouse, D. 1Population madel analyzis for the loggerhea 1996 _I
E =|UCMAS5C Manne Turtle Specializt Group |4 global strategy for the conservation of mai 1335
E Jacobz, Francine/ /2 allinger, Jean Sea turtlez 1972
E Johnzon, 5. A, //Bjorndal, K. A //Bolten, & Effects of arganized turtle watches on Logg 1996
E Keinath, J. & /Musick, John A, //Bamard, Abundance and distibution of sea turtles ofl 1936
[ | Lohmann, K. J. ##Lohmann, C. M. F. Orientation and open-zea navigation in z2a | 1996
11 abmann K 0 ASwarte A W A nhmann Perrention f neean wave direstion ho sea | 1995 h
H|4 | b | I>I|‘*I All Becords [/ Marked Records ) Search * Terms & Group:
Author/Title/Date (Ascending) |1 Records Marked |62 Records in List |62 Recards in Database 4
I?'Sample Database =1 E3
X Mark Selected B hark List & Clear barked |@‘ 1= | M4 » M ||%Copy barked |%Open
| Title | Authar | Date | Kewwords I
E Hargeradish horors: sushi suncope Spitzer, D. E. 1988 Jan 8 Condiments: *adverze effects ;I
E Suzhi syncope schuzser gets wedeler's valve & Spitzer, E. 1334 Feb 3 Aged
E 0ld man Stamasz, Steve 1973 At Etching
E A, wigit to the Rockies Sullivan, Paul 1334 Adiovisual Materialz/ Piano
E Anizakidosziz: a cause of intestinal obstruction fi Takabe, K. A/0kki, 5. A%uni 1938 Jul Animalz
E Definition of endotoxin binding zites in horgeshe Tan, M. 5. /Mg, M. L. //vau 2000 Sep Arimals
E Sushi gets serious: the draft genome sequence Tayplor, M. 5. //Semple, C. A | 2002 Aug 28 Animals
E Detection of a multi-prefectural E coli DT57:HT | Terajima, J. Aflzumiva, H. A7y 1993 Apr “Dizeaze Dutbreaks _I
(Bl editerranean seafloor | Toth, Tibor G, Diecember, 195 Maps/ G endraphy LI
[l & 31 -~ o - ‘ [T N [T ] BT 1 L1 e - L e
H|4 | » | l'lll\I All Records  { Marked Becords 4 Search » Terms & Group:
Author/Date/Title (Ascending) |1 Fiecords Marked |78 Records in List |78 Records in Database 4

3. Inthe Sample Database, highlight the record by Toth, 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.

Entering Records

In this section of the guided tour you will learn to:

e Import tagged references from online, CD-ROM and Web-based services
e Enter and edit references manually

e Configure duplicate checking

Use the following exercises to gain experience importing, entering and editing references
in ProCite.
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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 to Appendix C: Configuration Files in the BiblioLink Il Manual for a list of
configuration files supplied with ProCite and the specific databases from which you can
import data. The Biblio-Link 11 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 PubMed

database and saved to a tagged text file:

1. Atthe PubMed web site (www.PubMed.gov), perform a search for “sushi” and save your
data as a text file.

a. When you have your search results, from the pull-down menu by the Display button,
select MEDLINE. If you wish, you may then click on the Display button to see the
MEDLINE format displayed.

b. From the pull-down menu by the Send to button, select File.
c. Click on the Send to button to save the file to your computer.

Note: In the picture below the file was saved with the name sushi.txt, but you can name
the file whatever you like, as long as the file name contains no characters not allowed by
your operating system.

2. InProCite, go to the Tools menu and choose Import Text File.

3. Inthe Open Import File dialog, locate the folder and choose the file you saved from
PubMed. ProCite displays the tagged text file:
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¥ sushi.txt _ O] x|
File Type: File: Format: Target D atabaze:

ITagged ;I IF'ubrned ;I J ISampIe Database ;I J Transfer |

FMID- 14615026 i’
OWN - NLM

STAT- in-data-review

DL - 20031117

IS - 0391-0613

VI - Za

IF - 3

DP - 2003 Nowv

TI - Proteomic characterization of the human cortical neuronal cell line HCN-Z.

PG - 171-8

ALE - Neuronal marker proteins are widely used for characterization and

identification of normal and tumor tissue of the central nervous system,
but the most commonly used neuronal markers have inherent methodological
problems. We used a proteomic approach with two-dimensional (2-D) gel
electrophoresis and subsedquent MALDI identification to identify possible
new marker proteins in the human cortical neuronal cell line HCN-Z. We
found 14 proteins that previously were predicted only on the basis of open
reading frames frow mBENA sedquences or DNA. We could unambiguously identify
the following proteins: Bab55091, BE6SLA.2 (Nowvel Sushi Domain (Scr
repeat), glucosidase I alpha subunit, glucosidase ITI precursor (KIALOO0SS
protein), H3FPC1l0S5, hypothetical 35.5 kDa protein, hypothetical 40.7 KDL
protein, hypothetical 49.4 kDa protein, leucine-zipper protein FE3G13,
lyzophospholipase homolog, mitofilin (fracment), P1.11659 4, reticulocabin
precursor and one unknown protein for MGC:10432Z. We could prove the ‘:J

4. In the File Type drop-down list, choose Tagged.

5. Inthe File Format drop-down list, choose the service from which you retrieved the
tagged records. For this file transfer, choose PubMed.

6. Inthe Target Database drop-down list, choose the Sample 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.

7. Click Transfer to begin importing records.

8. When the transfer is complete, ProCite tells you how many records were imported.
Click OK to continue.

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

10. The imported records are marked. Click the Marked Records tab at the bottom of the
window to display only the records you just transferred.

11. Click the All Records tab to return to the full list of records.

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
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order to follow this guided tour, 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 the U.S. Library of Congress’s Voyager
database.

See Chapter 15: Internet Capabilities for more information about Internet searching.

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 automatically 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.

Exercise — Internet Searching

To search and import records from an online database:

1. From the Tools menu, select Internet Search to open a temporary Internet Search
database.

P Internet Search =1k
[% bt Belected) B ek List PR Blearkiarked |@‘ B | @4 r M |%Copy h stk |%Open [k
"i% Mew Search 0} New term 3 Delete tem Terms %Expressions = Clear Eesultz | 4 Eearch ’hStop
& Hosts: .S, Library of Congress: LC Voyager Z39.50
Search far : IAuthm ;I ||
Jann =] [Tive =1
JanD =] [any Kepnord) =1
Janp =] |any Keyword) =1
|Ready
Author | Title | Date I
Internet Search | Marked Fecords Search 4 Terms 4 Groups 4 Duplicates 7
AutharTitle/Date (Ascending) |0 Becords Marked [0 Records in List |0 Records in Database
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2. Select the Internet database(s) you want to search.
a. Click the Hosts button.
b. Click Clear Marks to deselect any selected databases.

c. Scroll to U.S. Library of Congress: LC Voyager z39.50.

Internet Hosts x]|
All Hosts | Marked Hu:ustsl
Huoztz: 1 Hozt Marked
Host i | Location | Type | - |
-] Setan Hall University Lavw Library - Library Catalog USA; Mew Jersey Academic
B[] SilverPlatter LSA Corporate
- [] Sonoma State University - Library Catalog USA; Califarnia Academic
- [] Spokarne Public Librar, Spokane, Wi, - Library Catalag USA; Washington Public
- [ SUMNY-&lbany - Library Catalog USA; Mew ork Corporate
- [_] SUMY-Bingharmtan University - Libran Catalog USA; Mew ark. Academic
- [] SUMY-Buffalo State Callege - Libram Catalog 1S4 Mew York Academic
- [] Tufts University - Library Catalog 154; Mazzachusetts  Academic
- [1U of South &frica - Library Catalog South Afica Academic
- [TU af wiestern Ontario - Library Catalog Canada; Ontario Academic
- [®] 1.5 Library of Congress - LC Yovager £29.50 154 \Washington, D.C.  Government
- [11.5. Hational Institute of Health - Library Catalog [154,; Maryland Govermment
- [1U.5. Maval Academy - Library Catalag USA; Maryland Academic
- ] Uriiversity of &lberta - Library Catalog Canada; Alberta Academic
- [] Uriiversity of &rizana - Library Catalog USA; Anizona Academic
] Uriversity of &rkansas-Littke Rock - Librany Catalog USA; Arkanzas Academic
- [_] University of Briizh Columbia - Library Catalog Canada; British Columbia Academic
- [ University of Califormia - MELY'L [Libramy Catalog] USA; Califarnia Academic
- [ University of Califarmia-5 an Francizco - Library Catalog 154 Califormia Academic ﬂ
L I RS PR o (R PR o TP N R | R ISPUPREPI o Y T PR T h . Tl A [ TS -
Clear Marks Configure Hosts
(] I Cancel | Help |

d. Click the Marked Hosts tab to verify that the only database marked for searching is U.S.
Library of Congress: LC Voyager z39.50. You could have marked multiple databases
for searching.

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

3. Build your search expression.

Let’s say you are interested in information about the movie For Whom the Bell Tolls
with Gary Cooper.

4. Below and to the right of Search For locate the Title drop-down selection. To the
right of Title type:

For Whom the Bell Tolls
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T CleanFesults |MSearch “ha Bt

&' Hosts: LS. Library of Congress: LC Voyager 239,50

Search for : |Author ;I ||

Janp =] |Title =]/ [For whom the bel tolls

Janp =] fany Kepword) =1

JaMD x| [ary (Kepword) =

|Ready

Aithar | Titlz Date I

\ Internet Search { Marked Fecords } Search ¥ Terms A Groups b Duplicates I
Author/Title/Date (Ascending) |0 Records Marked |0 Recards in List |0 Records in Database 2

5. To connect and search, click Search.

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 is the U.S.
Library of Congress. 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:

16 of 39 9/9/05



Using ProCite: A Guided Tour

| I Internet Search Hi=1F
X tark Selected B tark List P2 Clear barked |@ B | QM4 »H |%Cupy harked |%Open Link
“El Mew Search i Newltem 3 Delete ltem Terms B Expressions ~ |Clear Results | @k Search i Stap
: &' Hosts: U.S. Library of Congress: LG Yoyager 23950
Search for: |Author ;I ||
| IAND ;I ITitle ;I IFDr whorm the bell talls
| IAND ;I IAn_l,l [Keyward) ;I I
| IAND ;I I.t‘-\ny [Keyword) ;I I
! |Ready
| Author I Title | Date I
| E Sports promos, volume 1 p2001 -
| E Auger, Jim Emest Hemingway's For whom the bell tolls c1986
| E Bonneville, Georges Hemingway, "Four qui sonne le glaz," analyze critig 1970
| E Chu, Rudalph Love in the morming : a comprehensive study of Hel 1975
| E Cooper, Gam//Bergman, Ingrid For whom the bell talls Sound recarding
| E Cooper, Gam//Beraman, Ingrid/ /Hemingway, Emes Far whom the bell toll 197-
| E Cooperman, Stanley Hemingway's For whom the bell talls; a critical comn c1966
| E Cooperman, Stanley Reviews notes and study guide to Hemingway's Fare c1964
| E =Copyright Collection (Library of Congress) For whon the bell tollz 1993
| E =Copyright Callection (Library of Congress) F arried with children 1987
| E =08 Cooper [Musizal group) Dangerous curves p1981
| E Dionne, John Lowve poems of John Donne together with the dewal 19467
| E Engel, Elliot Hemingway, for whom the bell tallz a lecture 20017
| E Fazt, Miked Hury, John//=Black Bizarre [Musical g vou've gaot the devil inside p1991
| E Ghosh, Srikantad/=Law Research Institute, Caloutt: Keeping the peace : for whom the bell tolls © police 1 1333
| E Gilenzon, Bons &leksandrovich "Ity edin g0 wsem chelovechestvom' : roman Ermes! 1933
| [l Goodall, Peter J. A Foor wahorn the bell tollz © a century of executions | 2001 i
i nternet Search { Marked Becards Search i Terms i Groups i Duplicates i
- AuthorTitle/Date (Ascending) |0 Records Marked |65 Records in List |65 Records in Database 2

In

this case, 65 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 the Stop

button.

6.

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 records showing Cooper as a performer:

Click Clear Results to delete the previous search results. When asked to verify the
deletion, click Yes.

Leave the Title search line as entered. Click in the third pull-down menu, which currently
says Keywords, and select Credits/Performers from the list and type Cooper as your
search term.

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.
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%NewSearch i New Iterm ¥ Delete ltem Terms %Expressions < |CIearResuItS |aﬁSearch ’hStop

&' Hosts: LS. Library of Congress: LC Yoyager 239.50

Search for : |Author =1
Janp =] |Tite =]/ [For whom the belltolls
JaND 7| | Credits/Performers =] |Coope
JaMD =] [any (Keypword) =l
|Ready

Author
[l Cooper, Garyd/Bergman, Ingrid//Heringway, Enestd/=L{ Far wham the bell tallz
E =DE Cooper [Musical group] Dangerous curves pl1981

v Internet Search Af tarked Records :t, Search }. Terms }, Groups }, Duplicates !
Author/Title/Date (Ascending) |0 Records Marked |2 Records in List |2 Records in Database

7. Click Search.

This time only 2 references are found. The references are imported and appear on the
Internet Search tab.

8. 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 the Copy
and Paste commands. You can also copy records directly to an open database, a closed
database, or a new database with the Copy Marked Records command, as described
below.

For this example, you will save the imported records to a new database called Cooper.

a. Select a subset of the records by selecting the check box next to the record with the Title
For Whom the Bell Tolls.

Note: If you are wondering why the DB Cooper record was imported, it is because there
is a song on the CD with the title For Whom the Bell Tolls, and all title fields in the
record were searched.

b. On the toolbar, click the Copy Marked icon on the toolbar.
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c. Inthe file dialog that appears, locate ProCite’s Database folder, type a new name of
Cooper in the text box, and click Open. ProCite asks whether to create the new file.
Click Yes and the marked records are copied to the new ProCite database.

9. Close the temporary Internet Search database.
a. Click the database close box or choose Close from the File menu.

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

Note: ProCite does 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 Cooper database to look at the records saved from Internet searching.
When you are done, close it and return to the Sample Database.

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 by Reiger, Steve. Double-click to display the full record.
2. Notice the URL entered in the Location/URL (38) field.

3. From the Tools menu, choose Open 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.
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Exercise — Inserting a New Record

To insert a new ProCite record:
1. From the Database menu, choose New Record. The New Record window appears.

2. Click the Workform box at the top left of the New Record window. Choose Book
Short Form from the drop-down list.

[P sample Database:New Record
Warkiom: [Book ShortFarm = | Recard ID: [730 [ S E QN

Awthor, Monographic (07): | @
Title, Monographic (09): (2]
Reprint Status (12): 7| Date:
Place of Publication (18):
Publisher MName (19):
Date of Publication (20):
Address/ Availability (37):
Location/TRL (38):
ISBN (41):
Motes (42):
Absiract (43):
Call Numbher (44):
Eeywords (45): @

3. Start by clicking in the Author, Monographic (07) field and enter: Barrett, Daniel J.

Note: Always enter author names in this order: lastname, 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 (01), Author, Monographic (07), Author, Subsidiary
(16) and Author, 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.

4. Click or tab to the Title, Monographic (09) field and enter:
Net Research: Finding information online

5. Click or tab to the Publisher Name (19) and enter:
Songline Studios, Inc.

6. Click or tab to Date of Publication (20) and enter:
1997
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Note: ProCite assumes the following fields may contain dates: Date of Meeting (12),
Date of Publication (20), and Date of Copyright (21). These date fields are converted to
an internal format that is used for searching, sorting and formatting references correctly.

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

Insert Term x|

Source: ISampIe Databasze LI Terms: IKE_','WDrdS vI

Term

LA denohypophyzeal Hormones
Aerozpace Medicine

Apollyan

At

Artificial Inteligence
Audiocazzette

Audiovizual Materials
Bibliographic D ata

Biography

Biomazs

Blood

Budget

Cancer

Chemiztry

Clinizal &pplications ;I

M rallens Tnztiorbne

Insert Term I [Frgert [ ite Cloze Help [™ Closze after insert

Note: Field Content Lists are internal lists generated from the Author, Journal, Title and
Keywords fields. They can be used for data entry and searching.

8. Quickly type co, or scroll through the list to the word Computers. Select the word
and click Insert Termto insert the text in the current field.

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

9. Type I to move to the terms that start with the letter 1. Select Information and click
Insert Term.

10. When you are done inserting terms, click Close to return to the New Record window.

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 the Duplicates tab to
check for existing duplicates. You can mark duplicates and delete them after comparing
the records.
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To set duplicate detection criteria:
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1. From the Database menu, choose Configure Duplicates.

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

Configure Duplicates |

Duplicate Detection I

Fields to compare:

(W] Auathor

Title

Drate

(1007 Awathar, Analytic
[1(02] Author Bole

[ 103 Awatkar Affiliation
[1[04] Title, Analytic:

-

[1(05] bMedium Designator LI
[ For authars, include just the last name
[ For dates, include just the pear
[V 3wfamn about duplicates when saving new records
[T Discard duplicates when importing
k., I Cancel Help

Searching and Sorting a Database

In this section of the Guided tour you will learn to:

e Quick search for records with the Terms tab

o Create a search strategy
e Save a search strategy
e Create a group of records

e 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.
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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 the Terms tab at the bottom of the window.

2. Use the drop-down Show list 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.

Scroll through the list and click on Computers. The records containing that term in
the Keywords field appear in the right pane of the window.

Adenohppophyseal Homones
Aerozpace Medicine

Apollyan

At

Agtificial Inteligence
Audiocaszette

Audiovisual Materials
Biblingraphic: D ata

Biography

Biomass

Blood

Budget

Cancer

Chermiztiy

Clinical Applications

College Instruction
‘Computers

Conformational Searching -

y ”AIIRécurds }. harked Recofds *

¥ oy g g

I®'Sample Database _ o] x|
¥ tark Selected B bark List P2 Clear barked | R B | Q44 M ||%Copy hiarked |%,Open Link
Show: IKeywords "I Title Author Date Keywords

. . e )

Computer shopper
Borgmat, Christine L./ /Bow Fram hands-on science to | 1923
Loomis, Thomas Software design issues for | 1987
Rieger, Steved K enney, Mo ProCite 1559
Schwartz, Helen//Balestr, Computers in wiiting instruc 1339
Wheeler, David Artificial-inteligence resear 20 May 1987

-

f & f

Search }. Terms Groups Duplicates

AuthorTitle/Date (Ascending

|0 Recards Marked |6 Becords in List |40 Records in Database 2

4. Next, try changing the selection on the Show list to Workforms to view records

organized by their workform type.
5. Click the All Records tab to return to the full listing of records.

Creating a Search Strateqy

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.
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There are a number of ways to set up a search in ProCite. You can use the Search tab 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.

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 values for
begins with, ends with, contains, empty, and not empty. See Chapter 13: Searching and
Finding Records for complete listings of operators you can use in Search Expressions.

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.

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

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

e 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 the Search tab to display the Search window.

Note: 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 fields Author, Journal Title, Title and Keywords.

2. Click Insert Fields to limit your search to a particular field. The Search Fields
dialog appears:
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3. Highlight Keywords near the top of the list, and click OK to transfer the field

identifier to
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Search Fields x]|

Select a field o insert: -
........................................................................................................................ ]
Fields 1.7 16 30 -

Journal Field 10

Title: Fields 4.9, 11,32 ﬂl
Date Fields 12, 20, 21 Help |
K.emwords Field 45 —

Fecord ID

W arkFarm

Group

#1 Author, Analytic

B2 Author Role

#3 Avthior Affiliation

#4 Title, Analytic

frag) b edium Designator

HE Connective Phraze

i Author, kaonographic j

the Search For text box.

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

Equal; this text appears amywhere in the field

L9 Mot Equal; field does NOT contain this text

< Less Than

<= Less Than or Equal

» Greater Than

»= Greater Than ar Equal

AMD Both expressions match

OR Either expression matches

MNOT Expression does MNOT match

AN MOT First expression matches. second expression does not

BEGINS WITH Field, Authar, or Keyword beging with this text

EMDE'WITH  Field, Author, ar Keyword ends with this text

ExACTLY Entire Field, Authaor, ar Keyword matches this text

COMTAINS Field cantaing this text, possibly as pant of anctherward ar phrase
= EMFTY Field is empty

=MNOTEMFTY Field contains amy text

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

6. Click Insert Termto select from a list of terms. Check that the Terms drop box is
properly set to Keywords. If not, use the arrow on the drop list to select the Keyword

list.
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7. Select Research from 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 the Insert Term button. Close the Insert Term dialog.

9. Inthe drop-down box labeled Look in, select All Records.

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

[P Sample Database =13

X tdark Selected B bdark List B2 Clear Marked |@ B |Q 44 » M |%CDpyMarked |%,Open Link
‘B Mew Search [ Insert Field Operators = & Insert Term %Expressions - |MSearch

Search for:
Fepword: COMTAINS "Research”

51 1=

Look, i
IAII Records ;I

Fepwords
Aerozpace Medicine/ Fatigue/ Blood/ G Suits/

All Becords }. karked Fecords }5 Search af Terms }5 Groups }. Duplicates ;’
AuthorTitle/Date (Ascending) |0 Fecords Marked |2 Records in List |40 Records in Database

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, click Expressions and select Add to Expressions. ProCite
displays the Search Expressions dialog.

2. Type Searchl in the Expression Name box to identify the Search Expression and
click OK.

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

26 of 39 9/9/05



Using ProCite: A Guided Tour

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 individual 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.

2. From the Edit menu, choose Select All to highlight all records in the list.

3. From the Groups menu, choose Add Record(s) to and then New Group. The New
Group dialog appears:

New Group

Graup Marme: 0

Cancel

Help

i,

4. Type Groupl as the name of your group, and click OK to save it.

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

group.

5. Click the Groups 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 the All 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.

Preconfigured Sort Options

ProCite comes with seven predefined sort orders. The commonly-used sort orders are:
e Author/Title/Date
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e Author/Date/Title

e Author-Title/Title/Date

e Title/Date

e Date/Author/Title

e Call Number/Author/Title
e Record Number

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

Custom Sorts

You can set up a custom sort order by using the Configure Sorts command on the Sort
menu. You can:

e Compare one to six fields to determine the sort order on the Custom Sort Order tab

e Indicate how to sort empty fields, author fields and date fields on the Custom Sort
Option tab

e Develop a Stop List of words to ignore at the beginning of a field on the Stop List tab

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 the File menu, choose Print Bibliography. A bibliography preview displays
using the default output style, or the last output style selected, and its sort order.

2. Click Configure on the toolbar. The Configure Bibliography dialog displays the
current bibliographic settings:
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Configure Bibliography |

Fefersnce List | Fields I Page Layu:uutl

Oukput Shyle:

AMS|-Am M ational Standards

ﬂ Reset |

Reference List Title:
Reference List

Reference List Order:

& pscending
| &wthon/ Title/D ate =] -

" Dezcending

— Mumbering

¥ Mumber Feferences, Beginning 4With; I'l—

Frefix: I—

S uffis I— Alignment: Im
— Indentation Spacing
Eirst Lirne: IW Line Spacing: Im
Hanging: IW Space After: Im

| ] 4 I Cancel | Help |

3. On the Reference List tab, change the Reference List Order by selecting the
Date/Author/Title sort order in the drop-down list. Click the Descending radio button
to begin the list with the most current records.

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

Note: ProCite holds this setting until you select another sort or a different output style.
See Chapter 23: Creating and Modifying Output Styles for information about changing
the sort order associated with an output style.

5. Click Close to return to the record list.

Generating Bibliographies

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 of the guided tour you will learn to:
e Create a bibliography from a record list

e Create a bibliography with subject headings
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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 print Marked Records, Groups, or any other list of records using
this method.

2. From the File menu, choose Print Bibliography. A bibliography preview displays
using the last output style selected.

3. Use the buttons at the top of the window to Zoom In or Zoom Out, and to navigate
through pages in a single or two page view.

|» ProCite 5 - Sample Database - O] x|
Show: IAIIHecolds i Ligt LI Output Style: IANSI-.é.m M ational Standards ;I j Caonfigure: |

Print.. I Save.. I e F'agel Hest Pagel Ti Pagel Foam In I HEG Clase I

Reference List

1. Compater shopper. Hew ¥ ork: Coastal fssociates Publishing, L P, 1995 Apr(1581). 764 pages. Lvailahle
from ZifY Davis Fublishing.

2. Mhulti-Media Medicme. Pliladelphia, P4 : dmerican College of Physicians. Vol 1-, 1979
Hotes: Contines: American College of Physicians Self Leanung Series

5. Adans, Alexarder B John James Andubon: 4 biography. Newr Vode: GP. Pumam's Sons, 1966 ISEN:
0053162184,

4. Ardersom, Mark Fanscen Apollyon's bow: Perspective, rading, and mearing in the ilhmanated works of
Willian Blake [Dissertaton]. frm Arbor, MI Tmversty of Michizan, 1584,

5. Ardersom, Fobert I and Sclwier, Bobat W. Aoute renal faihare. In: Braansarald, Engene; Isselbacher, Kot T,
Patersdoaf, Robert G. and others, editors. Harisons principles of ifemal mediare. 1 1thed. New
Yok MeGrae-Hill; 1937, pp. 1145-1155.

&, Lok Mikin, reeertor. Mamfichirve of glass by Sol-Gel process. Selko Epson Corp, assignee. C 058 3002,
Japarese Patert 62 283,827 (37,285,827, 1987 Dec 5.

7. Awrey, Mamel I Davies, Bhovay 5. Hanbley, Trever W, and Piewens, Raymend B (Department of
Inorzanic Chermisty, The Untres ity of Spdrey, Sydney, HEW 2008, Austialia). & stady of the
polarties, anisotropic polaisabiliies and cathoryl pfyared vibrational frequencies of'the conplexes
(0 A AOCH,CMe 1M = Cr, Mo or W) and the astal stochare of
B0 C0 4 B OCH. L CMe H: Evidence for eacceptor behavionr i oo-crd mated phosphoms. Joormal
of the Chenteal Society, Dalton Trarsactions: Inorgarie Chenustyy. 1994 59196,

Fage 1 MUK - 2

4. Switch to a different output style using the drop-down list. Select AMA, American
Medical Assoc and watch the screen refresh in the new format.
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5. Click Configure to change the bibliography settings.

e The Reference List tab provides another way to change the output style, add a title to
your record list, and set the reference numbering and indentation.

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

e The Page Layout tab controls font, size, margins and page number formatting.

6. Click the Fields tab to limit the fields printed. Remove the check mark from the
Notes field to suppress it from printing. Click OK to save the change and update the
bibliography preview.

7. Click the Print or Save button to complete the exercise.

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 Close to 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 the All Records tab to list all records in the
database.

2. From the File menu, choose Print Subject Bibliography. ProCite displays the
Subject Fields list, 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.
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Subject Fields ]|

Selected Fields: 0 Field[z] Selected i

B orkiomms P
[07] Author, Analytic Cancel
[02] Author Role
[03) Awthor Affiliation Help

[04] Title, Analytic

[05] Medium Designator
[0B] Connective Phraze S elect Al
[OF] Authar, Maonoagraphic e
(03] Author Rale

[09] Title, Monographic

[10] Journal Title

(1] Tile ~|

Y

Select None

¥ List each authar zeparately

[™ In ather fields, izt 2ach entry that is separated by a slash,
carriage return, ar line feed. [Kewwords entries are always
lizted zeparately.]

3. Scroll down the list and highlight the Keywords field (45) to select the field whose

contents will be used as Subject Headings. Click OK to display the terms found in the
Keywords 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.
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Click OK to preview the Subject Bibliography.

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

Click the Select All button 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.

Click the additional tab, Subject Bibliography, which controls formatting specific to
a Subject Bibliography.
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Configure Subject Bibliography |

Reference Listl Fields I Page Layout  Subject Bibliography |

— Reference List —Include
™ Subject Terms Orly [T Subject Term Counts
& Subject Terms and Feference List [ List of Record 1Dz
[~ Repeating Subject Terms " [n Same Line
¥ Fecycling Feference Mumbers ' On Mext Line

— Subject Term Layout

Order: Teut Before:  Text After: Mew Paragraph “p
* ascending P Mew Line l
" Dezcending Tab ‘
— Styles
Subject Terms: ¥ Bold I Italic ™ Underline [~ UppeiCase
Subject Term Counts: [T Bold ™ Italic ™ Underline
List af Record IDs: [T Bold [T Italic ™ Underline

| ] 4 I Cancel Help

8. Create a standard Subject Bibliography by setting the Reference List to include the
Subject Terms and Reference List. Check the Recycling Reference Numbers box to
restart the reference number sequence under each heading. Click OK to preview the
results.
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|» ProCite 5 - Sample Database _ O] x|
Show: IAIIHecords in List vl Dutput Style: IANSI-Am Mational Standards LI ﬁ | Configure I Tems |
Enntl Save.. | Frey Fage I Mext Page I Tive Fage I Zoom |h I Zoom Dt | Close |

Reference List

T T 1H;

POPIY

1. Eowet, I 4. and Murad F. Adenclvpophyseal honnones and welated auh stanwees. In Gibvan, Aled G Fall
Theadowe W, Hies, &lan 5, ard Taylor, Paler, editors. The phammarobgicalb asis of therapeutics.
Sthed. New T ork: Pargamon, 1990, pp. 15334-1360.

Arrospare Medicine

1. Fopper, 3. E. and MeCloskey, K Individual differences and subgroaps within populatons: The shoppig bag
approach. fviation Space and Ervrrcrmmental Medicme, 1993 Jan, $4011:74-77, I3 5H: 00956562,
Mates: This reccrd was downlbaded from Medlars mnd transdened nto ProCieusmg the Windoars
Eiblic-Lik I

Apollyon

1. Arderson, Mak Eansom Apollyee's bowr: Perspecttre, wading, and mearivg in the lhminasted works of
Whllizm Blake [Dissertahon] fm Asbor, MI: Tmversty of Michizan, 1564

Art

1. &dams, Alexarder B. John James Audobon: & biography, Hew Tork: GP. Pumam's Sons; 1566 15BN
HG-316215-4.

2 Starmas, Steve. Ol man [Etchmg]. 18520 ed. Syramuse, N Syracuse Unmrersity vt Dept.;, 1973, 24' = 30"
Hangme i 2 alive Musewnof At
Hates: Matted insyev and cresn amd fiamed in chinare

Fage1 MUK - 2

9. Next, create a Subject Index by selecting the Configure button and Subject
Bibliography tab. This time, change the Reference List setting to Subject Terms Only.
Include the List of Record IDs to print on the same line in the next section. Click
OK to preview the results.

10. Click Close to close the preview and return to the record list.

Preparing a Manuscript and Bibliography

In this section of the guided tour you will learn to:

e Open a word processing document to use cite while you write
e Identify references to cite

e Prepare the bibliography and final manuscript

e Close the document and exit ProCite

Opening a Word Processing Document

ProCite 5 supports Microsoft Word 7, 97, 2000, and XP for Windows, Word 6.01, 98,
and 2001 for the Macintosh, and WordPerfect 7, 8, 2000, and 2002 for Windows.
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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 contain cite while you write commands that allow you to
locate and insert citations from your database and generate a bibliography. Each of the
items on the toolbar corresponds with an item on the Tools menu.

‘EEIE@@ =] Rp B2 E ‘?\

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.

Exercise — Creating a Word Document

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

2. From the File menu, choose New to create a new document. Click OK to continue
with a blank document.

3. Type the sentence:
It's easy to cite while you write with ProCite.

4. From the Tools menu, select ProCite 5 > Insert Citation.
Note: You could also use the Insert Citation button from the ProCite toolbar.

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

Insert Citation
|dentifuing T ext:

ITurtIes LI

Look I
I Turtles ;I Hep

LCitation Format;
I.i‘-.uthl:ur Date ReflD LI

|nzert

Cancel

iad,)
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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.

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 year 1996. Click the magnifying glass
button to restart the search with the new parameter. This time only ten references are
listed.

i Insert Citation: Select Matching Record x|

Identifying T ext:

[Turtles 1996 Ealey

Record I1D: 200

Author, Monographic: Lutz, Peter L. //Muzick, John &,
Title. Monographic:  The biology of sea turtles
Place of Publication: BocaRatan, Fla

Publizher Hame: CRC Press

Date of Publication: 13936

ISBNM: 0549384222

Abstract: Sea tutles have existed for milions of years, making them fazcinating subjects of study. In the last 20 vears, the

zoience of zea turtle biology haz expanded at an exponential rate, leading to major advances in many areaz. Thiz
book, zynthesizes the results of these advances and focuzes on how these endanagered marine reptiles operate in,
adapt to, and are dependent upon particular features of their manine environment.

Keywords: Sea turtles/ Sea turtle
Ref D # | Author Title Date -
Lutz, Peter L. //Musick, The hiclaqy of sea turtlzs

390 Witzell, W, M. /A8zarovitz, Thomas R,/ Relative abundance and thermal and geographic distibution of sez 1336

430 Keinath, J. &, AMusick, John A /A/Barm Abundance and distribution of sea turtles off Marth Caroling 1996

a00 Moreale, 5. J. A/Standora, E. A, /S pot Migration comdor for sea turtles 1336

510 Gitzchlag, G. R. Migration and diving behavior of K.emp's ridley [Garman] sea turtles 1936 |

a30 Heppell, 5. 5. //Croweder, L. B. Analysiz of a fishenes model for harvest of hawksbill sea turtles [Ere 1936

AE0 Heppell, 5. 5. /#Crawder, L. B. #/Croust Models to evaluate headstarting az a management tool for long-live 1936

a70 Heppell, 5. 5. /Limpus, C. J. #/Crouze, Population rmodel analyziz for the loggerhead sea turtle, Caretta car 1336 ;I

Inzert I Cancel | Help |

Databasze: C:\Program Files\ProCite5hD atabazeh T urtles. pdt 10 itenns i lizt

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

7. 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.
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For this tour, select two references: the first by Gitschlag and the last by Witzell. Click
the Insert 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}

8. Start a new paragraph and type:
You can also search and mark references in ProCite.

9. Switch to the full ProCite application to display the Turtles 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 the Tools menu and select ProCite 5 > Insert Marked Records to 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 the Tools menu, select ProCite 5 > Scan Document.

13. Identify the left and right delimiters used in your document, enter the curly brackets if
necessary, and select Turtles 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, conservation. Insert a citation from this list and
the scan is complete.

It' s easy to cite while you write with ProCite. { Gitschlag 1996 #510) (Witzell, Azarowitz,
et al. 1996 #3590}

Youcan also search and identify text in your manuscript and scan the document to add
ProCite place holders {Heppell, Limpus, et al 1996 #570) {Denmson, Taylor, et al. 1952
#210}

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 bibliography. The format is determined by the
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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 the Tools menu, select ProCite 5 > Generate Bibliography. The Configure
Bibliography dialog displays.

2. Set the output style to APA-American Psychological Assoc.

Configure Bibliography Ed
Reference List I Fields I Fant I

Oukput Shle;
I.-i‘-.F'.-’-'-.-.-i‘-.m Pzuch Agzoc ;I Bezet |

Reference List Title:
Reference List

Reference Ligt Order: In-Text Citation Order:
I.-‘-‘-.uthu::rNear.-’Title ;I I Citation Order ;I
— Mumbering

¥ Mumber Feferences, Beginning YWith: I'I—

Frefis: I—

S uffis: I— Alignment; m
— Indentation Spacing

First Line: IW Lire S pancinng: Im

Hanging: IW Space After: Im

] | Cancel | Help |

3. Click OK to generate the bibliography. The citations in your manuscript are
converted to the in-text citation format for the American Psychological Association,
and a bibliography is added to the end of the document.

Note: You can make changes to your manuscript and regenerate the bibliography at any
time.

4. Select Generate Bibliography again and set the output style to Journal of the
Chemical Society. You will need to use the browse button (...) and locate ProCite’s
Styles folder to select the style. Click OK to view this completely different style.
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Editing Citations

You can edit individual citations to include additional text within the citation, to exclude
the author’s name, or to hide the citation completely within the text of the paper while
still including it within the bibliography. To edit an existing citation, first select the
entire in-text citation and select Revert to Original Text from the ProCite tools menu in
Word, then follow the instructions below to edit the citation. Note that when you revert
to original text the field codes will be removed along with the link to ProCite. The curly
brackets around the temporary citation will be replaced with square brackets as in the
examples below.

e To suppress the author’s name in the citation add /d to the temporary citation.
Example of regular citation: [Smith, 1990 #694]
Example of citation with author suppressed: [Smith, 1990 #694 /d]
Example of results: (1990)

e To suppress the entire citation so that it appears in the bibliography but not in the text,
add /h to the temporary citation.
Example of regular citation: [Smith, 1990 #694]
Example of citation with entire citation suppressed:
[Smith, 1990 #694 /h]
Example of results: no citation showing

e To add following (suffix) text to a citation add /ft to the temporary citation, followed
by the text you wish to add in double quotation marks.
Example of regular citation: [Smith, 1990 #694]
Example of citation with following text:
[Smith, 1990 #694 /ft “, table 3”]
Example of results: (Smith, 1990, table 3)

e To add preceding (prefix) text to a citation add /pt to the temporary citation, followed
by the text you wish to add in double quotation marks.
Example of regular citation: [Smith, 1990 #694]
Example of citation with preceding text:
[Smith, 1990 #694 /ft “see also ]
Example of results: (see also Smith, 1990)

Be sure to include punctuation and spacing to your preceding or following text.
When you are finished editing citations, use the Scan Document command followed by
the Generate Bibliography command to update your citations and bibliography.

Closing the Document and Exiting ProCite

Save your manuscript, close your Word document, then exit 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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