CINAHL Tutorial 2: Saving, Emailing, Printing, & Exporting to RefWorks

Adding citations to your folder (This step is necessary for saving, emailing, printing or exporting.):

1. To save citations as you search, click the “Add to Folder” button beneath the relevant citation to add it to
the folder from which you can save, email, export, and print.
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2. The “Add to folder” link will change to “Remove from Folder” beneath the citation added.

3. “Folder has items” will appear to the right, beneath the “Limit your results” section. The titles of up to
the most recent 3 citations in your folder will be listed, with a link to “Folder view” to view all the items
currently in your folder.

4. Click the Add (1-19) link from the upper right of the results section to add all the citations on the current
page at once.
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5. The “Folder Has Items” display will be updated. Click “Folder View” to view the items currently in
your folder. (Note, you can perform multiple searches and build up the number of citations in your
folder without losing those added from previous searches.)
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6. The folder view will be displayed. This is the view from which you can save, print, email, or export
your citations.
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To Print:

1. From the folder view, click the check box beside the citations that you wish to print.
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2. To select all the citations on the current page at one time, click the “Select / deselect all” check box
above the list of citations. You are limited to printing 250 citations at once.

3. With all the citations that you wish to print selected, click the printer icon.
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4. Do not click the “Remove these items from folder after printing” check box if you plan to do anything
else with the citations (emailing, saving, exporting to RefWorks).

5. Leaving “HTML Full Text (when available)” selected will print out the full article for any citations for
which CINAHL has the full-text in HTML format. (This does not include citations for which CINAHL
has the full-text in PDF format.)

6. Leaving “Current Search History” will print out the search history in addition to the citations.

7. Leaving “Standard Field Format: Detailed Citation and Abstract” selected will print out the all citation
information and the article abstract.

Selecting “Citation Format” and a format from the drop down menu will allow you to print your
citations in a specified bibliographic format (such as APA: American Psychological Association).

Selecting “Customize Field Format” will allow you to select individual fields from the citations to be
printed.

8. Select the “Print” button when you are satisfied with the output options selected, and print the document
as you would any other document from your computer.
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9. A print preview page will appear in your browser. Click the Back button to return to your Folder View.
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To Email:

1. From the folder view, click the check box beside the citations that you wish to email.
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2. To select all the citations on the current page at one time, click the “Select / deselect all” check box
above the list of citations. You are limited to emailing 250 citations at once.

3. With all the citations that you wish to email selected, click the letter icon.
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4. Click within the “Email to:” field and add in the email address where you want to send the citations. For
multiple email addresses, separate each with a semi-colon.

5. Click within the “Subject:” to add a meaningful subject line for your citations.
6. Click within “Comments:” to add a message to the email being sent.

7. Do not click the “Remove these items from folder after e-mailing” check box if you plan to do anything
else with the citations (printing, saving, exporting to RefWorks).

8. Leaving “HTML Full Text (when available)” selected will send emails of the full article as a part of
your citation list, for any citations that CINAHL has the HTML full-text.

Leaving "PDF as separate attachment (when available)" selected file will generate a separate email with
the full-text attached for each pdf that is available through CINAHL. Have care when using this feature
with a large number of citations, because it can quickly fill up your Inbox.

9. Leaving “Current Search History” selected will include the search history in the email.

10. Leaving “Standard Field Format: Detailed Citation and Abstract” selected will email most important
citation information and the article abstract.

Selecting “Citation Format” and a format from the drop down menu will allow you to email your
citations in a reference list of a specified bibliographic format (such as APA: American Psychological
Association).

Selecting “Customize Field Format” will allow you to select individual fields from the citations to be
emailed.

11. Click the “Send” button when you are satisfied with the output options selected. You should receive the
emailed citations in your Inbox shortly.
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12. An email confirmation will pop up. Clicking “Continue” will bring you back to your Folder View.
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To Save:

1. From the folder view, click the check box beside the citations that you wish to save.
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2. To select all the citations on the current page at one time, click the “Select / deselect all” check box
above the list of citations. You are limited to saving 250 citations at once.

3. With all the citations that you wish to save selected, click the floppy disk icon.
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4. Do not click the “Remove these items from folder after printing” check box if you plan to do anything
else with the citations (emailing, printing, exporting to RefWorks).

5. Leaving “HTML Full Text (when available)” selected will save the full-text article for any citations for
which CINAHL has the full-text in HTML format. (This does not include the citations for which
CINAHL has the full-text in PDF format.)

6. Leaving “HTML Link(s) to Article(s)” selected will include a hyperlink directly to the citation in your
saved results.

7. Leaving “Current Search History” will save the search history in addition to the citations.

8. Leaving “Standard Field Format: Detailed Citation and Abstract” selected will save all citation
information and the article abstract.

Selecting “Citation Format” and a format from the drop down menu will allow you to save your
citations in a specified bibliographic format (such as APA: American Psychological Association).

Selecting “Customize Field Format” will allow you to select individual fields from the citations to be
saved.

Select the “Save” button when you are satisfied with the output options selected.
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" Citation Format

AMA [American Medical Assoc.) -

" Customized Field Format
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10. A preview page of the records to be saved will appear in your browser. Click File > Save As to save the
page.

jew Bookmarks ks Help
Hew window  Chri+N — — ~
New Tab et @ | hitp:ffweb. sbscohost .comjshost[delivery?vi b-b83- 1823556 7hed 34 0sessionmard w7 - 5
Open Location...  ChrH+L
oj e b || Messenger Express [#] MestingMaker: Jessica Murphy (D EBSLOhost a8 -
Close Window  Ctrl+-Shift-+r B

Close Tab Cirkew 1 O
I !E |

5 & persistent link to the article you've requested.
Page Setup liovwring the link belaw will bring you 1o the start of the article or citation.
Prirk Presview ks in an external web document, simply copy and paste the HTML below, starting with "<4 HREF"
Brink: Ctrl+P
, select FILE then SAVE AS from your browser's toolbar above. Be sure 1o save as a plain text file {bd) or a Vweb Page, HTML only' file (html). In Netzcape, select FILE then SAVE
Import. ahove.,
wark Offline
Exit
Gearch IDF Search Terms Search Options Last Run Via Results
Interface - EBSCOhost
54 S2and 53 Search modes - Boolean/Phrase Search Screen - Advanced Search 20

Database - CINAHL

Interface - EBSCOhost
S3 (MM "Patient Education) Search modes - Boolean Phrase Search Screen - Advanced Search 26
Database - CINAHL

Interface - EBSCOhost

sz (MM "Diabetes Melitus+") Search modes - Boolean/Phrase Search Screen - Advanced Search 2005
Database - CINAHL
Interface - EBSCOhost

S1 (MM "Diabetes Melitus+") Search modes - Boolean/Phrase Search Screen - Advanced Search 31101
Database - CINAHL

Record: 1

Title: An interactive model program of care for diabetic women before and during pregnancy... part 2,
Authors: McCoy DL; Oswald JC

Source: Diabetes Ecucator (DIABETES EDIUC), 1983 Summer; 9(2): Suppl: 11s-20s (37 ref)

11. From the Save As menu, select the “Save in” location, give the file a meaningful name, and then set the
“Save as type” field to “Text Files.”

[ sconon HEE

Be sure 1o save as a plain text file () or 3 'wieb Page, HTML only' file (html). In Netscape, select FILE then SAVE

Save i [ My Documents BN == 4e2f-202f -4eSh-bEa 3153355 Thed 3¥b40sessionmord - ‘ - P
Cyberiink igiaker: Jessica Murphy (D EBSCOhost a8 -
Ay Music -
My Pictures =
Iy Videos —
rCitation.
) ML below, starting with "<& HREF"

ot

s
l 1 Last Run Via Results
‘Eg Interface - EBSCOhost
BooleanPhrase Search Screen - Advanced Search 20
File name: Jinsulin education citation =l Database - CINALL

Saveaspe: W [Tert Files =l

Interface - EBSCOhost
[web Page, complete

Boolean Phrase Search Screen - Advanced Search 26
Database - CINAHL

g I H

Interface - EBSCOhost
52 (MM "Digbetes Melitus+") Search modes - Boolean/Phrase Search Screen - Advanced Search 2005
Database - CINAHL

Interface - EBSCOhost

51 (MM "Diabetes Melitus+") Search modes - Boolean/Phrase Search Screen - Advanced Search 31101
Database - CINAHL

Record: 1

Title: An interactive model program of care for diabetic wamen before and during pregnancy... part 2.
Authors: McCoy DL; Cswald I

Source: Diabetes Educater (DIABETES ECUC), 1983 Summer; 9(2): Suppl: 11s-20s (37 ref)

12. Your citations will have been saved as a text file.
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To Export to RefWorks:

1. From the folder view, click the check box beside the citations that you wish to export.

New Search { Publications | CINAHL Headings ! Cited References i More - Sign In to My EBSCOhost | 32 Folder | New Features! | Help
& Penn
& Library
Folder Contents
Preferences s
4Back To store these items in the folder for a future session, Sign In to My EBSCOhost.
Folder List
Articles (20) Articles
Images (0}
videos (0) 1-20 of 20 Page: 1
Pages (0) < LR Sort by: |Name v
2 | 8
—— & 5 O
Other Content Sources (0) [~ Select  deselect al
Fersistent Links to Searches (0}
Saved Searches {0} 1 - 1. an interactive model program of care for dighetic women before and during pregnancy... part 2, 521
McCoy DL; Oswald IC; Diabetes Educator, 1983 Summer; 9 (2): Suppl: 11s-20s (journal article - forms) ISSN: 0145-7217 CINAHL AN:
Search Alerts (1) 1983013400
Journal Alerts (0) Datahase: CINAHL
Wweb Pages (0) PewGTedl
r 2. Comparison of Standard (Self-Directed) versus Intensive Patient Training for the Human Insulin Inhalation Powder (HIIP) Deltvery System
In Patents with Type 2 Diabetes: Efficacy, Safety, and Training Measres, o)
gnc\udes abstract); Rosenstock J; Nakano M; Silverman BL; Sun B; Pefia Ade L; Suri A; Muchmore DB; Diabetes Technology & Therapeutics,
007 Feb; 9 (1): 0-g (ournal article - clinical trial, research) 155K 1520-9156 PMID: 17316102 CINAHL AN: 2009517999
Datahase: CINAHL
PeeSTodl|

2. To select all the citations on the current page at one time, click the “Select / deselect all” check box
above the list of citations. You are limited to exporting 250 citations at once.

3. With all the citations that you wish to export selected, click the icon of a document with a green arrow.

New Search | Publications | CINAHL Headings ! Cited References : More - Sign In to My EBSCOhost | & Folder | NewFeaturest ! Help
% Penn
Library
Folder Contents
Preferences »
4 Back To store these items in the folder for a future session, Sign In to My FBSCOhost. ||
Folder List
Articles (20) Articles
Images ({0}
videos (1) 1-200f 20 Page: 1
Pages (0) ‘\/' LR 3 Sort by: MName v
[F=ANN | .
Notes (0) a X j

Other Content Sources (0)
Persistent Links to Searches ()
Saved Searches (0)

lect [ deselect al Delete Items

1. aninteractive model pragram of care for disbetic women befors and during pregnancy... part 2, 521
McCoy DL; Oswald C; Disbetes Educator, 1983 Summer; 9 (2): Suppl: 115-20s (journal artice - forms) ISSN: 0145-7217 CINAHL AN:

Search Alerts (0) 1083012400
Journal alerts (0} Database: CINAHL
Web Pages (0} PG Tex|
i 2. Comparison of Standard (Self-Directed) Versus Intensive Patient Training for the Human Insulin Inhalation Powder (HIP) Delivery System
In Patienits with Type 2 Diabetes: Efficacy, Safety, and Training Measures y o)
includes abstract); Rosenstock J; Nakana M; Silverman BL; SunEB; Ade L; Suri A; Muchmore DB; Disbetes Technology 8 Therapeutics,

007 Feb; 9 (1): 09 (journal artlc\e :hmca\ trial, research) ji== 1520 9156 PMID: 17316102 CINAHL AN: 2009517999
Datahase: CINAHL

PeeSTodl|
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4. Do not click the “Remove these items from folder after printing” check box if you plan to do anything
else with the citations (emailing, printing, saving).

5. “Direct Export to RefWorks” should be automatically selected, do not change this selection if you use
RefWorks. If you are using another reference management program, you can select the most
appropriate option from the list provided.

6. Select the “Save” button to begin to export.

New Search | Publications | CINAHL Headings ! Cited References | More

Sign Tn to My EBSCOhost | 4 Folder : New Features! | Help

mm
Export Manager @ ) {:lergg
L
Hq(:ﬂ 4Back

Number of items to be saved: 20 ! !

[~ Remove these items from folder after savingl 4

Save citations to a file formatted for:

" Direct Export to EndNate, ProCite, or Reference Manager
6 Save " Direct Export to EndNote Web
" Genes bliographic management software
" Citations in BibTeX format
" citations in MARC21 format
= Direct Export to RefWorks

Top of Page
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7. You will be taken to the RefWorks login page. Login with the username and password of the account to
which the citations should be added.

ReijOI‘ks 1()g111 Center Home | Reftobile | Administration | Contact Us | Tutorial | Help

Choose Language.. ¥

Welcome to RefWworks
Your Online Research Management, Writing and Collaboration Tool

RefWorks User Login
for
University of Pennsylvania
Library

New to RefWorks?
Sign up for an Individusl Account

Lag-in Narne
imurph
Password

Not your Organization?
Login using your Group Code

RefWorks Terms and Conditions

2008 ProQuest LLC. Al rights reserved.

8. Your citations will be added to the “Last Imported Folder” in RefWorks.
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