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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 ñAdd to Folderò button beneath the relevant citation to add it to 

the folder from which you can save, email, export, and print. 

   

 
 

2. The ñAdd to folderò link will change to ñRemove from Folderò beneath the citation added.   

 

3. ñFolder has itemsò will appear to the right, beneath the ñLimit your resultsò section.  The titles of up to 

the most recent 3 citations in your folder will be listed, with a link to ñFolder viewò 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 ñFolder Has Itemsò display will be updated.  Click ñFolder Viewò 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.) 

 

  
 

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.   

 

 
 

2. To select all the citations on the current page at one time, click the ñSelect / deselect allò 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 ñRemove these items from folder after printingò check box if you plan to do anything 
else with the citations (emailing, saving, exporting to RefWorks).   

 

5. Leaving ñHTML Full Text (when available)ò 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 ñCurrent Search Historyò will print out the search history in addition to the citations.  

 

7. Leaving ñStandard Field Format: Detailed Citation and Abstractò selected will print out the all citation 
information and the article abstract. 

 

Selecting ñCitation Formatò 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 ñCustomize Field Formatò will allow you to select individual fields from the citations to be 

printed. 

 

8. Select the ñPrintò button when you are satisfied with the output options selected, and print the document 

as you would any other document from your computer.  

  
 

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.   

 

 
 

2. To select all the citations on the current page at one time, click the ñSelect / deselect allò 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 ñEmail to:ò 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 ñSubject:ò to add a meaningful subject line for your citations. 

 

6. Click within ñComments:ò to add a message to the email being sent. 

 

7. Do not click the ñRemove these items from folder after e-mailingò check box if you plan to do anything 

else with the citations (printing, saving, exporting to RefWorks).   

 

8. Leaving ñHTML Full Text (when available)ò 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 ñCurrent Search Historyò selected will include the search history in the email.  

 

10. Leaving ñStandard Field Format: Detailed Citation and Abstractò selected will email most important 
citation information and the article abstract. 

 

Selecting ñCitation Formatò 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 ñCustomize Field Formatò will allow you to select individual fields from the citations to be 

emailed. 

 

11. Click the ñSendò button when you are satisfied with the output options selected.  You should receive the 
emailed citations in your Inbox shortly.  

 

 
 

12. An email confirmation will pop up.  Clicking ñContinueò 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.   

 

 
 

2. To select all the citations on the current page at one time, click the ñSelect / deselect allò 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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