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Citavi quick guide
What is Citavi 6?

. Centralized database of bibliographic references cited in GSWA publications

. Citavi 6 automatically manages, formats and updates the reference list of MS Word documents

Opening Citavi 6

i

« Click on Start button — Citavi 6 m or on the desktop icon

- Alternatively, the Citavi program will start when the project is opened from the add-in installed with MS
Word

Configuring Citavi 6
« On the Citavi 6 Welcome screen click on the Settings cog wheel and select Configure DBServer...

. Use the Connection hyperlink to open the Connection Properties dialog and, in the field Server name,
type: SQLP2\PRD2

. Turn on radio button for Select or enter a database name: and in the field below select Citavi from the
drop down list

o Note: if Citavi is not available from the drop down list you might not be in the user group.
Contact Editing and Publishing for assistance

.  Click the OK button at the bottom of the Connection Properties dialogue box and then click OK at the
bottom of the Configure DBServer window

. If you are opening Citavi for the first time you will need to find the project GSWA Shared

o At the bottom of the Welcome screen, select Open Project and in the window that opens,
select the project listed there

'E Open propect - Tt o

Do

o If you've used Citavi before, the GSWA Shared project will be in the list of recently opened
projects

| Crtavie

Organise your knowledge.

Ri--r\t-an:,I n|'||_=.-|ru'| projects
E GEWA Sharad

Note: GSWA Shared is the only project to be used. Do NOT try to create local projects
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. Set the GSWA reference style by clicking the Citation button in the toolbar. In the drop down menu that
opens, select Citation style — GSWA [Copy]

|‘CTtatf6nIL|'st's Tools Window Help

2 Quete |+ @) Findfull text ), Search | (S Project|
Publication Assistant 7o
Format publication | 3
I Citation style 4 Browse citation styles,.. Ctrl+F11 r
Group biblicgraphy » e Eais B
Citavi Default Style
Citavi stile di base
Citavi style de base
Domysliny styl Citavi (polski)
GEWA
GSWA [Copy]
Edit citation style... Cerl+Shife+F11

Searching for references

Citavi 6 offers two search modes for references: Quick search and Advanced search

Quick search

Quick search produces a comprehensive list from all entries in the GSWA Shared project that contain the
search term

. Inthe Citavi 6 Workspace, click on the References tab to view the reference editing pane and do either
of the following:

o enter the search term in the text box at the top of the reference list

» @& S %
G %) v Goto. (Ctri+E) Q9
=

Frogtech Geoscience
2017 Canning Basin SEEBASE study and GIS data packa
2017 - Book

o from the toolbar, click on the Search button (or use Ctrl + F) to open a separate search window

» | Frcddglioet | Slarch | 3 Proobiegrsghy + T Tagle | = Cas w

ner, Hickaman of al, 2017 = F Search thm project o0 ari=Fl

D i worslae 1 saarch n This projedl
Dhepravmsy Arlmemce L TeTAmT ~Tlaotwtons & comn

efererce by L
Aty Gardiner, Hichobas ) Heachmarm St H, Krilesd Chastoghe L, Ly
Tdie Processes of cnist fommetion in the eardy Exrth imaged thraugh HE oo
Terane
| Il s Shased Sewsch - Citws - o
Dahck peaich Acteas e Wl T samar ey AR SRR
Wit b e b s i sssmancaly
Lamzh rerr kel vk 2511
= — Ihm ihe Achamr o wsarch foo frs
! = e i eneted tepien. Vwerts, gl (in
B Ara [ i ot ey w1 Eguiwment chinsclen joi. e i Rarrraalas ey ssint eith Cuich s th

ey mir AR, (I, and MO i il
itegy) arad paeritese;, Seatt tam
Tl i prerthiesen (vach o D0N|
v [ b mvimes Wit quetEyon
A

. Inthe dialogue box that opens, click on the Quick search tab and enter a term in the Search criteria
field and click Search
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« Scroll through the results list and double click on the required reference OR use Apply search results
as selection to show only these references in the reference list on the left of the main screen (the
project contents are now filtered for the selected criterion)

1]
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froed I b i with quotatian
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Advanced search
Advanced search helps to find information quickly by creating specific, targeted searches.
« Inthe Reference Editor, in the toolbar click the Search ® =it button (or press Ctrl + F) and In the
dialogue box that opens up, click the Advanced search tab

. Select the Search field you want to search by using the drop down menu and type in the search text for
that field

«  When using multiple search conditions, select whether to combine them with AND, OR, or NOT
operators and parentheses

. Click Search or press Enter to perform the search

B G5 Shares Seanch - Gy - O X

Sgarivond mewh

Cevmmne fieid Fai fied-gined
earihin

Linii see by D e o eimiee

- GR v e mi b
[Aazs [ Whoismcrdoaiy B Esunuiant chanscton (3. =) Cemzmam rg_::’dh:l::‘:n e
D st forget absnut parenthvaas sih
CR-ah comitnat e
Jir Temith 1 bara] AR L imgic
P replaces. ond Ch B0
T er = Wepwr Minim, M.
* rezdscem anvy reammbe of chascien
W o P, Blarres, WBp
Lha > srd @ g
P Fipds bt W T with T
Prra— s ] Tk o LT Frdi pubberoes b
T

Toa e he pabd sl Proves 2000 1o
r-- 4

P
]
=

Rt ] WESH I i 2l ke

Note: If you choose to save the search, this will be visible to, and can be used, modified and
deleted, by all users
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Adding references into Citavi 6

Manually from toolbar

From the toolbar click on Reference and, in the drop down list, select New reference (or press Cirl

+N)

File Edit View References Citation Lists Tools Window Help

Reference = | %, SBM, DOI, PMID |

|_E| Mew reference Ctrl+N
Journal article Ctrl+Shift+] |
Internet document Cirl=+Shift=R
Book Cirl+Shife<B |
Book, edited Ctrl+Shift+E i
Contribution in... Ctrl+Shift+U

Bs5ks

bk l..i Online search -

MNew |

vara Gold-field (suppler

In the Choose reference type box that opens, select the appropriate reference type by clicking on

the appropriate radio button then click OK or press Enter

Choose reference type

firchnee bgbengl
Audia Beck

i Audio o Video Docsrent

A Collected Work
~1 Confesenos Progesdings

i Ceninbubion in_.

Contrbution i Legal ComantnLary
Court Deaision

3 Indnmed Documissl

nbenasy At

b Lecture

1 Legasl Commmaniuey

) Mlaruscnpt

kap

3 Mlpreie

73 W Track in.

0 Mlusical Werk £ Maaic Album

} Mo dgpency Report

| Muprmpnt Artcle

) Paven

! Pemanal Comemarscation

Press Brlpass

| Raddin o TV Broadca

Ry Plaey §8aidbo Didena)

_| Peport or Geay Liberatime

] Sotrmmre
| Sgwcial I

} Scandand

Shatute or Regralstson
Theaix

Lirlerierosy

e |

Bank

& singae indepesdent
coenpute sk, s len by
ane e or g beem ol
Buthoel wha dhaie e
resporibiity of the tet (in
anevalume or 8 finie wet of
wilurmimi].

O Bl [alitesd mnd
e tn Wik

The names of Citavi 6 reference types differ from reference types defined or recognized by GSWA.
For example, Citavi does not have types such as Geochronology Record, WAMEX Report or Data

layer.

Eleven Citavi reference types have been used to represent the range of publications most
commonly cited in geoscience publications (and of these the type Contribution in... is used three
times, giving a total of thirteen — this is explained in more detail elsewhere)

GSWA reference types relate to Citavi reference types as follows:
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Citavi Description GSWA examples Notes
Book Whole book with author(s) and Text book; GSWA non-series Fields have been provided to
publisher book cope with all these under the
. ) same Citavi reference type but
Serial (Book, Monograph) Report; Record; Bulletin; .
) . some fields are reserved for
USGS thematic series e .
specific references. Please ask if
Compiled product GSWA Record, field guide unclear
Book, Edited Book with editors rather than Use as the parent volume to add
authors chapters or sections of a book
Conference Volume of abstracts presented at Abstract or article in a In most cases, enter the

Proceedings

Contribution in...

Internet Document

Journal Article

Report or Gray
Literature

Software

Map

Thesis

Unknown

conference or symposium

Chapter or section in Book, Edited

Abstract in Conference
Proceedings

Appendix in report; in particular,
where the appendix and report
authors are different

Data or other content delivered
online

Web Reference

Article or paper in periodical

Magazine/Newspaper article

WAMEX/WAPIMS Report
Geochronology Record
Stock Exchange Report
Unpublished Report

Miscellaneous

GSWA Digital Product

Map

Thesis or dissertation from tertiary
institute

Generic reference type used to
define style template

conference volume

Article in Open Day abstracts;
chapter in edited book

Appendix in WAMEX or
WAPIMS report

containing volume as
Conference Proceedings with
editor(s), then add the abstract or
article as Contribution in...

First enter the containing volume
as Book, Edited or Conference
Proceedings or Report or Gray
Literature, then add the chapter,
article, abstract or appendix as
Contribution in...

WACHEM; geophys data (also GA online data); ENS report; data

layers in GeoVIEW.WA; datasets downloaded from Data & Software

Centre

Web page; GSWA or GA metadata page; PDF accessed via web

browser (with URL)

Series map or plate

Fields have been provided to
cope with all these under the
same Citavi reference type but
some fields are reserved for
specific references. Please ask if
unclear

If the reference type is uncertain,
use Report or Gray Literature
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In the Reference tab, fill in at least those fields needed to satisfy GSWA style (see Guide to
referencing for the minimum information required in each reference type).

Crvernms Refrence ‘orrent Combext Quotrhons Comments Taakx & iocenpos

FRelatsnice bype il Articls

As the newly added references in Citavi 6 go straight into the GSWA Shared project, it is imperative

to mark them as new additions so that E&P staff can find and validate them. To mark a newly added
reference, click on the red flag

F

GSWA Shared: Reference Editor
File Edit View FReferences Citation Lists Tools Window Help

4P Reference » \, ISBN,DOLPMID | X | (@ Online search

N el o3¢ Knowledge 97 Tasks Czary

@ B g i

@ &) » Goto. (Cid+f) Q9
Cutten, H. N.; Thome, &, M Johnson, 5. B, =
Geology of the Edmund and Collier Groups i

2011 - Contribution

Oiutten, H. M.; Thorne, A, M.: Sheppard, 5.

Calyie, WA Sheet 2648
2010 - Map

Cutts, K; Hand, M.; Kelsey, D, E.

Evidence for early Mesoproterozoic (ca. 1590 Ma) ultrahi
2011 —Journal Article

PDF import

Most recent PDFs carry the attribute information of the publication saved as metadata. This means that

when you import the PDF into Citavi 6, the relevant reference fields are autofilled. PDFs can be imported
in two ways: drag and drop and via the Import option under the File menu.

Drag and drop

Check the database to ensure that the entry doesn’t already exist, as duplicate entries are not
detected during this process

From an open folder window, drag the PDF file into the Citavi 6 workspace (specifically onto the
Reference tab or reference list)


http://www.dmir.wa.gov.au/gswastyleguide
http://www.dmir.wa.gov.au/gswastyleguide
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. Citavi 6 will assign the publication to a reference type and autofill the relevant fields. A copy of the
publication will also be added to the Citavi attachments folder so all users can access the
publication*. Check the information has been assigned to the correct fields and that the reference
looks correct

« Mark the entry as a newly added reference for checking by E&P

* Please be mindful of this when adding entries for confidential reports or other documents
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Import

« Go to the File menu and click on Import...

e Brigymom Chwem Lany Tooh Wieoos Seip

o o v W g Dl = | el bt g, Samr | Fracsiogapty v T Teks S Cie v o Thasghi ® i |
e P Chifele
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oy W S
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I - @0 e - (R u
I & p 1
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5, Wetar B v irvght: from e Capricams. Cragem, Wartem Australi -1 D u
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T T et e MO ETT

qainy. b Plictn Diane badis, Soncs bl | Do, Hugss ipiar:

B mrtwsen S e b -

) b ekt v el U S ey b
0PN et

« Select PDF files and click Next

What is the source of the data you want to impart? PDF files

Import some or all of the
PDFs in a folder.
(O Another reference management program If the PDF of a journal article

(. Ta SRS BibTat i) contains a DOl name, Citavi

@ PDF files will automatically download

PP conta g TabaTar dsts the biblicgraphic information

if you have an active Internet
() Formatted bibliography connection,
() Mew online search

@ Back I Next & I Cancel

. Select from Single file or Folder of files and navigate using the Browse... button to find the PDF

. Under File options, select either Copy into the Citavi project, which will create a copy of your
PDF, or Move into the Citavi project, which will remove the PDF from the folder it is currently in
and move it into the Citavi database. Please do not use Link the file, but do not move it as any
changes to the location or folder structure will break the link

« Ensure Rename with Citavi short title is ticked

o Click Next

10
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Source for PDF import Source for PDF import
Select A single file to import
just one PDF.

®) Single file: Select A folder of files to
C:\Users\MIEGRAY\Downloads\New folder\Porter et al EOEO_Ruore pathfinder_OGR.pd import multiple PDFs. In the

following step, you can still

omit individual PDFs.

() Folder of files:

Include subfolders Browse...

Rename with Citavi short title

File cpticns
® Copy into the Citavi project

(O Link the file, but don't move it (not recommended)
(Why?)

¢ BBCk Cance'

. A new window will pop up indicating whether the import has been successful or not, and whether it
is a duplicate of a reference already in the database. If there is no duplicate, tick the box next to the
reference and click Add to project

. Ifthere is a duplicate, do not import the reference and instead use the existing entry

& savesearch | % | % =
Import Import
To add all displayed
4 PDFimport 1 reference references to your project,
. click Add to project.
1/1 1 reference imported successfully. L

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

or or editor Year Title Duplicate

r, ). K.; McMNaughton, N 2020 Rutile as a pathfinder for metals exploration

Import again Add to project Close

. Citavi 6 will assign the publication to a reference type and autofill the relevant fields. A copy of the
publication will also be added to the Citavi attachments folder so all users can access the
publication*. Check the information has been assigned to the correct fields and that the reference
looks correct

. Mark the entry as a newly added reference for checking by E&P

* Please be mindful of this when adding entries for confidential reports or other documents

11
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Online searching for references

Citavi 6 also allows to add bibliographic information by means of alphanumerical identifiers, such as
ISBN, DOI and PMID.

. Inthe toolbar of the Reference Editor click on the ISBN, DOI, PMID button  [SBN.DOLPMID 4 open
the Retrieve references by ISBN, DOI name, or PubMed ID dialog box

. Enter the ISBN, DOI or PMID name in the Manual entry field
(e.g. 10.1016/j.nedt.2008.07.004)

. Click the Add to list button. Based on the identifier, Citavi 6 then retrieves the bibliographic
information from an online source

. Finally, click the Add to project button

H et - Che

Retrieye pelerences by SN, D08 namrs=. of Pubied D Aarasal mriry
Ty w g e achpnifies (RN,

o D01 ot Pabdied ] and gims
I:% I L irib i

it foe

_i Bar cods scanmer memony Techanyin
# Thie Betigh Liwasy.
o
| |dmhfr- | IA-.llhrwlihl L ik ey b vl ey

Opening Citavi 6 in MS Word

. Inthe MS Word toolbar, click on the Citavi tab to open the Citavi 6 ribbon
D@ HEESE @S- it AQ-E Y D e ¥ pF 8
File Hame Insert Design Layaut Referances Mailings Review View Reference Manager 12

O Manual

o About

BT

. Click on Citavi pane, then
Open projects: GSWA Shared

Crtavib :

Asshgn progect 1o document

BB cowe shaed

@ Dpen wtlis

. Setthe GSWA citation style by
clicking the Citation style drop down
menu and choosing GSWA [Copy]

12
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gl snel

e Project: Citavi Basis-5til
it Citavi Default Style
Bans e
Citavi stile di base
Show e
Citavi style de base
: : Domysiny styl Citavi (polski)
Citavi S 2
GS'\.'I'l'J‘—'
View -
Insert 2 Insert ad -‘__E Add citation style...

Searching for and inserting references into MS Word

- Inthe Citavi pane click on the View menu arrow and select the
appropriate search category

. Based on chosen search category, type the search term into ::JEE? =
the text field adjacent to View, which is populated with the tip Ef B el
Search references... (F8). This action immediately creates a By keywards
results list under the References tab :::‘;’I""“‘ =
. Toinsert references into the Word document in an (Author, R s irics by
Year) in-text citation style: 1) place the cursor where you want i |
B Collapse sl CTRL-ALT+SHIFT+LEFT ing ...

the citations inserted; 2) in the results list, select single or

multiple references; 3) click the ‘Insert’ button (or double click a 5] ""::::m -
single reference or drag several selected references into a Ml efererices not céed htne

suitable location in the text) [=] Shew links w:lf
Heload project lnes 1

= Field shiesting . bfhe
Citavi ™% Lin

View - ||Cutten

i-v' Insert advanced -

References  Knowledge Chapters Citations

Tost . b . (Cusen ol 6, 2010 Blsy ol ol 2008 | bel. bl fThome o sl 20010 bl e

Reteremoes
4 Aitken, A. R.A. 4] Ll iy, 08, Jdobnsom 5P Wingals, 8TD, Thome, AN, Kinkand, G Tessaing, 56 and Cutten, HiN 2010,
(il Johnsen, Cutten et al, 2011 - Preliminary ... A nims Mesomoismeo mubn minrsye seent in e Capnosm Crogen: Geolngnal Sy of

: asam Adilvalia Facoid 20004, 419
(@ Johnson, Thorne et al. 2013 — Crustal arc... 0 P uiobi T

K N11 _ Cuthen, HN, Sohnson, 5P Thores, AR ‘Wegals, BT0, Birdand, 4 Beicuscm, EA, Blay, O/ and
& — '_ Famgmunn NI, Depostion. prossnsecs, immesion hilony sod mosmlesion of e Polmomos
Qﬂ Thorne, Tyleret al. 2011 - Prefiminary int... Edmurnd and Colier Hesns. Capnoom Cengoen . Ceeodopos? Sunvey of Westem Aasimin, Ropor 127

4 Belousova, [£H] l Tip

ﬁ Cutten, Johnson et al. 2016 - Deposition / Thomia, AR, Ty, IM, Borson R, Johnson, BP, Beotl JW Cullon, MY Biay, O& Hannall, BLN
4 BiayO A (14 Hlrwalr, A5, Joby, &, Denliin, MG, Adken, ARA Holzechih, J, Qooda 8 Sadmon, B, Rasding, &
pe . : i wad Baean_ G 2011 Prakmmtary rinipsialiee of desp saeives pl i lrws ADGA-CENT Ciusial

sechitechum of e noilhem Capricom Grogen, o Capiooem Ongen sesme and magretisiunc
{M T} workshop 2071 pxiended sbsiracts sdfed by 530 dobnson, AR Thorne and 1K1 Tyl
Goological Sursey of Wastem Ausiralia, Aecond, p. $0-20

5V BBlay, Johnson et al. 2018 = & niew Mesopr...
@ blay, Thorne et al. 201 - Mount Vernon
@Bl al. 2012 - Teano, WA She...

ay, Thorne et

("M Cutten, Johinson et al. 2016 - Deposition

. Toinsert references in an Author (Year) in-text citation style: 1) in the results list, select the chosen
reference; 2) select Insert advanced at the top of the pane.

« Then use either: 3) Quick insert to choose Person (Year) or 4) the options under Advanced to
select the format of the citation and any other details such as prefix or suffix to include within the
citation parentheses

. Click OK

13
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Creating a ‘stand-alone’ reference list in MS Word

To export/copy references from Citavi as a ‘stand-alone’ Reference list, i.e. a bibliographic reference
list which:

. Does not appear at the end of a Word document, listing the references that appear as ‘in-text citations’
within the body of the document, and

. Is not linked to the Citavi database via ‘field codes’ (for more information on ‘field codes’, see Chapter
13)

Use the ‘Reference search — Text from clipboard’ option as follows:
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. In the ‘Reference tab’ mark the references to be BT & trowedie 12 tow Calvert 2071 = Gt
exported/copied to the ‘stand-alone’ Reference list by - A% ¢
holding down the ‘Ctrl’ key and selecting them with a single  **~ LA
left-click of the mouse. The selected references then eyl i e it T

LU RERN A RTE i n L R LR i

appear highlighted in green.

. While hovering the mouse over any of the selected
references highlighted in green, right-click the mouse and
the dialog box that appears select ‘Copy formatted Baom 6L
reference’.
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« Switch to an open document in MS Word (or any other application capable of text processing, e.g. MS
Outlook) and press the ‘Ctrl’ + ‘v’ keys to insert the selected references. The selected references then
appear in the Word document (or any other chosen application) in the GSWA [Copy] citation style

without being linked to Citavi. w

Bradley, JA, Daille, LK, Trivedi, CB, Bojanowski, CL, Stamps, BW, Stevenson, BS, Nunn, HS, Johnson, HA,
Loyd, SJ, Berelson, WM, Corsetti, FA and Spear, JR 2017, Carbonate-rich dendrolitic cones: insights
into a modern analog for incipient microbialite formation, Little Hot Creek, Long Valley Caldera,
California: npj Biofilms and Microbiomes, v. 3, no. 1, p. 32, doi:10.1038/541522-017-0041-2,
<https://doi.org/10.1038/541522-017-0041-2>.

Burke, M, Rakovan, J and Krekeler, MP 2017, A study by electron microscopy of gold and associated
minerals from Round Mountain, Nevada: Ore Geology Reviews, v. 91, p. 708—717.

Calvert, Al 2017, Continuous estimation of 3-D reflector orientations along 2-D deep seismic reflection
profiles: Tectonophysics, v. 718, p. 61-71, doi:10.1016/].tecto.2016.11.002.

Modifying citations after inserting in MS Word

It's important to appreciate that citations and the reference list added to Word from Citavi are not normal
text. It's best to treat these as objects and make any modifications using the tools provided in the Citavi
add-in

Do this by selecting the Citations tab in the Citavi pane to list the references cited in the Word document.
Double clicking on a citation in the Citations tab will take you to the location of that entry in the text
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To add extra content inside the citation parentheses, such as a prefix or suffix:
. from the list of citations (in the Citavi pane), select the citation to be modified

. atthe bottom of the pane, choose the options you want or type extra text in the Prefix or Suffix
fields, remembering to add a space after or before the added text, respectively

Citavi L
Wiy =

T et 1. il

2T

4 Muipls citetian - (utten ot ol

[T P T

Tond, Sext (ig Gutan ot al, 2016; By et al, 2018, toat_ bexl  Thameal al [2011). tea, bex!
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A i Masopnoleroroic mahc innsive ayent in the Caprcom Ormogen: Gaological Sunay ol
Wiesioen Ausirsin, Hocord 201004, 41p

Cution, HH_ Jobnson, 5P, Thome, AM, Wingaba, MTD, Kisdand, CL, Bolousovs, EA, Bloy, QA and

fwingmann, H 3016, Deposilion, prosanance, inversion hislony and minarakizalion of the Probenroio
Edmund and Collar Basins, Capnicorn Oevogen: Goological Survey of Wessam Ausiralia, Regeet 127

TAp
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Deleting in-text citations in MS Word

It's important to appreciate that citations and the reference list added to Word from Citavi are not normal
text. It's best to treat these as objects and make any modifications using the tools provided in the Citavi
add-in

In MS Word, references can be removed from in-text citations and the References list. The mode of
removal differs between ‘single’ (i.e. Author, Year) type and ‘multiple’
(i.e. Author1, Year; Author2, Year; Author3, Year) type citations i

Whena =

Deleting single in-text citations in MS Word

. Inthe Citavi pane click on the Citations tab to open up the =~ o e ‘“‘“" 5

d Wislphs cdaters - (Cutien et el b Bl

list of in-text citations iy Jrbrevzn ot . 2614 - 8 e dmacr

I:!lﬂ imr b . 215 - Anponibicn
Shim in ikstarren

- Right-click on the reference to be deleted

« Click on Delete to remove reference from the list of in-text s
citation and the in-text citation and References list in the MS L e e

Word document
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Deleting multiple in-text citations in MS Word

Citavi e
- Inthe Citavi pane click on the Citations tab to open up the View = |

list of in-text citations

Inemrt (21 Innert acheanced

References  Knowledge  Chapters

« Right-click on the header of the grouped multiple citations, B i citatinn — [Cuitter P Al 2016 Al (2]

from which one or more citations are to be deleted L e
Cuttan, lohnzan st al. 2016 — Deposition
¢ . . . y e . . (Thotne et dal., 2011)
- Inthe ‘Multiple citation’ list at the bottom of the Citations
pane, click on the delete symbol ‘% to delete the
reference(s)

[[] Me paranthazes

 Pultiple citation

Elaiy, Jobnorn et al T0TE — A tiwin.. 3 . X

Cutten, lohnson st al, 2016 - Dep,. & & 0%

Removing field codes from MS Word documents

Before submitting a MS Word document containing in-text citations to E&P for editing, the Citavi 6
formatting, or ‘field codes’, should be removed

. Inthe MS Word toolbar click on the Citavi tab to open the Citavi 6 ribbon

« Click on the Convert menu button

« Inthe drop down menu click on Save a copy as static text...

Home Insert Dresign Layaut References Maifings Review View Reference Manager 12
@ Citation style: GSWA [Copy] ~ M= iconvert~ | €D Manual
27 | Project. GSWA Shared T Convert Citavi placeholders to fields
ACitavi
pang Convert EndMNote; Reference Manager, or RefWorks fields to Citavi fields
How O CUTENE ISa‘.rea copy as static text. I
L
: - Sava a copy as static text (with hyperlinks)
Citavi i .- o
- ||Ss-:- P | " Save a copy with Citawi placeholders
; Copy references from document to Citavi project
Insert Insert advanced -

. Inthe ‘Save As’ window of MS Word that opens, choose a location to save the new uncoded
document. Note: save the new, uncoded document under a different file name, and retain the
original document which contains the Citavi 6 field codes.

17



Citavi quick guide

Important points to note

. The GSWA Shared project is the ONLY database to be used. Do NOT create any other local
Project databases

« Do NOT delete any references from the GSWA Shared project. In case of an accidental deletion,
please notify Stephen White, Bernd Striewski or Bec Hitchings

. If encountering problems of any kind when working with Citavi 6, Online Help can be obtained via
<www1.citavi.com/sub/manual6/en/index.htm|>

Tips and tricks

- Right clicking in the Title or Subtitle field will open a drop down menu for formatting, including
special characters, bold, italic, superscript, subscript and font. Non-breaking spaces (Ctrl + Shift +
spacebar), em dashes (Alt + 0151) and en dashes (Alt + 0150) can also be added and these will
carry through to the final reference list in MS Word
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Contact

For more information, contact publications@dmirs.wa.gov.au

Find the full online manual for Citavi 6.
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