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Inside this User Guide

This guide is designed to cover printing, e-mailing and saving search results, as well as
exporting citations to your bibliographic manager software. Additional user guides cover topics
such as searching and finding results, browsing, searches and alerts, etc. All user guides can
be downloaded from the EBSCO Support Site: support.ebsco.com.

Printing Your Results

You can set the defaults for Standard Field Format and Citation Format on the Preferences
Screen. The selections that are set on Preferences will be applied when printing.

To print one or more articles or citations:

1. From the open result or from the folder, click the Print i icon. The Print Manager
displays.

Mumber of items to be printed: 1

F  Rermove these iterms from folder after printing

[ Estimate Mumber OFf Pages ]

For information on printng full text, see online help, For
information on using Otation Formats, see online citation

Include when printing:

K HTML Full Text (when available)
F  Current Search History

' Standard Field Format
|Erief Citation |
#  Citation Formeat

help
| MLA {Modem Language Assoc.) j

T Customized Field Format

2. If you are in the folder, Remove these items from folder after printing appears.
Indicate whether you want to empty the folder of all selected items after printing.

3. Include when printing — If you do not make any selections in this area, the defaults will
apply. The Detailed Citation and Abstract (plus any available HTML Full Text) will be
printed. (Most users will not need to use the "Customized Field Format" selections.)

4. HTML Full Text (when available) — Indicate whether the HTML Full Text of the article (if
available) should be included.

5. Current Search History (when available) — Indicate whether the current search history
should be printed with your Result List Iltems. (Note: It is possible that the current
search history and the Result List Items may not match. If your folder contains items
from a previous session, or if you've edited or cleared search history without clearing
your folder, you may receive both current search history and earlier folder results.)
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6. Standard Field Format — Most users will choose the default - "Detailed Citation and
Abstract." You can also select from the drop-down list:

e Brief Citation — Indicates that only a brief citation should be printed.

e Brief Citation and Abstract — Indicates that a brief citation and an abstract should
be printed.

¢ Detailed Citation and Abstract — Indicates that a detailed citation and an abstract
should be printed.

7. Citation Format — If you would like to print your citations in a specific format, select one
from the drop-down list:

e AMA - American Medical Association

e APA - American Psychological Association
¢ Chicago/Turabian Author - Date

e Chicago/Turabian Humanities

e MLA - Modern Language Association

e Vancouver/ICMJE

8. Customized Field Format - If you want to select which fields are included with your
results, see “Custom Fields for Print/E-mail/Save. “

9. Click Print. The articles or citations are displayed in your browser window. Click the
Print icon on the browser toolbar.

10. To return to the article or citation, click Back. If you selected more items than allowed by
the library administrator, any remaining items will still be available in the folder, even if
you marked Remove these items from folder after printing.

Note: If your library administrator has provided the ability to translate an article, you must print
the translated article directly from your browser window.

To print PDF Full Text:

If you are printing an item that includes PDF Full Text, the PDF does not automatically format
for printing from your browser window. You must open the PDF in Adobe Acrobat Reader, and
use the Reader's print capability.

If the item includes a citation and/or HTML Full Text, they will print from the browser window, but
you will still need to open the PDF in Adobe Acrobat Reader, and use the Reader's print
capability.

To print Linked Full Text:

If the results include Linked Full Text, the Linked Full Text cannot be delivered via the folder. If
you are printing an item that includes Linked Full Text, you must follow the links directly to the
Full Text and then print.

If the item includes a citation and/or HTML Full Text, they will print from the browser window, but
you will still need to follow the links directly to the Full Text and then print.
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E-mailing Your Results

You can set the defaults for Standard Field Format, Citation Format, E-mail Format, and the
default E-mail To address on the Preferences Screen. The selections that are set on
Preferences will be applied when e-mailing.

To e-mail one or more articles or citations:

o<
1. From the open result or from the folder, click the E-mail = icon. The E-mail Manager
displays.

Mumber of items to be e-mailed: 1

E-mail from:  ophost@epnet.com Include when sending:

F HTML Full Text (when available)

E-mail to:  name@address.net % Current Search History

Separate each e-mal address with a

semicolon. € Standard Field Format
Subject: IBnef Citatan j
& Citation Format
Comments: =]
|MLA (Modern Language Assoc ) =l

 Customized Field Format

=
Format: & RichText O Plain Text

F Remove these items from
folder after e-mailing

For information on e-maing Lirked
Ful Text, see orine hel, For
information on usng Citation
Faormats, see onine citation help

2. E-mail from — Defaults to ephost@epnet.com, unless the library administrator sets a
different default e-mail address.

3. E-mail to — To send to more than one e-mail address, use a semicolon between each e-
mail address. (For example, namel@address.com; name2@address2.com).

Subject — Enter a subject to appear on the e-mail subject line. (For example, Results of
research on topic ABC.) (40 character maximum.)

»

5. Comments — Enter any comments you would like to include with your e-mail.
6. Format — Select whether you want to send the e-mail in Rich Text or Plain Text format.

7. If you are in the folder, Remove these items from folder after e-mailing appears.
Indicate whether you want to empty the folder of all selected items after e-mailing.
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8. Include when sending — If you do not make any selections in this area, the defaults will
apply. The Detailed Citation and Abstract (plus any available HTML Full Text and PDF
Full Text) will be sent. (Most users will not need to user the "Customized Field Format”
selection.)

Persistent links to articles are automatically included in the e-mail.
9. HTML Full Text (when available) — Include the HTML Full Text of the article, if available.

10. PDF as a separate attachment (when available) — Include all citation information and
the article in Adobe PDF format, if available. If the PDF file is larger than 5 MB, a
persistent link to the PDF is sent with the e-mail.

11. Current Search History (when available) — Indicate whether the current search history
should be e-mailed with your Result List Items. The history will be delivered as a
separate HTML attachment. (Note: It is possible that the current search history and the
Result List Items may not match. If your folder contains items from a previous session,
or if you've edited or cleared search history without clearing your folder, you may receive
both current search history and earlier folder results.)

12. Standard Field Format — Most users will choose the default - "Detailed Citation and
Abstract." You can also select from the drop-down list:

o Brief Citation — Indicates that only a brief citation should be e-mailed.

. Brief Citation and Abstract — Indicates that a brief citation and an abstract
should be e-mailed.

. Detailed Citation and Abstract — Indicates that a detailed citation and abstract
should be e-mailed.

13. Citation Format — If you would like to e-mail your citations in a specific format, select
one from the drop-down list: AMA - American Medical Association

o APA - American Psychological Association
o Chicago/Turabian Author - Date

o Chicago/Turabian Humanities

o MLA - Modern Language Association

e  Vancouver/ICMJE

14. Customized Field Format — If you want to select which fields are included with your
results, see “Custom Fields for Print/E-mail/Save.”

15. To send the e-mail, click Send; otherwise, click Back. A message appears when your
e-mail has been sent. If you selected more items than allowed by the library
administrator, any remaining items will still be available in the folder, even if you marked
Remove these items from folder after e-mailing.

To e-mail Linked Full Text:

If the results include Linked Full Text, the Linked Full Text cannot be delivered via the folder. If
you are e-mailing an item that includes Linked Full Text, you must follow the links directly to the
Full Text and then e-mail it. Otherwise, only the citation and any available HTML Full Text will
be sent. If you follow the links to the Full Text and it is PDF format, the PDF will be sent as an
attachment to the e-mail.
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To e-mail a persistent link to a search:
1. Click the Alert/Save/Share link to the left of your Result List.

All Results: 1-10 of 6223 Page: 1 2 3 4 5 Next Sort by: Ralevance add (1-1
r_:j Results for: global warming  « Options Set flert | Save [ Share Add search to folder wed)
) El Creste RSS Feed
1. QutofSvng, L& Permalink:
The article considers the potential effects of gfobal warming on the schedue of polination. hitp: ffsearch.ebscobost. |
Flovrering plants pravice food to their animal visitors i exchange for pollination. lane Memmatt of .. 07
By: Borrel, Brendan, Natural History, Oct2007, Vol. 116 Issue B, pld-14, 130, 1c; (AN 26502918) 3 sookMARK o 92 8.
HTML Full Text PDE Full Text () | % More Options « Dptions [Fet

2. Click the Add search to folder link. The search query is now saved in the folder as a
persistent link to a search.

3. From the Persistent Links to Searches area of the folder, click the E-mail icon. The
Links to Searches area of the E-mail Manager displays.

4., Enter the E-mail Address. To send to more than one e-mail address, use a semicolon
between each e-mail address. (For example, namel@address.com;
name2@address2.com.)

5. Enter a Subject to appear on the e-mail subject line. (For example, Results of research
on topic ABC.) (40 character maximum.)

Enter any Comments you would like to include with your e-mail.

If you are in the folder, Remove these items from folder after e-mailing appears.
Indicate whether you want to empty the folder of all items after e-mailing.

Click Send; otherwise, click Back.

A message appears when your e-mail has been sent. If you selected more items than
allowed by the library administrator, any remaining items will still be available in the
folder, even if you marked Remove these items from folder after e-mailing.

(The library administrator decides whether the persistent links feature is available.)
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Saving Your Results

You can set the defaults for Standard Field Format and Citation Format on the Preferences
Screen. The selections that are set on Preferences will be applied when saving.

To save one or more articles or citations:

1. From an open result or from the folder, click the Save Fj icon. The Save Manager
displays.

mumber of items to be saved: 1

F Remove these items from folder after saving Include when saving:

m ¥ HTML Full Text (when available)
¥ HTML link(s) to article(s)

For information on saving ful text, see colne help. For ¥ Current Search History

infermation on wsing Citation Formats online citation help
crmaRen en ! o s 568 T Standard Field Format

| Enef Citation j
*  Citation Format
[r.‘.L.ﬁ. {Modern Language Assoc.) E|

T Customized Field Format

2. If you are in the folder, Remove these items from folder after saving appears.
Indicate whether you want to empty the folder of the selected items after saving.

3. Include when saving — If you do not make any selections in this area, the defaults will
apply. The Detailed Citation and Abstract (plus any available HTML Full Text and HTML
links to articles) will be saved.

4. HTML Full Text (when available) — Indicate whether the HTML Full Text of the article (if
available) should be included.

5. HTML links to articles — Indicate whether HTML links to the articles you have selected
should be included. (To save only the persistent links to the articles, clear the Additional
citation details and abstract and the HTML Full Text check boxes and be sure to mark
the HTML links to articles check box.)

6. Current Search History (when available) — Indicate whether the current search history
should be saved with Result List Items. (Note: It is possible that the current search
history and the Result List Items may not match. If your folder contains items from a
previous session, or if you've edited or cleared search history without clearing your
folder, you may receive both current search history and earlier folder results.)
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7. Standard Field Format — Most users will choose the default — “Detailed Citation and
Abstract." You can also select from the drop-down list:

e Brief Citation — Indicates that only a brief citation should be saved.

e Brief Citation and Abstract — Indicates that a brief citation and an abstract should
be saved.

e Detailed Citation and Abstract — Indicates that a detailed citation and an abstract
should be saved.

8. Citation Format - If you would like to print your citations in a specific format, select one
from the drop-down list:

e AMA - American Medical Association

e APA - American Psychological Association
¢ Chicago/Turabian Author - Date

e Chicago/Turabian Humanities

e MLA - Modern Language Association

e Vancouver/ICMJE

9. Customized Field Format — If you want to select which fields are included with your
results, see “Custom Fields for Print/E-mail/Save.”

10. To save the results, click Save; otherwise, click Back.

11. From your browser menu, click File>Save As. Enter the path where the file should be
saved (for example, C:\Project\Researchinfo). To save to a floppy disk, enter the path to
the floppy drive (for example, A:\\Researchinfo). Be sure to save as an HTML or text file.

12. Click Save. To return to the open article or to the folder, click Back.

To save PDF Full Text:

If you are saving an item that includes PDF Full Text, the PDF does not automatically save from
your browser window. You must open the PDF in Adobe Acrobat Reader, and use the Reader's
save capability.

If the item includes a citation and/or HTML Full Text, they will save from the browser window,
but you will still need to open the PDF in Adobe Acrobat Reader, and use the Reader's save
capability.

To save Linked Full Text:

If the results include Linked Full Text, the Linked Full Text cannot be delivered via the folder. If
you are saving an item that includes Linked Full Text, you must follow the links directly to the
Full Text, and then save it.

If the item includes a citation and/or HTML Full Text, they will save from the browser window,
but you will still need to follow the links directly to the Full Text, and then save it.
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To copy a persistent link to a search:
1. Click the Alert/Save/Share link to the left of your Result List.

2. Highlight the link text in the Permalink box and copy using your browser's copy
function. You can immediately paste the link into a web site, document or e-mail.

To save persistent links to searches to the folder:
1. Click the Alert/Save/Share link to the left of your Result List.

Al Results: 1-10 of 6223 Page: 1 2 3 4 5 Next Sortby: Relevance add (8-
EJ Resuks For: global warming  #Options Set Alert | Save | Shepe»  Add searchto folder ved)
) £ Creste RS5 Feed
1. QutofSvng, L& Permalink:
= ArficE CONSICers P ntia fs o WarTHng on the sche 20T pol nation.
ﬂ Thy tich iders the potential effec f giohal I h hedule of palinati

: http: [fsearch.ebscohost.
Flowering plants provide food to their animnal visitors in exchange for pollination, Jane Memmott of ...

By: Borred, Brendan, Nafwral History, Oct2007, Vol. 116 Issue 8, pld-14, 1/3p, 1c; (AN 26692918)
HTML Full Text PDE Full Text () i < [flore Option < Optinees| Set

£ BOOKMARE, o 00 s

2. Click the Add search to folder link. The search query is now saved in the folder as a
persistent link to a search.

3. From the persistent links to searches area of the folder, click the Save icon. The Links
to Searches area of the Save Manager displays.

4. If you are in the folder, Remove these items from folder after saving appears.
Indicate whether you want to empty the folder of all items after saving.

Click Save; otherwise, click Back.

From your browser menu, click File>Save As. Enter the path where the file should be
saved (for example, C:\Project\Researchinfo). To save to a floppy disk, enter the path to
the floppy drive (for example, A:\\Researchinfo). Be sure to save as an HTML or text file.

(The library administrator decides whether the persistent links feature is available.)
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Custom Fields for Print/E-mail/Save

Most users will want to include the Standard Fields for the database being searched when
printing, e-mailing or saving search results. If you would like to select the fields to be included
within your print, e-mail or save output, you can make these selections in the Customized Field
Format area of the Print/E-mail/Save Managers.

To customize which fields are included with print/e-mail/save:

1. From the Print, E-mail or Save Manager, select Customized Field Format. The Select
Fields for Output area displays.

Mumbser of items to be printed: 2

Inclisde when printing:
[#] Rmmee these ibems from flder after printing
WTHL Full Text (when available)

[#] Current Search History
[ Extimate b OF Paces |

L Standard Field Format
For mformation on pringng full text, se& orline belp, For informabon on wsing Criaton Formatks, see [— R
i e 1 H

} Citation Format

AL (Amedean Wadical Aot ) L

ed Field Format

[ abstract informaticn [] author information = authors

[ pocument Type ] event information (] Full Text Information

tdentifiers 1580 =] 1esn

[0 seywaords [ vanguage Information [ Links

[ other Tithe Information Publication Information [ publisher Information
kel

Record Type D Region
=] Tike

2. Mark the check boxes to the left of the fields you want to include. The fields shared by all
the databases you are searching appear in the Fields in Common area at the top of the
screen. The individual databases are displayed in alphabetical order, with a maximum of
five databases per page. You can use the page numbers or navigation arrows to view
additional lists of database fields.

3. Click the Print, Send, or Save button. Your selections will be retained throughout the
session for all print, e-mail, or save activity. If you want your selections retained for a
future session, be sure to Sign in to My EBSCOhost.

4. Continue printing, e-mailing or saving your search results.

Note: The Customized Field selections do not apply to output using the Export Manager.
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Saving and Copying Article Citations

While you are viewing an article detail, you can see how the citation for that article should be
formatted in a variety of popular citation formats.

To view citation formats for an article:

1. Run a search on EBSCOhost and view a search result. From the article details, click the

"

Cite “—* icon.

- Citation Formak x

Mote: Review the instructions at the EBICO Support Ske and make any necessary corrections before using, Pay spedial attention to personal names,
capitalization, and dates. Akways cansult your library resources For the exact Formatting and punctuation guidelines.

AMA Reference List
(American Medical Assoc.)  Borrel B. Out of Sync. Aafural Hstory [serial anline], Ockober 2007; 116{8): 14-14, Available from: Academic Search
Complete, Ipswich, Ma, Accessed December 11, 2007,

APA References

(fmerican Psychological Assoc.)  Borrell, B, (2007, October). Out of Syne. AMsfural History, JF&8), 14-14, Retrigved December 11, 2007, from
Academic Search Complete database.

Chicago/Turabian: Author-Date Reference List
Borrell, Brendan, 2007, "Out of Sync.” Matwral Hefory 116, no. & 14-14, Arademit Saarch Compiete, EBESCOM0sE
(accessed December 11, 2007),

Chicago/Turabian: Humanities Bibliography
Borrel, Brendan, "Out of Sync.” Mafural Hirfory 116, no, & (Ockober 2007): 14-14, Academic Saarch Complate,
EBSCOAost (accessed December 11, 2007),

MLA Works Cited
(Modern Language Assoc.)  Borrell, Brendan, "Out of Sync.” Natural History 116,8 (Oct, 2007): 14-14. Academic Search Complete, EBSCO,
[Library name], [City], [State abbresdation]. 11 December 2007, <hitp:f{search.ebscohost.comjlogin. aspx?
direct=truetdb=a9hEAN=2669291 Ghsite=ehost-lve .

Yancouver /ICMIE  References
Barrell B. Out of Sync. Matural History [serial on the Inkernst], (2007, Oct), [cted December 11, 2007]; 116{8): 14.
Available from: Academic Search Complete.

Export to Bibliographic Management Software (Endhote, ProCite, Reference Manager, RefWarks, BibTeX Format, etc.)

Close

2. When you have decided which citation format you want for the article, copy and paste
the citation directly into the Works Cited or References page of a document created in a
word processing program such as Word.

3. Be sure to consult your library resources for the exact formatting and punctuation
guidelines for the citation format you are using.
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Exporting Your Results

From the Export Manager, you can save or e-mail citations in a format compatible with your
bibliographic management software. Your library administrator decides whether the Export
feature is displayed.

You can set the defaults for your preferred Export Settings on the Preferences Screen. The
selections that are set on Preferences will be applied when exporting.

To save citations in bibliographic manager format:

=

1. From the open result or from the folder, click the Export icon. The Export
Manager displays.

Paummbeer of [tems to be soved: 1

Top of Page

F Remove these items from folder Serve citations to a file formatted for:
after saving % Direct Export 1o ErdMote, ProCite, or Reference Manager
© Genweric bibliographic management soltware

m © Citations in BibTeX format

 Citations in MARC2 1 format
 Direct Export to RefWorks

EESCD Supgart S | Privacy Poksy Terms of Lee | Coperiohe
£} 2008 EBSCO Industmes, Inc. Al nghts resensed.

2. If you are in the folder, Remove these items from folder after saving appears.
Indicate whether you want to empty the folder of the selected items after exporting.

3. Save citations to afile formatted for - select one of the following:

Direct Export to RefWorks - exports citations directly to RefWorks web-based
bibliographic management software. (Your library must have a subscription to
RefWorks to use this option. You must also set your browser to accept pop-ups.)

Direct Export to EndNote, ProCite, or Reference Manager - includes those fields
supported by ISI's Direct Export technology. (This would be useful if you are at a
remote location and have bibliographic management software such as ProCite® or
EndNote® on your home or office computer. You could save your citations at a
school or public library and import them into your citation library at home.)

Generic bibliographic management software - includes all fields available with a
citation.

Citations in BibTeX format - includes citation fields in BibTeX format.

Citations in MARC21 format - includes citation fields in MARC21 format.
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4. To save the results, click Save.

Notes:

If you saved your citations in a format that can be uploaded to bibliographic
management software, the articles and citations are displayed in your browser
window. Save from your browser window. Be sure to enter the path where the file
should be saved (for example, C:\Project\Researchinfo). To save to a floppy disk,
enter the path to the floppy drive (for example, A:\\Researchinfo). Be sure to save
as an HTML or text file. Click Save.

If you saved in Direct Export format and bibliographic management software
(such as ProCite® or EndNote® ) is installed on your computer, that software
should automatically open. You should be able to indicate whether to add the
citations in the export.txt file to a new or existing citation library.

¢ For more information, you should review the bibliographic software documentation.

e Some browser versions include a pop-up blocking feature. If you are using RefWorks,
you should enable your browser to allow pop-ups from epnet.com servers.

To e-mail citations in bibliographic manager format:

1. From the open article or citation, or from the folder list, click the Export icon. The Export
Manager displays.

Mumber of items to be e-mailed: 1

F  Remove these items from folder E-mail a file with citations in:
after e-mailing & Endnote, ProCite, or Reference Manager format
! T Generic bibliegraphic management format
E-mail from:  |ophp sti@epnet.com © Citatlons In BibTeX format

) © Citations in MARC21 format
E-mail to:  name@address net
Separate each e-mal address with a
SETRCOon.

Subject:

Comments: =1

2. Enter the E-mail Address. To send to more than one e-mail address, use a semicolon
between each e-mail address. (For example, namel@address.com;
name2@address2.com).

3. Enter a Subject to appear on the e-mail subject line. (For example, Citations for topic
ABC.) (40 character maximum.)
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Enter any Comments you would like to include with your e-mail.

If you are in the folder, the Remove these items from folder after e-mailing option is
displayed. Indicate whether you want to empty the folder of the selected items after
exporting.

6. E-mail a file with citations in - select one of the following:

e EndNote, ProCite, or Reference Manager format - includes those fields supported
by ISI's Direct Export technology. (This would be useful if you are at a remote
location and have bibliographic management software such as ProCite® or
EndNote® on your home or office computer. You could e-mail yourself citations at a
school or public library and import them into your citation library at home.)

e Generic bibliographic management software format - includes all fields available
with a citation.

e Citations in BibTeX format - includes citation fields in BibTeX format.
e Citations in MARC21 format - includes citation fields in MARC21 format.

Note: Persistent links to the records are automatically included in the e-mail and the export
file.

7. To e-mail the results, click Send.

Notes:

e For more information on exporting files to bibliographic management software, you
should review that product's documentation.

¢ The Export Manager does not support the Customized Fields feature.
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