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Citavi

Citavi is a reference management program in which you can manage and organize literature
sources, citations, tasks, and full texts. You can choose from different citation styles and customize
them or create your own. It is possible to easily import bibliographic data from databases,
catalogues and websites via Object Identifiers, various download formats or the Citavi Picker. In

addition, citations and source references can be transferred directly into Word and the program
takes over the creation of the bibliography of the resources used automatically.

Installation

You can download Citavi from the Citavi website. With installation the Word Add-In is installed, it is
also recommended to install the Citavi Picker for the web browser. To use the program a user
account with an associated license is required. You can create your own user account (preferably
with your university email address) and get a license from the URZ. Information can be found at
the Website of the URZ under Softwarebeschaffung/ -ausgabe: Citavi.

How Citavi works

Crtavio £ 00 -

Organize your knowledge.

Recently opened projects News

il DEMO Food Quality - A Global Challenge Update to Citavi Web and Citavi Assistant A
We've released another update to Citavi Web

. Test-Cloud-Projekt and Citavi Assistant. Click here to learn more.
[Read more]

®
Y

The Scholarly Writing Institute is back

We are excited to announce the return of our
free Scholarly Writing Institute with our partner
Dissertation by Design. W... [Read more]

Citavi 26.05.2022 @

Citavi Web Update

Citavi Web and Citavi AssistantResolved an issue
for users that were unable to open projects with
Citavi Assistant.Cita... [Read more]

Connect with a Global Research Community >

Citavi 6.14 - License o New project o Open project RSS tools...

In the welcome screen you can open existing and new projects, the cloud sign stands for a cloud
based, the folder for a locally stored project.


https://www.citavi.com/en
https://www.tu-chemnitz.de/urz/software/info/citavi
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Adding references
+ reference

0 DEMO Food Quality - A Global Challenge: Referen

File Edit View References Citation Lists Tools \

< Reference ~|“\ ISBN, DOI, otherID | X | (g

gl Mew reference STRG+N
Journal article STRG+UMSCHALT +J
Internet document  STRG+UMSCHALT+R
Book STRG+UMSCHALT+B
Book, edited STRG+UMSCHALT+E
Contribution in... STRG+UMSCHALT+U

Opening the menu over the little triangular symbol you see a direct pre-selection from the most
common source types, or you can select further document types via an additional window by
choosing new reference.

o
Choose reference type felialacle
An article by an author or a
team of authors published
O Book (O Archive Material O Ppatent in an academic or scholarly
() Book, Edited (O Audio Book () Personal Communication journal or other periodical
@ Journal Article () Audio or Video Document () Presentation
Drag reference types here to add (O Collected Work () Press Release Cf. Newspaper Article
the 7/'\ to your favorites. () Conference Proceedings () Radio or TV Broadcast aMe] EET BT
() Contribution in. (O Radio Play (Audio Drama)
(O Contribution in Legal Commentary () Report or Gray Literature
(O Court Decision () Software
O File (@) Special Issue
O Internet Document (O Standard
O Interview Material () Statute or Regulation
@] Legal Commentary O Thesis
@] Manuscript () Unknown
O Map
O Movie

(O Music Track in...

(O Musical Work / Music Album
(O News Agency Report

(O Newspaper Article

On the left, the “important reference types” are pre-set for access, you can add further reference
types from the list by “drag & drop”. After the selection an empty form opens, where you must enter
all bibliographic data manually.

ISBN, DOI, other ID
Using a unique identification number, one can quickly and easily add new sources to the project.

o

File Edit View References Citation Lists Tools

eference « s : , other =
Ref ISBN, DOI, other ID | X



For adding references this way, you need an ID for example, ISBN (book) or DOI (article).

Universitatsbibliothek
Chemnitz

o

Retrieve references by identifier Manual entry
Type a single identifier
(ISBN, DOI, or PubMed ID)

/ and press Enter o click
(O Text from Clipboard Add.

O Import file

@ Manual entry:

Searching in:
Add « K10plus
» Osterreichischer
Bibliothekenverbund

| |\dent\fiel ‘ ‘AuThororedimr Title P R————

» Schweizerische
Nationalbibliothek

Click here to select other
catalogs.

Add to project Close

You can paste the ID into the field, copy it from the clipboard or import it from a file. Accepted file
formats are rtf, txt, doc, docx, odt, pdf, csv.

Citavi Picker
Once the picker has found a unique ID, the picker is displayed.

ISBN: 9783943538045 (3)
3943538044 (3)

By clicking on the picker, you can transfer the corresponding title to the currently open project.

Import via download

Bibliographic data can be downloaded from databases, catalogues, and other places in different
formats to import them into Citavi. The most suitable formats are RIS, BibTex or EndNote Tagged.
More about importing different formats in the Citavi Manual: Importing References.

o DEMO Food Quality - A Global Challenge

File | Edit View References Citation Lists

Mew project...
 Open project 3
Close project STRG+F4

Copy to cloud...

This project 3 b
Import... ‘4;
Export ‘» o

= Print or save project bibliography » 0
Exit Citavi I‘

A window opens, here you can select the source and if necessary, the format and upload the file.



https://www1.citavi.com/sub/manual6/en/index.html?importing_references_overview.html

Adding full texts via Drag&Drop

You can also insert already downloaded PDF documents into the project by dragging the PDF from
the file manager into the second column with the list of references. If possible, Citavi searches for
the necessary data from the file or online from catalogues. If Citavi does not link the information
correctly, you may have to add it yourself.
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Important: For all the documents you have added, using all the options given, you must double-
check the information you find in the reference tab for correctness. The information listed here is
the data that is used as the source when citing.

Layout:
The top two rows of menus with several choices adapt to the categories.

File Edit View References Citation Lists Tools Window Help

4F Reference + * ISBN, DO, otherID | X \«d Online search ~ @ Find full text -4 Search = Project bibliography ~ & Table | 9 Cite - Thought ~

¥

Below that follow the three categories: Literature, Knowledge, Tasks.

(AN 3¢ Knowledge 27 Tasks

Depending on the selection, three or four columns then appear, which also adapt to the chosen
category.

Main area literature

« «}H 2| | | Overview | Reference | Content | Context | Quotationsé& comments asks & locations 3 files - 2 =o0n 2
2 . . 3 5 5 5 Tools «| M[Ik|3 2 2
° = 00 Journal Article Manning, Louise; Soon, lan Mei (2016)
(A (60) Manning, Louise (Ed) = Food Safety, Food Fraud, and Food Defense:
(No categories) (7) Food and supply chain integrity A Emmme— Food safety, food fraud, and food defense. A fast A Fast Evolving Literature:
2016 - Special lssue evolving literature -
1 Introduction (3) ~ Manning, Louise; Soon, Jan Mei In L Food Sci. 81 (4), R823-R&34. DOL: 10.1111/1750-3841.13256.
4 2 Definitions and backgro [} Food safety, food fraud, and food defense. A fast ev
2.1 Definitions 20m6—Joumnal Article
22 Emenging study of Meyer, Samantha B, Wilson, Annabelle Mary; Calnan, !
43 Cases of food fraud (3) In the interest of food safety. A qualitative study inv
2.1 Food fraud in hist 2017 - Jounal Article Abstrac Intentional food crime is plural in nature in terms of the types of criime and the
32 Foods mest susce Millward, Steven differing levels of financial gain. Successful models of food crime are
) . dependent on how well the (..)
3.3 Recent cases (5) [ Alibaba to use blockchain to fight China's fake feod
4 Gauses o food fraud 2017-03-24 - Newspaper Article Keywords Crime; Food safety; Fraud; Humans; Risk Assessment
405G ® , Carina de Fatima; Santos, Poliana Maced Categories: 2 Definitions and background; 5.1 Regulation
4 5.1 Regulation (1) Recent advances on determination of milk adulteran ¢ _
- ° i Groups Scholarly sources i
45.1.1 Intemational 2017 - Joumal Article H
5.1.1.1 Develo R 1 task Read (@Jane Doe) (Not started) =
5.1.12 Develo Food Fraud. Economically-motivated adulteration 2
45,12 National and 2016 - Report or Gray Literature
5121 Europe Oceana
5.1.22 United Global seafood fraud
5123 India 2016~ Map
872 i) Oliveira, Gislene Batista de; Alewijn, Martin; Boerrigter
45125 Asia (1 [ itis i of i free rang
51251 C 2015~ Journal Article
5.126 Austral Olmsted, Larry s
513 Industry mea Real food fake food. Why you don’t know what you'r
4 52 Enforcement 2016 - Book
# 521 Screening te Opara, Linus Umezurike T
5211 DNA .
Traceability in agriculture and food supply chain. Ar
52.1.2 sensor ., 2002 - Journal Article = | Customize overview. Search J, @ @ (823 1 /12 2 @H =
50 references total 60 references shown 1 reference selected Citavi Default Style  No grouping a Recent changes

1st column: Classification via categories

The literature can be sorted into categories. These categories can be displayed in a list or outline,
for example, to reflect the structure or outline of the scientific work. It is easy to create new
categories and subcategories via the small list plus sign, which can be moved via Drag&Drop. In
addition, they offer a quick way to narrow down the literature list. The outline of categories is set by
default, but you can also display the groups, keywords, or imports.

2nd column: short entries of the listed literature

Here you can find the whole list of inserted literature or a selection of it. It is displayed in three
rows: authors/editors, title, document type and year of publication. If a full text is linked, a small
paper clip appears next to the entry. The funnel icon can be used to narrow down the list.



3rd column: Detailed information about source

In this column you have all essential information and classification possibilities to the single entries
of the literature list. There are several tabs to choose from:
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Owverview Reference Content Context Quotations & comments Tasks & locations

e Overview: most essential information from the following tabs briefly summarized.
Reference: all bibliographic information used for citation, check correctness, add new fields
if needed; attach local files or add online address

Content: abstract, table of contents, own evaluation

Context: keywords, categories, groups, references from and to other references

Citations & comments: direct, indirect quotations, image sources, et cetera

Tasks & locations: View and add tasks, view locations (internet links, local files, deposited
library locations)

4th column: Preview

Here you can see the PDF full text file, if available. You can also view available online links, the
cover or notes, or view content from the content, citations tabs. If a full text is available, you have
the possibility to display it as a full screen and to mark areas, sentences as citations or to take over
image sources.

Main area knowledge

- B ¢ @ cuckrely
| ¢ d G £ 9 @G = 2 2015 statistics - European Food Fraud Metwork
(AIl) (80) J 2015 statistics - European Food Fraud Network =

“In 2015, 108 cases were exchanged by the Food Fraud Network.”

(No categories) (16) an occur with almost all types of food

attempt to cover up somet Eurc

tages of RFID

1 Introduction (2) A
4 2 Definitions and background ther prablem of terminalogy: US uses “food fraud” and UK and Europe u

2.1 Definitions (22) ) Auditing examples

2.2 Emerging study of food fraud (2) Both and social scientific criteria needsd forr

ssessment @

4 3 Cases of food fraud they can trust and | share processes.

3.1 Food fraud in history (1) éa @
3.2 Foods most susceptible to fraud (4) @
2.3 Recent cases (7) ) Definition of ¢ y @
4 Causes of food fraud (3) 3 Definition of EMA (economically-motivated adulteration
4 5 Countermeasures 2 Definition of food crime (Manning & Soon)
451 Regulation (2) j 3 Definition of food defense (Manning & Soon
4 5.1 Intenational measures i| @ Definition of f
5.1.1.1 Developing World 2 Definition of f e
5.1.1.2 Developed World 3 Definitions of d food defense incidents @
4 5.2 National and regional measures @
512.1 Europe @
5.12.2 United States & Differenc en GFSI(2014) and FSIS (2014) and FAQ (2003) (=)
512.3 India @] Different topic areas and how they relate intentional and unintentional food 1 @@
5124 United Kingdom J Difficulty
4 5125 Asia 9 Difficulty: since the field of food integrity
51251 China (1) ]
5126 Australia 2nd New Zealand
5.1.3 Industry measures (1) @ Disconn, rest in food fraud
# 52 Enforcement (1)
4 52.1 Screening technology (5) neat authentication testing
52.1.1 DNA methods a @
5.2.1.2 Sensory methods . ) meat jerky @

In the Knowledge area, the citations, image sources and comments or notes are listed and, like the
literature, can be sorted into categories and groups. These can be displayed in the first column,
which can alternatively display assigned keywords or groups. The citations are not automatically
placed in the same category as the source from which they come; they must be entered manually.
In the second column you can see the list of all entries. For each element there is a specific
symbol. (Blue bubble = direct quote, purple bubble = indirect quote, ...) The third and last column is
for viewing and previewing.
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Main area tasks
YTl Advanced selection Task e [] Duedate  Status Short title: Locations Notes Assigned to
RO R TR Bomow [ L} Ryan 2016 - Food fr Jane Doe Knawledge items
O My tasks Bomaw L v Braden 2014 - Food Jane Doe The number in parentheses
® Al tasks Examine and assess. (=] L} Toci, Farah et al. 201 Jane Doe next to All represents the
\;) J— Examine and assess [ ] L] Yan 2012 - Food saf Jane Doe fotal number of quatations.
- Go through bibliograp [E] [} Spink Moyer 2011 - Jane Doe T
O Important tasks — knowledge item ento a
O Projecttosts Lookup [} v Nestec Ltd. 2016 - F Jane Doe KeyWord, category, or
\ Fro) Read (W] ] Food and Drug Adm Jane Doe aroup to apply it or assign
Read [ L] Millward 2017-03-24 Jane Doe it to the ftem.
&1 Hide completed tasks Read [ v Spink Moyer et al. 2 Jane Doe
Refresh Read e [J v Manning, Scon 2016 Jane Doe
Read es [ [ ] Global Food Safety | Jane Doe
Read == Wang, He et al. 2016 Jane Doe
Read 3 10.09.2018 v Barlow, Boobis et al. Jane Doe
Read [+] L] Agbaraji, Ochulor et Jane Doe
{| Update bibliographic i (1 10092018 | Hong, Lee et al. [In p Thisis a preprint arti | Jane Doe
\| Verify bibliographic inf a [ ] Dai, Jiang 2013 - Fak Jane Doe
Verify bibliographic inf a L} Kelepouris, Pramatar Jane Doe
Verify bibliographic inf [&] [} Nascimento, Santos Jane Doe
Verify bibliographic inf [+ ] Oliveira, Alewijn et al Jane Doe
Verify bibliographic inf [] Opara 2003 - Tracea Jane Doe
Verify bibliographic inf ] v United States Congr Check how legal sou  Jane Doe

This section lists all tasks assigned to different resources. You can limit the list in the first column
and, for example, display only the uncompleted tasks or the tasks selected by priority. In the
display table you have an overview of the work status, deadlines, and which reference it is
connected to.

Citation style

New settings
Citavi already offers many citation styles from which you can choose the appropriate one.

m Lists Tools Window Help
3| Citation style >|| Browse citation styles... STRG+F11 |Ji
Group bibliography v Citavi Basis-Stil

AT Citavi Default Style

Citavi stile di base

Go b . Citavi styl standardowy

Citavi style de b &
Manning, Louise ttavi style de base

Food and supply Estilo basico de Citavi (Portuguese)

2016 - Special Is Estilo basico de Citavi (Spanish)
Edit citation style...  STRG+UMSCHALT+F11

Manning, Louise|

The default style is the Citavi base style, which can be selected in different languages. In the
appearing window you can select "Search citation style" and search directly for the style, if the
name is known, or enter the characteristics via the advanced search and thus find a suitable style.
You will be asked where the reference appears (footnote or in the text), how the author is indicated
(first name surname or last name, first name and written out or abbreviated) or whether the edition
is indicated or not. If you have found a suitable style, you can select it. If none fits, you can take the
one that fits best and adapt it to your needs.

Edit style

With the option Edit citation style you can create your own style or adapt an existing one. In case
of an existing one, Citavi creates a copy that can be edited. Read more in the

Citavi manual: Using Citation Styles.

Group bibliography

You can also use the citation menu to create groups for the automatically created bibliography. For
this purpose, groups must be created in which the individual sources are classified. A grouping
according to printed and online available sources is already available as a selectable option, Citavi
usually recognizes the printed or online status automatically, which means, you do not have to
classify the sources yourself.


https://www1.citavi.com/sub/manual6/en/index.html?using_citation_styles_overview.html
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Further functions

¢ Online search: Search possibility in different library catalogues

o Find full texts: Search for available full texts to sources in the project, works best if VPN is
active to find literature licensed to university
Search: search in own project

o Project bibliography: print or create all sources in project in bibliography in currently
selected citation style

e Table: tabular listing of all existing entries in the project

e Cite: insertion of references with Word, easier via Word Add-In

Thought: quick insertion of a note to currently displayed source

Citation in the work

Word Add-In

With the installation of Citavi an Add-In for Microsoft Word is installed, which adds a Citavi tab to
the menu bar.

File Home Insert Draw Design Layout References Mailings Review View Help Citavi

@ Citation style: Citavi Basis-Stil || B3 convert ~ o Manual
Citavi Grouping: No grouping v| 2 Refresh o About
pane Project: DEMO Food Quality - A Global C... |~ £93 Options

Show Document Help

This tab allows you to link the project by activating the Citavi pane and linking the corresponding
project. In the tab you can also set or change the desired citation style. You can also set the
grouping here. If necessary, you can link another project. Via Options you can additionally set
whether the reference should be made in the text or in a footnote, if this is not or differently defined
via the citation style. At this point you can also set that the bibliography is not created
automatically, as it is set as default setting.

Citavi v X

Search references... (F8)

View -

L2 Insert \2) Insert advanced ~

References Knowledge Chapters Citations

No categories (7 &
4 1 Introduction (3
@ Burton 2013 — Sweeney Todd
@ Manning 2016 — Food Integrity
# Olmsted 2016 — Real food fake food
4 2 Definitions and background (5
@ Everstine May 2013 — Economically motiv...
4 [ Manning, Soon 2016 — Food safety
[0 Spink, Moyer 2011 - Defining the p..
["& Spink, Moyer 2011 - Defining the p..
@ Opara 2003 - Traceability in agriculture a...
4 (I Spink Moyer 2011 - Defining the public ..
2] Manning, Soon 2016 - Food safety
:]@ Manning, Soon 2016 - Food safety
@ Spink, Moyer et al. 2015 - Introducing fo...
2.1 Definitions
2.2 Emerging study of food fraud
4 3 Cases of food fraud (3
@ Fassam, Dani et al. 2015 - Supply Chain F..
@ Todi, Farah et al. 2016 — Coffee adulterati...
@ Whitworth, Druckman et al. 2016 - Food ... v

This tab shows you the references in the current  ~
project. Click the View menu to change view
options.

Nauble-click a reference o insert it.



The reference section appears here in the references tab. The display in the created categories is
pre-set. Under "View" at the top you can also display the list completely without categories. Here
you can select the desired source from the list and insert it. It is recommended to insert with
options, because there you can enter the page number and if necessary "see" or “cf’. After
insertion, the reference appears, and the cited source is automatically included in the bibliography
and sorted alphabetically by author or editor.
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In the Knowledge tab you can insert the prepared citations directly by double-clicking. If you have
entered the page number in Citavi, you can bypass the "insert with options" here.

If an error should have crept in in the title data or author names or at any other place in the citation,
it is important to change this in Citavi and not in the Word document, since otherwise with the next
update the error appears again. Using the Citations tab in the Citavi pane, you can view all entered
references and change them if necessary or add or remove a citation and then link the entry again.

Help and further information

¢ Very detailed and extensive support page of Citavi via Citavi Support

e news, hints, and updates via the blog

e via support you can get to the forum, many questions, and ideas about problems, some of
which have already been solved

e ask in the library: contact: Rosa Béhmer, on UB website - contact

17.08.2022
Rosa Bohmer


https://www.citavi.com/en/support/overview
https://www.citavi.com/en/blog
https://www.tu-chemnitz.de/ub/kurse-und-e-learning/fuehrung-schulung/literaturverwaltung.html#citavi
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