
 

 

 

Introduction to reference management and 
knowledge organization 



Getting Citavi 

• First, install Citavi Free on your computer. The license key 
converts this free version into the full version Citavi Pro.  

• A license key can be obtained directly from Citavi and will be 
sent within 24 hours via email. 



Getting Citavi 

Lizenzform 
Campuslizenz (Windows) 

Laufzeit 
bis 28.2.2015 

Bezugsberechtigte 
•Mitarbeiter (inklusive HomeUse) 
•Studenten 

Bezug 
Download vom StudiSoft Portal Würzburg  

Vertrags- und Lizenzbedingungen 
Bitte beachten Sie die allgemeinen Bedingungen der Rechenzentren zur Nutzung von 
Software, sowie die speziellen Bedingungen des Herstellers. 

https://webshop.rz.uni-wuerzburg.de/cgi-bin/downloadportal/free_download_login
http://www.lrz.de/wir/regelwerk/softwarenutzung/
http://www.citavi.com/service/de/docs/Citavi_Pro_EULA_Deutsch.pdf


Data backup 
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Citavi automatically 

saves any changes.  

 

Citavi automatically 

creates images of 

modified projects at 

request.  

 

Copy the backup 

files regularly to an 
external disk. 



Working via USB 
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Citavi can be 

installed directly on a 

USB stick.  

 

... With Firefox and 

OpenOffice you have 

all the programs for 

mobile working. 



Citavi helps you with: 
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Gathering 

Planning 

Studying 
Organization 
Knowledge 

Publishing 



How is Citavi built? 
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Preview or Quick 
Help 

Working Space Navigation Area 



Important Hints 
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„Click on everything blue.“ 
• Change  document type 
• Capture names individually 
• … and more 

„Right click: more options.“ 
• Edit list entries 
• Go to other titles 
• Open the window for detailed input 
• Insert special characters 



Navigating through a project 
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previous – next 
Go to … 

back 



Add references 
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Manually 

Line by 
line 

Retrieve 
via ISBN 

Literature 
search 

Libraries 

Data 
bases 

Import 

Standard 
formats 

Special 
filter 
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Add references 

• Online search (within Citavi) in: 
- catalogues 
- your own library 

• - licensed data bases 

 

 

 

• Data immediatley available 

• Advantage: easy and comfortable 
Disadvantage: only some licensed 
data bases are available 

• Online search on the internet in: 
- catalogues 
- the Infoguide 
- licensed data bases 
- the internet in general 

 

 

 

• Import necessary 

•  Advantage: 
- better results and information 

• Disadvantage: there are only a 
few import filter working 

 

 

 

 



Adding a title manually 
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 Click on 

 Chose reference type 

 Fill in the blank lines 



Literature retrieval via ISBN 
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 Click on  

 Insert the ISBN 

 Press Enter or click Add 

 Add the title to project 



Reference types 
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35 Reference type 
 
Choosing the right 
document type 
determines correct 
representation in the 
bibliography 

Schieben Sie „Ihre“ Favoriten in die erste Spalte. 



Online search 
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 Click on „Online search“ 

 Add a library 

 Click on search 

  Add title to project 



Online search: a selection 
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According to a 
research or an import, 
the new title will be 
displayed as a 
selection. 
 
Purpose: see newest 
titles first. 



Search in subscribed databases 
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• Many specialised 
databases are searchable 
in Citavi  

• different Provider 
CSA, DIMDI, EBSCO, ProQuest, Ovid … 

• Searchable only if 
University has them 
licensed 

• Authorization check: IP-
address  and/or password 

Citavi uses Z39.50 protocol for searching. 



Available Picker: 
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Apply bibliographic data 
«Beam» texts from 
digital documents 

Research based on 
selected words 

Apply documents in 
Citavi as reference titles 

Literature retrieval via 
ISBN 

Save screenshots of web 
pages 

Citavi 
Firefox 

Internet 
Explorer 

Chrome 

Adobe 
Acrobat 



ISBN-Picker-Download 
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Searching references 
within chosen 
catalogues with a click 
on  
 



Apply several ISBN from the web 
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Many  ISBN on one web 
page?  The faster way: 

 Mark whole web site 

 Copy to clipboard 

 in Citavi: retrieve  
by ISBN > Text  
from clipboard 

  Add to project 



Apply a webpage 
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You can add a webpage 
as new document in 
Citavi with a click – use 
the Picker. 
 
Or you can add a text 
from a webpage as 
quotation or abstract. 



Apply pdf files 
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… same like adding 
webpages …  
 
… with the option to 
add and save a copy of 
the pdf file. 



Check title after import in detail  
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Sight a title after import 
by ... 
 
• References 
• Abstract 
• Keywords 
 
Best for checking: 
Overview 
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Add keywords 
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Add keywords from lists 
(Shortcut F9) 
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Add quotations 
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For each title, you can 
save multiple quotes. 
 
Core statement: 
„summarize the 
content in your own 
words“ 
 
With «categories» 
you can file every 
quotation to your 
category system. 



Planning tasks 
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Each title can be 
assigned to tasks: 
borrow, copy,  
return … 
 
You can also define 
your own tasks. 



Set priorities and deadlines 
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Tasks can be 
scheduled and 
prioritized. 
You can print out a 
task list. 
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Knowledge organization: Categories 

 You can add one or more categories to every reference and 
quoation in your project.  

 Categories are useful to organize your literature in 
manageable subsets.  

 You can create categories in "References" and in 
"Knowledge". 



 Edit a category system 
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You can refine your 
category system in the 
part «Knowledge»: 

 
• Edit 
• Delete 
• Promote and demote 
• Move up and move down 



 Save compilation 

30 

A compilation can be 
created from all 
references and 
quotations. 
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 FAQs about citation styles 

• Is there an overview of all available citation styles? 
Yes, citavi.com/stile 

• Can I edit the styles? 
Yes, use a copy of the original style. 

• Can I create my own citation style? 
Yes, with the help of an editor in Citavi. 

• Can a style be created by the team of Citavi? 
Yes, when this was written as an author directive of a journal, a publisher 
or a professional society. 
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 Create a project bibliography 
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Save a project 
bibliography,  
e.g. to ask the professor 
which titles are very 
important or which 
titles are missing. 



 Create publications with … 
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Microsoft Word 
2000, 2003, 2007, 2010 

OpenOffice.org 3 Writer 
OpenOffice.org 3 Writer portable 

… or with a  LaTeX-Editor:  
Led, LyX, TeXnicCenter, TeXMaker, WinShell, WinTeX or WinEdt 
  
(You can create publications with every text-processing program that 
supports the format RTF) 



Creating text with Office-programmes 
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Word-Add-In: 
- Inserting references and quotations as required by the citation 

style 
- The bibliography is updated automatically with each added or 

removed Citation 
- Documents that were created with the publication wizard 

Citavi 3, can be converted and you continue working with the 
new Word Add-in.  

- Note: there‘s no Add-In for OpenOffice, yet. 



Word Add-In 
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Word Add-In 
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Word Add-In 
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Publication assistant 

Option I: 
Export your quotes 
and ideas to Word  
or OpenOffice  
 („Save a  
compilation“) 
You get rough draft 
you can work with. 



Schon bei der Recherche haben fast alle Studierenden 

große Probleme. Eine repräsentative Erhebung brachte 

an den Tag, dass nur jeder Zehnte professionelle Online-

Fachdatenbanken nutzt 

„Die Studierenden empfinden das Angebot elektronischer 

Informationen als unübersichtlich. Sie sehen sich 

außerstande, die Qualität der Ergebnisse zu bewerten. […] 

Die Studierenden beschränken sich häufig auf das 

‚Browsen‛ im Internet.“ {Klatt 2001 #44: 4}. 

 

Version II: 
Write your text … 

{Klatt 2001 #140}. 
… and add quotations or 
references with a click 

Publication assistant 



Schon bei der Recherche haben fast alle Studierenden 

große Probleme. Eine repräsentative Erhebung brachte 

an den Tag, dass nur jeder Zehnte professionelle Online-

Fachdatenbanken nutzt 

„Die Studierenden empfinden das Angebot elektronischer 

Informationen als unübersichtlich. Sie sehen sich 

außerstande, die Qualität der Ergebnisse zu bewerten. […] 

Die Studierenden beschränken sich häufig auf das 

‚Browsen‛ im Internet.“ {Klatt 2001 #44: 13} 

 

Citavi sets the links in 
braces. 

{Klatt 2001 #140}. 

Publication assistant 



Publication assistant 
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Save your document 
in RTF-format. 
Then format your publication. 



Schon bei der Recherche haben fast alle Studierenden 

große Probleme. Eine repräsentative Erhebung brachte 

an den Tag, dass nur jeder Zehnte professionelle Online-

Fachdatenbanken nutzt 

„Die Studierenden empfinden das Angebot elektronischer 

Informationen als unübersichtlich. Sie sehen sich 

außerstande, die Qualität der Ergebnisse zu bewerten. […] 

Die Studierenden beschränken sich häufig auf das 

‚Browsen‛ im Internet.“ {Klatt 2001 #44: 13} 

 

{Klatt 2001 #140}. 

Publication assistant 

The publication 
assistant changes 
automatically the 
quotations to in text 
citations.  

(Klatt et al. 2001a). 

(Klatt et al. 2001b, S. 13) 



Schon bei der Recherche haben fast alle Studierenden 

große Probleme. Eine repräsentative Erhebung brachte 

an den Tag, dass nur jeder Zehnte professionelle Online-

Fachdatenbanken nutzt 

„Die Studierenden empfinden das Angebot elektronischer 

Informationen als unübersichtlich. Sie sehen sich 

außerstande, die Qualität der Ergebnisse zu bewerten. […] 

Die Studierenden beschränken sich häufig auf das 

‚Browsen‛ im Internet.“ {Stefi 2008 #44: 13} 

 

{Klatt 2001 #140}. 

Publikation: Texte konzipieren mit Office-Programmen 

… or in foot notes. 

.1 

2 

______________________ 
 

1 Klatt, Rüdiger; Gavriilidis, Konstantin; Kleinsimlinghaus, Kirsten (Hg.) (2001a): Elektronische 

Information in der Hochschulausbildung. Innovative Mediennutzung im Lernalltag der 

Hochschulen. Opladen: Leske + Budrich. 
2  Klatt, Rüdiger; Gavriilidis, Konstantin; Kleinsimlinghaus, Kirsten (2001b): Nutzung 

elektronischer wissenschaftlicher Information in der Hochschulausbildung. Barrieren und 

Potenziale der innovativen Mediennutzung im Lernalltag der Hochschulen. Kurzfassung. Unter 

Mitarbeit von Siegmund Boll, Detlef Ilskensmeier und Jürgen Bonnekoh et al. Online verfügbar 

unter http://www.stefi.de/download/kurzfas.pdf, zuletzt aktualisiert am 01.07.2003, zuletzt 

geprüft am 09.07.2005, S. 4. 



Thank you 
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http://www.citavi.de/en/index.html 

You find more information to Citavi here: 

Thank you for your attention! 


