
Tutorial

Part One

Citation



Citation
Is a database management program

Use Citation to:

× Store and organize readings and 
research notes

×Document your sources

×Generate Developmental Readings



There are 3 way to start Citation:

üStart button/Program menu/Citation

üThrough your word processing 
program

AND



Double click on the link 

on your desktop:



In Word 2007 you will find 
Citation embedded in your 
Add-Ins.

In other word processors  
you will find Citation 
embedded in your 
Tools folder.



This is your opening screen in 
Citation, Click on 
ñFileò



THE first thing you want 
to do it click on 
preferences . . .

Uncheck the box marked 
Auto Completion



Open a New Datafile when starting a new 

CORE.

Each course in each CORE will be 

saved in the same datafile.

ALL Mlitt courses will be saved in the 

same datafile.



Create a New Datafile

Citation stores all research 
materials in files called datafiles

Each datafile contains records in 
pre-designed entry forms.



A datafile uses records or data 
entry forms for entering your data.

Bibliographic Records

Note Records



After clicking on new 
datafile, you will get 
the following selection 
form from which to 
select the type of 
entry you desire to 
make.  

The majority of the time you will use 
either the ñArticle in a Journalò or the 

ñBookò categories.



Letôs choose the 
ñBookò category first.



Your next screen looks like this:
A blank form ready to be filled in.



Start with the Author
Single Author:
Last name, initials



Followed by year of 
publication and book title.

Notice the title format, 
regulated by APA 5th Edition.



In titles of books and articles in 
reference lists, capitalize only the 
first word, the first word after a 
colon or a dash, and proper nouns.

Do not capitalize the second word 
of a hyphenated compound.

(See Chapter 4 for further discussion of reference style.)

Publication Manual of the American Psychological Association p, Fifth Edition.95



Next fill in the place of publication 
and the publisher.



Keywords are Vital

ÇNo limit

Ç Start with Course number: PHI 800

Ç Include all pertinent words:
transformative, transforming, learning, adult, 
education, teaching, methods, etc.

ÇMake them specific to the article or 
book, to your focused interest.

ÇSeparate words with a semi-colen ñ;ò



Keywords are essentially for each 
book, although they are not 

unique to each book.  They are 
more unique to each course.



Add notes in Abstract for yourself 
as a reminder of why the book is 
important to you . . . Or not.
All of this is for YOU, no one else.



Adding a Note

When the bibliographic 
information is filled in, click on 
ñadd a noteò in the lower right 
hand corner.



Adding a Note

Change the PG to p.
Leave no space between p. and page number 

For example p.56



Adding a Note

Copy and paste your Keywords 
from your bibliographic record



Add a quote from your source.



In Comment note if the quote is 
additive or variant and the 
benefit you have gained



How to move around in the database
Go all the way to the 1 st record

Go all the way to the last record

Move back one record

Move forward one record

Move through multiple records



A resource quote may be used 
for multiple courses.  Rather than 

retyping the quote, simply add 
multiple course numbers in your 

keywords. 



Add as many notes as you want!





How to ñreadò a book the OGS way

×Read the author information, back cover

×Read the flaps, book description

×Look over the Table of Contents, identify the information you need

×Browse the chapter(s) selected for useful information

×Enter information into Citation

×Put the book down, donôt read any further



Multiple Authors

Use a semi-colon ñ;ò to separate 
multiple authors.



Note how it lists both authors



More than two authors



Note how the authors are listed



Add a Journal Article

Under Edit:
Click on Add Record

OR
Control ñAò



Adding a Journal Article



Fill in the form just like the ñBookò 
form.



Generating a report 

Click on Generate



Notecards for Datafile



The notecard box gives you options.

In field
put 

ñkeywordsò

Below the field put the 
course number for which 

you are generating the data.



There are three options to which 
you can generate your report:
word processor, clipboard, file.



Report of Readings


