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LINKING TO THE DATABASE
This screen will appear the first time you open the application.  Browse to the blank database file to start a new file or link to an existing database file.
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The file name will appear in the “Data File” box.  Click the “Link” button.
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If you are linking to an existing database with a large number of citations, a window will pop up showing the bibkeys being processed until the linking is completed. Larger databases will take longer to link. A message will appear when the file is successfully linked.
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WELCOME PAGE
The welcome page displays the name of the file you linked.  If this is incorrect, go to the “Link File” tab.  If you are linked to the correct file then choose one of the other tabs.  The “Exit” button on this and any other screen will close the entire application.  
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ABOUT
The “About” tab contains the release notes for the current and all previous versions.  The contact information can also be found here.  Finally, the “Welcome Page” button returns you to the first screen. 
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SEARCHING
Most users will go to the “Search” tab to search for a subset of data when first entering the system.  However, the “Search” tab will also allow you to view all the records by selecting “Citations by multiple criteria” as described on the next page.  
Go to the “Search” tab to prepare a subset of the data.  The first option allows you to search by multiple criteria.  The next three options allow you to search by one item.  The screenshot below shows the list of all bibkeys in this database.  
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Citations by bibkey, author and title are also available from the multiple criteria selection screen.  They are provided here to eliminate a step when searching by the most common criteria.

The example on the next page shows the “Citations by author” search option. Note that the dropdown list displays all the authors in the database.  

After selecting one of the four options, click the “Search” button to continue.
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To search by multiple authors or other criteria at the same time, select “Citations by multiple criteria” and then click “Search”.  The search criteria window appears below.
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To search for all citations in the database, do not select any criteria and click the “RUN SEARCH” button.  Note that the search criteria in italics in the upper left corner says “Display all citations in database.”

The criteria tabs in the search criteria window are in alphabetical order except for “Marked” which is at the end of the list. All the criteria types except “Marked” are data dependent; the “Marked” criteria refers to whether or not the citations have been marked by the user, regardless of the content of the data. 

The “Authors” search looks for both first and last names. You can search based on the first or last name that “starts with”, “exactly matches”, or “contains” the value you enter.  The box on the right contains a list of all the first and last names in the database that you linked in step one.  

Note the search criteria in italics at the top of this window.  It tells you in plain language what you have requested for the search.  This is a way to verify that all of your desired criteria are included.  
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As you begin typing the name you want to search for, the full name that is the closest match is automatically filled in. Note that if you don’t want the full name you can hit the delete key to remove what was filled in automatically. For example, you might want to search for all authors beginning with “Ab”, rather than “Abbot”.

After typing in each name (or partial name), hit the <enter> or <tab> key to bring up another criteria box. You may enter up to 4 different criteria for most types (author, park, title, etc). Click the appropriate “Or” or “And” option if you enter more than one author. The above example shows the “Or” selection. If the “And” option had been selected, the search would have been for citations with both an author whose last name starts with “Abbot” and an author whose first name starts with “Robert”.

When finished entering the author criteria, click “RUN SEARCH” or click on another tab to include more criteria. 

The next tab is for the “Bibkey” or unique number assigned to each record.  If your database came from a download then those records will have the bibkey from the Master Online database. In that case the largest bibkey that was downloaded, as well as the first bibkey of any new records will be displayed on the “Bibkeys” tab. If this is a new record then the bibkey will change once it is loaded into the Master Online database. 

Note that once the first criteria type has been entered (authors, in this example), each subsequent criteria tab will display an option to select “OR” or “AND” for the next criteria. The default “OR” is selected in the example shown below. Don’t forget to look at the search criteria in italics.
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The “Databases” tab is for the database of origin.  In this database there are only two choices.  If new records are added with different databases of origin, they will be included in this list. You may select up to 4 database criteria.
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The “Keywords” tab allows you to search for a keyword “starting with”, “exactly matching” or “containing” the value entered. The list of keywords on the right contains all of the keywords in the database.  If it does not appear in the list then it will not be found in your results.
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The “Parks” tab will allow you to search by any park, network or office.  This is a screenshot with the “Network” button active.  Notice the checkbox to include parks within the network.  

For all three choices you can decide whether you want the results to contain citations linked to the selected park(s) alone, references with a hard copy (holdings) at the park, or both.
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The “Pub Dates” tab allows you to enter a range or a specific publication year.  Only the publication dates contained within the database will appear in the lists.
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The “Titles” tab contains options to find a title “starting with”, “exactly matching” or “containing” your criteria.  Since the full titles are not listed like names and keywords, an example of a title search is not included in this sample search. 
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The “Topic Area” tab is shown on the next page. The topic area refers to the subject of an Investigators Annual Report.  The list displays only those topic areas that are in the database, so it may be empty. All valid topic areas will be from the same list found in the Research Permit Reporting System known as RPRS.
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The “Workforms” tab shown below displays the list containing all the workforms used in the database. You may select up to 4 different workforms to include in the search criteria.

In this example we have selected the “AND” option, which displays with parentheses around the sets of criteria that must both be satisfied. Here the search results will contain citations matching all of the original criteria we entered and must also be the book workform.
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The search criteria string is starting to get very long.  The screenshot above also shows a tip to click in the search criteria string to bring up the scroll bar to view all the criteria if it is too long to be displayed at once.

The “Marked” tab provides the opportunity to filter your search by marked or unmarked citations. In the example shown below we have selected only marked citations. Note that if the “Only Marked citations” or “Only Unmarked citations” option is selected, this criterion will be displayed at the beginning of the search criteria string; “Find all marked citations….”
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At any time during the process of entering criteria, you can click “Clear All Criteria” to start over with no criteria specified, or “Reset to Last Search” to bring up the criteria from the most recent search.

Once you have selected all the criteria you need, click on “RUN SEARCH”.

This is the search results window.  The search criteria can be found at the top of the window.  In the upper right corner, there is a reminder about the number of citations in the entire linked database (513) and the number, if any, of marked citations (473).  In the bottom left corner is a count of the number of citations in your search results.  In this example we found 73 citations.

To mark or unmark all citations that were returned in the search, click on “Mark All Results” or “Unmark All Results”. Note that there may be citations that are marked that are not displayed in the current results, if they were marked previously.

To mark or unmark all citations in the database (not just the search results), click “Mark ALL” or “Unmark ALL”.  To minimize errors, these two buttons will ask for confirmation if there are citations not displayed (not current search results) that will be affected. 
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From the results window you can click on “Full Record” to view the corresponding citation, or click on the “Reports” button after marking citations if desired.

To go back to the criteria window and select criteria for a new search, click on “New Search”. To clear all the criteria and display every citation in the database, click on “Display All”.

ADD A NEW CITATION
“Add Citation” asks you to first select the workform.  Certain fields will only appear in particular workforms.  For example, only the map workform will request “map size” and the published report workform will ask for a “report ID.”  
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If you are unsure which workform to use, click on the workform and press F1 for help. A window like the following will provide the appropriate information for that workform.

[image: image21.png]@ Microsoft Office Access Help

<> &
CONFERENCE PROCEEDING

Use this workform to enter publications that come out of a conference.

‘These unique pieces of metadata indicate that the conference workform should be utlized: paper tile,
‘proceedings title, paper author, proceedings author, place of meeting and date of meting.

Return to Index





Once you have selected the appropriate workform, click on “Add Citation”.

The conference proceedings workform below requests information specifically related to conference proceedings, as well as additional information that pertains to all the other workforms.  

Certain information is required for all workforms. If you try to save a citation without providing the required information a pop-up box will remind you what is missing.  In general the required fields are title, at least one author, at least one keyword and a park/network/office link. The sensitivity is required, and is preset to “public.”  Sensitive citations must be entered online.  Database system of origin (“Citation Origin”) is also a required field and the default is “NRBIB.” These requirements occasionally vary.  For example, the correspondence workform requires a title for email or memo citations but does not allow a title for letter citations.  

Notice the box in the lower right corner called “# PDF Files” which tells you if there are any documents in the Data Store for this citation.  Search for the citation online in NatureBib to retrieve the files.
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Some information (like title) can be typed in without restrictions other than length. Other entries (like citation origin) are limited to choices from the dropdown list. 

Context-sensitive help is available here also by selecting a field and pressing F1.

Click on the “Add” button under Authors or next to Keywords, Parks or Holdings to add the corresponding information. The “Abstract”, “Notes” and “URL Info” buttons at the bottom right also display windows for entering additional information.  

 “Abstract” (shown below) and “Notes” both provide space for 4000 characters of text.  Use the “Character Count” button on the form to keep track.
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The “URL Info” button identifies the bibkey, provides space for the URL or Internet address and requests the date on which the URL was accessed.
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The “Add” Authors, Keywords, Parks or Holdings windows all function in a similar manner. First fill in the known requested information at the bottom of the window, then click “Include this Author”. If the required fields are filled in, the list at the top will display the author you just entered. If there is required data that is missing (eg. last name), you will be prompted to enter it before the author can be included in the list.
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As with the main citation window, selecting a field and then pressing F1 will bring up context-sensitive help in entering the corresponding data.

Once you have entered information for an author, if you have not clicked “Include this Author” before clicking “BACK” (or “SAVE” if at least one author is already in the list), you will get a pop-up window (shown below), prompting you to do so, if desired.
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To edit one of the authors, select it by clicking the name in the list and then click “Edit”. 
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The order of the authors can be adjusted using the “Move Up” and “Move Down” buttons. To completely remove an author from the list, select it and click “Remove”.

To remove all entries and start over, click “Undo”. If you have previously entered and saved authors for this citation and are in this window a second time, “Undo” will undo current changes and reset the list to the authors previously saved.

When finished entering and editing, click “SAVE” to save the current list and go back to the main citation window.

The park/network/office link can be determined based on the following criteria:  
1) The subject matter of the citation relates to a specific park/network/office. For this case use the “Add” button to link Parks which brings up the window shown below. At least one park of this type must be linked to every citation. 

2) The physical document is held in the park/network/office. For the second case use the “Add” button to link Holdings. There is no requirement for a citation to have a holdings link. Holdings are entered from the holdings window in the same way as parks, but with some different fields specific only to holdings.
The “Add” window for Parks is shown below.
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To enter a park, first select whether you want Park, Network, or Office in the box on the right, then select the appropriate unit from the dropdown list.

If desired, enter the "Created By" field, which may be used for your site's internal purposes only (if the database is uploaded to the master online database, this field will be reset automatically). Notice that “Sensitivity” is preset to “Public” and cannot be changed except online. Enter park-specific abstract and park-specific notes if appropriate. Abstract and notes can contain up to 4,000 characters, so click “Full Abstract/Notes” to open a larger window. 

Finally, click "Include This Park" (or Network or Office) to add it to the list.

The example below shows three parks already in the list, and another (network) being edited. As with authors, to edit the information for a particular unit, select it in the list and click “Edit”. This will move the info for the selected park into the editing boxes.
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When selecting a park (or a value from any dropdown list, for that matter), if you enter characters that are not in the list, the easiest way to clear them is to either use the mouse to select from the dropdown list or press the escape key (“Esc”) to clear the field completely.

After editing, you must click “Include this Park” (or in this case, Network) to be sure it is in the list of linked parks. To remove a park from the list without editing, click “Remove”. If you have made edits and decide you don’t want to use them, click “Undo” to reset to the units that were linked before opening this window (i.e. none, if adding for the first time).
When finished, click “SAVE” to save the list of parks and return to the main citation.  If you have edited or added a new park but not clicked the “Include…” button before clicking “SAVE”, you will get a pop-up window like the one on the next page, reminding you to do so if desired.
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The process for adding (or editing) holdings and keywords is functionally the same as for parks. The “Add” window for Holdings is shown below.
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This is the “Add” window for keywords. 
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At least one keyword must be entered for every citation.

Remember to click “Include this Keyword” for each keyword you enter. When finished, click “SAVE” to return to the main citation.

If you attempt to leave this window without at least one keyword in the list, you will get a pop-up window reminding you to do so, like the one shown here.
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All the known and required information for the new conference proceedings sample citation has been entered.
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When finished, click the “SAVE” button to return to the main menu. After clicking “SAVE”, a box asking if you want to enter another citation in this workform will appear.  
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Clicking the “No” button will return you to the “Add Citation” tab of the main window from which it is possible to navigate to any of the other functions. 

Clicking “Yes” will bring up a box asking if you want to create a duplicate from the citation you just entered, as shown on the next page. 
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If you choose not to create a duplicate, the fields will be cleared so you can enter the new citation. If you create a duplicate, all fields will be filled in for you and the new citation will be assigned a new bibkey, but you must change at least one of the key fields before saving the new citation. 

VIEW/EDIT CITATION
From the main menu, “View/Edit Citation” allows you to look at or edit the details of a particular citation. Select the bibkey and click “View/Edit Citation”.  
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The citation window for that workform will then be displayed, as shown on the next page.

If the citation is from a download, the “Edit Citation” and “Delete Citation” will be disabled, as shown below. Any citation may be duplicated (copied to a new citation with a new bibkey) by clicking “Duplicate Citation”, but key fields must be changed on the new (duplicate) citation before it can be saved. 
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From this window you can select a different citation in the top left corner, or step through all the citations in the defined subset using the arrow keys in the bottom left corner. The subset you will be stepping through is defined by clicking on the radio button for “All Citations”, “All Marked” or “Results Only”.  

In the example above, only the results of the latest search will be displayed when moving forward or backward with the arrow keys, and only that subset will be in the “Select Bibkey” list.

In the example below, the “All Citations” radio button is selected at the bottom of the window, so the “Select Bibkey” list will contain every bibkey in the database. Note that for each bibkey in the list, the workform type is given, followed by “Marked” or “Unmarked” depending on whether you have marked that citation, and then “Match” if that citation was returned as a result of the latest search, or “No Match” if it wasn’t.
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Note also that the citation being viewed can be marked by checking the box at the bottom right corner. Citations can also be marked individually or in bulk from the search results window.

REPORTS

The “Reports” window allows you to select from six reports or three downloads.  You can prepare a report on all the search results or just the ones you marked.

[image: image40.png]NatureBib Main Menu

Natural Resource Bibliography Database

Search | AddCitation | ViewEdit | Reports | LinkFile About

& NPS Monitoring Peport € CBE Style Report € ANCS+ Download
€ Custom Report € Chicaga Style Repart ¢ ASCll Download
€ USGS Report € MLAStyle Report € NLP Download

€ Search Pesuts
Marked Citafions Preview Search Resuts | NewSearch |

Exit





The NPS Monitoring Report follows the preferred format of the National Monitoring Program.  This is the only pre-formatted report that supports all workforms.

Custom report allows you to select the criteria for the report.

The USGS, CBE, Chicago Style, and MLA reports follow the styles developed by those organizations.  Not all workforms are supported in each style.  See the glossary at the end of this user’s guide, or NatureBib online help for a list of which reports support which workforms.

The ANCS+ download is new!  Use this to download citation information for import into the ANCS+ reference section which is currently being expanded.  Talk to your ANCS+ contact for further information.  

Use the ASCII download to import the citation information into any format.

The NLP download includes the workforms and fields mapped to the National Library Program’s ProCite application.  This avoids duplicate data entry between the programs.

Click on the “Preview” button to move to the next step. 

If you have selected “Marked Citations” for your report and you haven’t marked any citations in the database, the window shown below will pop-up as a reminder.
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If this is a mistake, click “Cancel” then click “New Search” or “Search Results” button to locate and mark the desired citations.

If you have selected “Search Results” for your report and the latest search returned all citations in the database, you will get a pop-up window like the one shown below. 
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The header of the Monitoring Report window is shown below.  Note on the left you can make sure that the correct number of citations will appear in this report.  On the right is a button to display the RTF file that is saved as “C:\temp\BibCitations.rtf” when the report opens.  Your options at this step will vary depending on your Internet browser.
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Running subsequent reports will overwrite the “BibCitations.rtf” file, so be sure to move or rename the file if you want to save a particular report. 

The three download reports (ANCS+, ASCII and NLP) are saved as “C:\temp\BibCitations.txt”. Note that they are text (rather than RTF) files. The button on the download report header is labeled “Display Text file”.
Like the other report types, running subsequent download reports will overwrite “BibCitations.txt” file, so be sure to move or rename the file if you want to save a particular download. 

After closing the reports you can run more searches or select a new activity.

GLOSSARY

REPORTS

CHICAGO STYLE

Chicago Style follows the instructions found in the 15th edition of The Chicago Manual of Style (published 2003). This report will display the following workforms: book, book chapter, conference proceeding, journal, map, published report, thesis/dissertation and unpublished report. The report can be printed directly from the screen or saved as a RTF file.

CBE

CBE follows the instructions found in the 6th edition of Scientific style and format: the CBE manual for authors, editors, and publishers (published 1994). This report will display the following workforms: book, book chapter, conference proceeding, journal and thesis/dissertation. The report can be printed directly from the screen or saved as a RTF file.

CUSTOM REPORT

The custom report allows the user to select the fields from a list. In addition to standard fields like author, title and year, the list includes the bibkey_id number, park codes, keywords, workform type, sensitivity and abstract in a tabular display.

MLA REPORT

The MLA report follows the instructions found in the 6th edition of the MLA Handbook (published 2003). The report can be printed directly from the screen or saved as a RTF file. This report will display the following workforms: book, book chapter, conference proceeding, correspondence, journal, map, published report, thesis/dissertation and unpublished report.

USGS REPORT

USGS follows the instructions found at the USGS website (modified 6/8/04) (http://www.nwrc.usgs.gov/lib/lib_sta.htm). This report will display the following workforms: book, book chapter, conference proceeding, journal, map, published report and thesis/dissertation. The report can be printed directly from the screen or saved as a RTF file.

NPS MONITORING REPORT

The NPS Monitoring Report follows the instructions from the Literature Cited Style document developed by the Inventory and Monitoring program. It is available on the NatureBib Intranet site at http://www1.nrintra.nps.gov/im/nrbib/. This is the only report that will display all workform types. The report can be printed directly from the screen or saved as a RTF file.

DOWNLOADS

ANCS+

The ANCS+ download allows users to easily transfer bibliographic citations into the reference section of ANCS+.  
The following fields will be downloaded for each document type. If the field is listed below, but does not contain any data a set of double quotation marks ("") is provided as a placeholder. To upload the file to another application, please remember to add a set of double quotation marks for any field name not provided here, but required by that application. 

Each workform begins with the workform code and bibkey followed by a string of ancs+ codes separated by "//". This is followed by the author string containing information on each author in the form: "author_seqnum:author_type:FirstName,MiddleName,LastName,suffix,editor" with authors separated by "//" within the string. Each author's first, middle and last names are separated by commas, so if the middle name is missing, the name will appear as "FirstName,,LastName" and if both first and middle are missing (as in a corporate author) it will appear as ",,LastName". The author string is followed by the title string containing each title in the form "title_type:title:edition" with titles also separated with "//", and edition only present for workforms that allow it (Book, Chapter, Journal and Conference). 

BOOK: workform_code, bibkey_id, ancs_plus, author string, title string, publisher, place_pub, pub_year, work_extent, pack_method 

BOOK CHAPTER: workform_code, bibkey_id, ancs_plus, author string, title string, publisher, place_pub, pub_year, work_extent, pack_method, page_range 

PUBLISHED REPORT: workform_code, bibkey_id, ancs_plus, author string, title string, publisher, place_pub, pub_year, work_extent, pack_method, report_id 

JOURNAL ARTICLE: workform_code, bibkey_id, ancs_plus, author string, title string, publisher, place_pub, pub_year, work_extent, pack_method, page_range, volume_id, issue_id 

THESIS/DISSERTATION:workform_code, bibkey_id, ancs_plus, author string, title string, publisher, place_pub, pub_year, work_extent, pack_method 

CONFERENCE PROCEEDINGS: workform_code, bibkey_id, ancs_plus, author string, title string, publisher, place_pub, pub_year, work_extent, pack_method 

ASCII

The ASCII download saves the citations as delimited text file. If the user selects this option a text file with the default name "report.txt" will appear in a pop-up box. Be sure to change the file and directory names. 

The following fields will be downloaded for each document type. If the field is listed below, but does not contain any data a set of double quotation marks ("") is provided as a placeholder. To upload the file to another application, please remember to add a set of double quotation marks for any field name not provided here, but required by that application. 

BOOK: workform type, bibkey, author, title, edition, series title, place of publication, publisher, date of publication, number of pages, packaging method, URL, keywords

BOOK CHAPTER: workform type, bibkey, chapter author, chapter title, page numbers of chapter, book author, book title, edition, series title, place of publication, publisher, date of publication, number of pages, packaging method, URL, keywords

PUBLISHED REPORT: workform type, bibkey, author, title, report ID, TIC ID, series title, place of publication, publisher, date of publication, number of pages, packaging method, URL, keywords

UNPUBLISHED REPORT: workform type, bibkey, author, title, place produced, producer, date of publication, number of pages, packaging method, URL, keywords

JOURNAL ARTICLE: workform type, bibkey, article author, article title, journal title, volume id, issue id, date of publication, pages, URL, keywords

MAP: workform type, bibkey, title, cartographer, series title, place of publication, publisher, date of publication, issue id, map size, reproduction ratio, number of sheets, packaging method, URL, keywords

CONFERENCE PROCEEDINGS: workform type, bibkey, paper author, paper title, pages, proceedings author, proceedings title, series title, date of meeting, place of meeting, place of publication, publisher, date of publication, number of pages of entire proceedings, packaging method, URL, keywords

THESIS/DISSERTATION: workform type, bibkey, author, title, place of publication, publisher, date of publication, number of pages, packaging method, URL, keywords

CORRESPONDENCE: workform type, bibkey, letter author, recipient, date of publication, URL, keywords

OTHER: workform type, bibkey, partial work author, partial work title, pages of partial work, whole work author, whole work title, series title, place of publication, publisher, date of publication, size/length of the work, packaging method, URL, keywords

DATASET: workform type, bibkey, author, title, series title, place of publication, publisher, date of publication, number of items, packaging method, edition, form of data, issue id, time of publication, GIS/non-GIS, URL, keywords

NATIONAL LIBRARY PROGRAM
The National Library Program (NLP) download, developed with the cooperation of the NLP Manager, minimizes data entry of NatureBib references that also fit the scope of collection of the NLP catalog. The download is designed to import into ProCite 5.

Please note that the download only provides data in the ProCite fields utilized by the NLP for the following NatureBib workforms: 
Book; Book Chapter; Journal Article; Published Report; Unpublished Report; Map; Conference Proceeding; Thesis/Dissertation.

The following NatureBib workforms are not available:
Correspondence; Dataset; Other.

Users may have to edit the references after uploading into ProCite to complete the fields required by the NLP where they differ from those used by NatureBib.
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