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This document walks through a search for citations in the Web of Science, exporting those citations into an EndNote publication export file, and importing those citations into FEAS.

Selecting Citations

In this walk-through, we start at the FSU library home page:


https://www.lib.fsu.edu/
In the Search window, choose the Databases tab as illustrated below.
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From the Databases tab, select W and then select Web of Science.  
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For the most comprehensive search, select "All Databases".  In this walk-through, a basic search is performed based on the author.  Options are available for more nuanced searches which may involve publication date, DOI, editor, etc.  In addition, options are available to refine the result set returned.  In this case, we were returned a result set of 32 citations and will export all of these.
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Creating an EndNote Export File

Click the Web of Science "Export…" button and select "EndNote Online" from the drop down list.
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You will be prompted to sign in to your EndNote web account.  If you don't have an account, you can register.  From the dialog, select the records to export and click Export.
From the Web of Science menu bar, click the Tools dropdown menu and select EndNote.  This will open a new tab with EndNote Web as illustrated below.
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By default, the citations are placed in the "unfiled" group.  These citations may be deleted or moved into a group as may be appropriate.  In this walk-through we will leave the citations in Unfiled and select all of them for export.  Click "Format" from the menu bar.  In the dialog, select the source group, the "EndNote Export" style, and the TXT file format.  This is illustrated below.
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When the Save button is clicked a file (exportlist.txt) is generated and should be saved somewhere on your computer.  If desired, the Web of Science and EndNote Web can be closed.

Importing into FEAS

After logging into FEAS, click the Import button from the applicationi home page.

[image: image7.png]Import @ x

Import FSU Sources [l Import Pub. Import ORC





From the dialog, click the "Import Pub File" button.  From the dialog, select the EndNote export type and select the file that was just created.
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At this point, the "Analyze File" button will generate a report regarding the citations.  If any citations are found to already be in the faculty member's citations, then those citations are flagged and excluded from import.  The report will indicate which citations should be imported.  Click the "Import File" button to initiate the import of the citations into FEAS.  The result is illustrated below.
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The report will indicate those citations that were successfully imported and those that were excluded based on duplication or for any other reason.  Citations that are imported by the faculty member will be placed in the "Imported" area.  As such, these citations will not be included in the faculty member's generated CVs or reports.  Click the "Review Imports" button to view the imported citations.
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The citations may be individually edited, deleted, or accepted.  By accepting an imported citation, the citations is checked to ensure that all required fields are provided and that any constraints are met.  If the citation passes the constraint checks, then the citation is moved into the completed section.  Some downloaded citations may fail the constraint check; they will remain in the "Imported" section until they are edited or deleted.

Citations may be checked en-masse by clicking the "Accept All" link.  This will present a dialog with the import results and if any citations did fail the check, it will indicate the nature of the problem.

About Delegates

If the FEAS import is performed by a delegate on behalf of a faculty member, the citations are imported into the "Needs Review" section, rather than the "Imported" section.  The delegate may edit these citations but may not accept them on behalf of the faculty member.
