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Renaming Cloud Project

Hover mouse to the
project to be
renamed

Open Citavi
application

: Change the color Change the
cllielciols ‘ (Optional) name of the project




Renaming Local Project

Go to
Open Windows This PC>

Explorer Documents>Citavi
6>Citavi User Files

Open Projects

Close Citavi P

Rename the
project folder

Rename the Open the
project file project folder

Open Citavi

Check the
renamed local
project

Open the
renamed local
project

Click Open Go to Local
Project Project tab




Creating Backup of Local Project

Open a . Click Click
) Go to File menu o .
Local project This project Create backup




Archiving Local Project

Open a . Click
. Go to File menu . .
Local project This project

Select where you Click
want it to be saved Archive project

Click Save




Deleting a Cloud Project

Hover mouse to

Open Cilavi project for deletion

Enter project name
to confirm deletion

Click Ok Click Delete Project




Recovering a Deleted Cloud Project

Login to your
AIlIAS email
account

Find deletion Click Recover
confirmation email Project

On the Cloud tab,
click the name of

the recovered . _
project click Open Project

On the welcome
screen, Start Citavi




Deleting Local Project

Go to

o Open Windows This PC>
Close Citavi P Explorer Documents>Citavi

6>Citavi User Files
6>Projects

Remove project Select and delete
name on welcome Open Citavi app the folder with
screen project name




Restoring Project from Backup

Open Windows
Explorer

Rename the project
(Optional)

Go to

This PC>
Documents>Citavi
6>Citavi User Files

6>Backup

Citavi will open the
project with the
word Recovered

Search for the
project to be
restored

Double click on the
project




Using References to Another Project

Open a On the menu bar,
project click References

Click Next.
Select additional
information as
needed.

Click Finish

Click
Copy or move to a
Citavi project

Select from the
options according
to your preference




Importing from Other RMS Program

Open Zotero . Click File . ClickiExport » Select BibTex

app Library

Click File,
Import

Select Another Click Next and
reference select Zotero

management (via BibTeX-
program Export)

Click Next and
Browse My
Library (bibfile)

Click Next and
Add to project




Restoring ltem from Recycle Bin

Click Click

Go to File menu . . .
This project Recycle Bin

Select item to be
restored

Check restoration Click Restore




