
15 – Records out 

When you have displayed the records you want to take out, you would want to 

choose how many of those you want to take out. The top screenshot here is of the 

very top of the Results List, so where it says “1 Will the juvenile justice system ever 

learn? How minors with learning” that is the first results of the particular search set 

that is on display (just with the rest of the title cut off). Above this first result is a grey 

menu and on this, to the left, is where you would get to choose of how much you 

want to take out of that particular set of results.  

If you want to take all of them then you would just tick that box “All”, and all of them 

would get selected.  

At the moment, Ovid is able to take out 2,000 at the most in one go. If you have 

more than 2,000 results in a particular search set and you want to take them all 

out, instead of using the “All” option, in the yellow circled area of the grey menu in 

the screenshot, you will see next to that a box with the word “Range” in it. If there 

are more than 2,000 results, in this Range box, you can type in the records that 

you want in chunks. They’ve all got their own number so you would type 1-2000, 

export those and then go back and in the Range box you would type 2001-4000 

and so on, until you had got all of the results out that you needed. 

When you have selected the records you want to take out from that grey menu 

above the results list, above that grey menu are the commands to take records out 

or to keep hold of them in some way. As you can see, you can “Print” them, you can 

“Email” them or you can “Export” them which is the one we will use.  

There is also an option called “+My Projects” which is the personal space you 

may set up for Ovid into which your Search History would have been saved if 

you’d used the “Save All” option there. That puts the steps into your personal 

account in Ovid and this “+My Projects” will do the same for records you have 

selected. 

Even if you do that, I think it is still a good idea to take the records out and have 

them somewhere else, using the “Export” function which is the one circled [in the 

screenshot] of those options in the top screenshot. 

When you choose Export, you will then have some more choices to make. From the 

“Format” choice (and we’re looking at the second screenshot here), by default the 

choice is Word but if you drop down the menu, you will see other ways, or other 

formats, you can take your results out as. They include just text files but they include 

Excel file if you want to do that. As well as those sorts of file formats, you will see 

named reference management products, so things like EndNote, RefMan, RefWorks 

in that list as well. 

Reference management software tools are useful for systematic reviews because 

they let you keep records from different databases in the one place. You have 

them there. You can do deduplication in there, either using the functions that are 



on offer from the reference management software to do it automatically to some 

extent, or you can then, as well perhaps, be able to look at the results all in one 

place and do any manual deduplication which is required. 

They are also helpful because you can mirror your screening process in the folder 

set up you have within a “Library”, if it is EndNote you choose to use. Within one 

set of references you’ve collected. 

If you haven’t looked a reference management product already or if you haven’t 

used one before, it might be worth investigating and having a look to see which one 

you might want to use.  

There is a text heavy slide at the end of this recording, at the end of the full set of 

slides, which includes a link to a comparison table that a colleague, Marshall 

Dozier, has put together. You can use that to see if it helps you make a decision 

about or between the reference management products compared there. Or, you 

might want to just ask around and find out which one colleagues suggest might be 

easy to use from their experiences. 

Mendeley is very common and there’s a free desktop version available that you can 

download. 

EndNote is the one University supplies. It’s on the open access machines, but you 

can also download the desktop version for free for your own use. You have to go 

through the University pages to do that and the links are on that text heavy slide 

which I have mentioned appears towards the end of the full set of slides. 

You don’t have to use reference management software if you don’t want to, but it is 

a useful option.  

If you are going to use it [reference management software], the way to take records 

out of Ovid and put them into whatever product you’ve chosen, is to use the “Export” 

function and to choose from the “Format” options either the named product, but if it’s 

not there, so for example in the Format menu you wouldn’t see Mendeley listed, but 

you will see “RIS”, which is the generic file format for reference management 

software.  

Therefore if, wherever you are, you have got to this kind of point. You’ve got to 

records, you’ve found the function that lets you take them out, the Export function 

(or Download or Save, it might be called), you’ve got to the point where you can 

choose what format you want those records to be exported as, but you can’t see 

your reference management product there, you will usually be able to see RIS as 

an option. Picking that will work with Mendeley or Zotero or EndNote or any of the 

other ones. 

In Ovid, when you have made that selection, you get to choose how much of a 

record you want to get. By default, the option is “Citation” which is not enough. You 

want an abstract if there is one and so the second selection there in the screenshot 

for the “Export Citation” dialogue box, I’ve chosen “Complete Reference”. 



 

If you are putting things into reference management software, choose Export, 

choose RIS (probably) then choose Complete Reference (again probably) and then 

choose the Export button. 

What happens next, depends on your machine or on the browser that you’re using. 

Either you’ll get a dialogue box that lets you put the records directly into whichever 

reference management software product you are using, or it may be that the file is 

saved and you then Import it in or drag it in, however the particular reference 

management tool works. 


