
16 – Save details of search(es) run 

We have seen how you can take records out of Ovid, in this particular case, and put 

them into something else, be it reference management software or your Excel file or 

however you’ve decided to do that and that very commonly uses the “Export” 

function which, as I’ve said, might be labelled Save or Download, something like 

that. You can also use that function as well as, highlighted in this slide, the “Print” 

function to keep hold of a record of the Search History of the actual search that you 

did. 

We have talked before about how saving the search history and running it again, 

doesn’t do exactly the search you saved at the time. It’s a series of steps, it might be 

exactly the same series of steps you did when you ran the search that you were 

going to run to get the records to start you off on your screening process that ended 

up with you getting the articles you were going to review. But, if you want for your 

Methodology section to have a reminder of which databases you searched, what the 

steps were and what the numbers were which those particular searches got you, at 

the undeduplicated stage and at the deduplicated stage, then you can get that 

record from the “Print” option above the results list or indeed from the “Export” 

function above the results list.  

If you use Print you see what you see here for the “Print Citation List”. Like when 

you export results you get a choice of how much you want to keep. For the purposes 

of this exercise, the actual results themselves don’t matter. What you want is the 

Search History.  

Therefore, you can just keep the citation, the default option, it’s enough for the 

purposes of what you are going to produce. As long as you select the “Search 

History” from the option to “Include”. So in the second screenshot, “Print Citation 

List”, you would choose to leave Citation as its default option. The citation style 

doesn’t matter in this case either, but what you would select is the “Search 

History” so you would tick that. Then, when you go for “Print Preview”, you get the 

screenshot at the bottom and you save that or copy it and you will have it to refer 

back to should you need a reminder of which databases you searched but also so 

you have the search steps you took and the number of records you found.  

You wouldn’t need this for all your working out, unless you wanted to keep it for 

other purposes for your working out. But, what you report is the final end search you 

came up with and the databases you chose to search.  

So you may do, in your scoping search process, searching on more than one 

database and on some of those databases you may decide that you don’t need to 

use them, that the results aren’t relevant or that you have seen them all before. 

Therefore, you may choose a subset of the databases you first thought you were 

going to search and those are the ones you report. You don’t have to talk about all 

the ones you tried out. 



Similarly for any search you come up with, you might have a lot of playing around 

deciding your search terms but when you have decided on them, those are the 

ones you report. That is the search you run, on the database selection you have 

made. So you report the nice neat search that you ended up doing. 

Saving the Search History, either through the print option as we’ve seen on this 

slide, or in the previous side which was about taking results out and putting them 

into reference management software. If you choose the Export function, as we’ve 

seen, the default option is Word. If you keep it as Word and you include the Search 

History, which is a bottom box that you can choose [tick], that would generate a 

Word document that has this information you can see in the screenshot for the print 

preview at the bottom of this slide. You would get that information as a Word 

document. 

So there are ways you can use the database interfaces to help you for reminders, 

for aide memoirs, for when you come to write up. You can keep hold of the actual 

search that you did, both in terms of what you did and what you searched but also 

the records themselves, by using the Export functions and the Print Preview 

functions. 


