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Brief Description

Scholar's Aid keeps bibliographical data and notes together, for the very good reason that scholars always need to keep their notes linked to the sources from which those notes were made. Indeed, in academic writing, scholars constantly support their argument by reference to the sources on which they have worked. Thus, in directly quoting from one of these sources, or in making reference to another’s ideas, rigorous academic scholarship demands accurate and detailed citation of those original sources. Scholar's Aid automates this process in a manner that is entirely without precedent. Provided the original notes were written in the Notes module of Scholar's Aid, by selecting text and clicking one of the transfer buttons, the program transfers the selected text into the word-processed document and, at exactly the same time, inserts an appropriate citation into the document in a form (footnote, short footnote, endnote, short endnote and parenthetical reference) determined by the user. The program even includes the correct page number in the citation that it creates within the word-processed document. Scholar's Aid surely is the Reference Processor™.

The function of the Library module is to store and organize bibliographical data drawn from a wide range of sources (books, articles, Internet websites, etc.), and to use this information to be linked to the notes in the Notes module and to generate the most common forms of references (full and short footnotes, full and short parenthetical references, bibliographical entries and reference list items). These references can then be transferred automatically to documents loaded in a word processor by issuing a simple menu command or by clicking a button. The format of the resulting reference can conform to one of the standard styles supplied with the package (Chicago and APA), or to a style designed by users to meet their own specific requirements.

Users can import external references because Scholar’s Aid 4AE is compliant with Z39.50 protocol. Users can use any of the more than 100 server definitions that are provided with the program or add extras. Also, users can import data from an Endnote® exported text file as well as accessing data like styles, libraries, and records in any other application.

The User Manager feature of Scholar’s Aid 4AE allows users to have independent user interface settings. A user’s data can be stored in different folders. 

User Interface

Toolbar

The Toolbar is a collection of speed buttons that perform the most frequently used functions, such as adding a new record. (Equivalent menu and keyboard commands are shown in brackets.)
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Buttons

•
Record: Toggles between the Catalog Window (in which all records are displayed), and a split window, in which the detailed entry for the highlighted record is displayed below the Catalog Window. (Window|Library Record; Shift-F9)

•
Back: Locates the previously viewed record. It acts in the same way as the Back button of a web browser. (Navigate|Backward; Shift-F2)

•
Forward: Locates the next viewed record. It acts in the same way as the Forward button of a web browser. (Navigate|Forward; Shift-F3)

•
Add: Adds a new record of the same source type as the last viewed record. (Record|Add; F5)

•
Delete: Deletes selected record(s). (Record|Delete; F6)

•
Update: Updates the current edited record. (Record|Update; F7)

•
Cancel: Cancels editing and restores the original contents of the record. (Record|Cancel; F8)

•
Search: Opens and closes the Search Pane in which search criteria can be entered. (Record|Search; Ctrl-F)

•
Print: Prints records in the format you set in the Page Setup dialog box. (File|Print; Ctrl-P) See File Management|Print Page Setup.

•
Full: Inserts a full citation in your document. (Transfer|FullCitation; Ctrl-F9)

•
Short: Inserts a short citation in your document. (Transfer|ShortCitation; Ctrl-F10)

•
Word / WP/ WordPro: Activates the word processing program that is specified in the Word Processor setting under the Transfer tab of Preferences on the File Menu. (Window|Word Processor; F12)

•
Pref.: Opens the Preferences dialog box in which options and settings can be selected. (File|Preferences)

•
Backup: Backs up all the database and configurations in a single file. There is an option that allows you to backup the Library and Notes data together. (Tools|Backup data; Ctrl-Alt-S)

•
Restore: Restores a backup file. (Tools|Restore data; Ctrl-Alt-O)

•
Save: Saves the open Notes data file and makes an additional backup file [with the extension .N3B]. (File|Save; Ctrl-S)

•
Open: Opens a Notes data file. (File|Open; Ctrl-O)

•
Biblio: Inserts into your word-processed document an entry in a bibliography appropriate to the source of the selected note. (Transfer|Bibliography)

•
Ref. List: Inserts into your word-processed document an entry in a reference list appropriate to the source of the selected note. (Transfer|Reference list)

•
F&C: Opens the Fonts and Colors dialog box in which you can select component fonts and colors. (Tools|Component font and color)

•
ChrAid: Opens the Character Aid dialog box that allows you to insert special characters in your text. (Tools|Insert special character)

•
On Top: Makes the Notes module stay on top of all other windows all the time, even when another application is activated. This is useful when you want to frequently access the data while you are writing in your word processor. (Window|Stay on top)

•
Notes: Opens the Notes module. (Window|Notes; F10)

Remarks

•
You can customize the appearance of the toolbar and reorganize the buttons using the Toolbar Editor(Editors|Toolbar Editor). See Editors|The Toolbar Editor.

•
The Add button updates the current record and makes a new blank record so that you can enter new data. Thus, you do not have to click the Update button if you are adding a new record.

•
Clicking the Cancel button while you are entering a new record deletes the existing record if it has not already been updated.

•
To transfer other reference types (e.g., a bibliographical entry), use the Transfer menu.

•
To deactivate a search and close the Search Pane, click the Search button again.

Related Topic

•
Editors | The Toolbar Editor
•
File Management | Print Page Setup

Menu

(The equivalent toolbar speed button and keyboard commands are shown in brackets.)

File

•
New: Prepares a new Library file.

•
Open: Opens a Library file from your Scholar’s Aid library work folder. (Open button; Ctrl-O)

•
Save: Saves the open Library file in your Scholar’s Aid library work folder and makes an additional backup file [with the extension .L3B]. (Save button; Ctrl-S)

•
Save as: Saves the open file as a file by another name only.  Not to be used to back up a file.

•
Import from: Opens the Import dialog box.

•
Export to: Opens the Export dialog box and allows you to export data in different formats.

•
Page setup: Opens the Page Setup Window. (Ctrl-G)

•
Print: Opens the Print dialog box. (Print button; Ctrl-P)

•
Change user allows you to change the user of the program. Each user can have their own unique settings such as toolbars and captions.

•
Information: Opens the File Property Window.

•
Preferences: Opens the Preferences Window from which you can set your options. 

· General on this tab you can check the Open Edit Window box. This will open the Add Record window if you want to do an external search. Leave the box unchecked to enter data without online access.

· Library tab allows you to choose the default style and fonts and colors.

· Transfer allows you to select the positioning of your references at the cursor or the end of your document.

•
Close Library: Closes the Library Window. Visible only when the Notes module is running.

•
Exit Scholar's Aid: Exits Scholar's Aid.

Record

•
Add: Adds a new record of the same source type as the last viewed record. (Add button; F5)

•
Delete: Deletes selected record(s). (Delete button; F6)

•
Update: Updates the current edited record. (Update button; F7)

•
Cancel: Cancels editing and restores the original contents. (Cancel button; F8)

•
Select All: Selects all records in the Catalog Window. (Ctrl-A)

•
Search: Opens the Search Pane in which search criteria can be entered. (Search button; Ctrl-F)

Navigate

•
Backward: Goes to the previously viewed record. (Back button; Shift-F2)

•
Forward: Goes to the next viewed record. (Forward button; Shift-F3)

•
Last updated: Goes to the last updated record. (Last Update button in the Record Window; F4)

•
First: Goes to the first record. (Ctrl-F2)

•
Previous: Goes to the previous record. (Previous button in the Record Window; F2)

•
Next: Goes to the next record. (Next button in the Record Window; F3)

•
Last: Goes to the last record in the Catalog Window. (Ctrl-F3)

•
Collapse all: Collapses all the sub-divisions of the main categories in the Catalog FilterTree. (Collapse button in the FilterTree; Ctrl-Alt-Up)

•
Expand all: Expands all the categories and their sub-divisions in the Catalog FilterTree. (Ctrl-Alt-Down)

•
All records: Displays all records. (All Records button in the FilterTree; Ctrl-Alt-A)

•
Recent used records: Displays records that have been used in the present Scholar's Aid session. (Ctrl-Alt-R)

•
Queries: Displays the results of all the queries made using the Search function. Clicking on a particular query reveals all the records that match the criteria that were specified in the original search. (Queries button in the FilterTree; Ctrl-Alt-Q)

•
Favorite source types: Displays the most frequently used source types so that you can select the required source type more easily than by selecting it in Source types. (Ctrl-Alt-V)

•
Source types: Displays all the different types of source, showing the sub-divisions within each type. Clicking on a source type (or any of its sub-divisions), displays all the records of that particular type. (Source Types button in the FilterTree; Ctrl-Alt-T)

•
Scholar's Aid 3s type: Displays all the data that was originated in Scholar's Aid 3s and that were imported from bibliography and reference list files. (Scholar's Aid 3s type button in the FilterTree; Ctrl-Alt-3)

•
Keywords: Displays all the keywords, together with the sub-keywords within each keyword. Clicking on a keyword (or any of its sub-keywords) displays all the sources that include this particular keyword. (Keywords button in the FilterTree; Ctrl-Alt-K)

•
Locations: Displays all source locations. Clicking on a location (or any of its sub-locations) displays all the sources that can be found in that location. (Location button in the FilterTree; Ctrl-Alt-C)

•
Deleted records: Displays all deleted records. Deleted records can be restored by using the "Restore" popup command. (DeletedRecords button in the FilterTree; Ctrl-Alt-D)

Transfer

•
Full citation: Inserts a full citation in your document. (Full button; Ctrl-F9)

•
Short citation: Inserts a short citation in your document. (Short button; Ctrl-F10)

•
Bibliography: Inserts a bibliographical entry in your document or copies it to the clipboard.

•
Reference list: Inserts a reference list item in your document or copies it to the clipboard.

· To Clipboard will open a sub menu with transfer options.

· To Word processor will open a sub menu with transfer options.

Tools

•
Component font and color: Opens the Font&Color dialog box. To change the background color, click the right mouse button on the chosen color in the color palette; to change the font color, click the left mouse button on the chosen color in the color palette; to change the font face, select a font; to change the font style (underline, italic or bold) use the Styles check boxes. (F&C button)

•
Insert special character: Opens the CharacterViewer dialog box. Click the Insert button (or double-click on the character) to insert the selected character at the point where the cursor [caret] is currently located. (CharAid button)

•
Spell checking dictionary: Opens the Spell Checking Dictionary List dialog box. You can add as many dictionaries as you need including custom dictionaries. See Utilities|Using Spell Checker.

•
Backup data: Backs up all the Library data, style files, and configuration files that Scholar's Aid uses in a backup file compressed. (Backup button)

•
Restore data: Restores all the data in a backup file. (Restore button)

•
Pack database: "Cleans" the database and refreshes all Library data files.

•
Find duplicate records: Finds all duplicate records and collects them in the _SameRecords_ file. After deleting unnecessary records, pack the database to remove all deleted records from the database.

•
Update via the Internet: Activates the Scholar's Aid UpdateCenter which allows you to update the program quickly and easily via an Internet connection.

•
Register: Activates the built-in registration program. You can print out the form or send the data via the Internet from the program. Quick Registration via the Internet is available for registered users. After you receive your registration number, enter the number by selecting the Registration number menu.

Editors

•
Style Editor: Opens the Style Editor in which you can edit a style.

•
Template Editor: Opens the Template Editor in which you can make input or output templates.

•
Input Aid List Editor: Opens the Input Aid Editor in which you can edit the Input Aid lists.

•
Caption Editor: Opens the Caption Editor in which you can edit captions.

•
Query Editor: Opens the Query Editor in which you can edit queries.

•
Favorite Type Editor: Opens the Favorite Type Editor in which you can select favorite source types for easier access.

•
Keyword Editor: Opens the Keyword Editor in which you can add or delete keywords, or their sub-keywords.

•
Location Editor: Opens the Location Editor in which you can add or delete locations, or their sub-locations.

•
Icon Editor: Opens the Icon Editor in which you can customize the source type icons.

•
Toolbar & Menus Editor: Opens the Toolbar & Menu Editor in which you can customize the toolbar, captions and pop up menus. 

Data Providers

· Z39.50 Retriever opens the Retriever window in the background with the Select Library window open.

· EndNote Importer  opens the  Select Text File window for you to select an EndNote data file that you want to import into Scholar’s Aid.
· XML File opens the Select SA XML file window for you to select an XML file that you want to import into Scholar’s Aid.
Window

•
Library Catalog: Opens or closes the Catalog Window. (Catalog button; F9)

•
Library Record: Opens or closes the Record Window. (Record button; Shift-F9)

•
Record References: Opens or closes the Reference Pane within in the Record Window. (Ref button in the Record Window; Ctrl-R)

•
Record Information: Opens or closes the Information Pane within the Record Window. (Info button in the Record Window; Ctrl-I)

•
Notes: Activates the Notes module. [Only when the Notes module is installed.] (F10)

•
Word processor: Activates the word processor specified in Preferences on the File Menu. (Word Processor button; F12)

•
Stay on top: Makes the Library module stay on top of other windows even though it is deactivated.

Help

· Help contents opens the Help topics window.

· Quick Start provides a quick access to the tutorials to help you make a quick start in Scholar’s Aid.

· For reviewers provides information about Scholar’s Aid.

· Scholar’s Aid Web Sites a quick link to Scholars’ Aid on the Internet.

· Bug and Suggestion Report for you to keep in touch with Scholar’s Aid in the unlikely event of finding a bug or if you have suggestion use this online form.

Splitters

A splitter is normally a narrow panel that resides between two panes or windows, enabling the user to adjust the size of each pane or window relative to the other. When the cursor rests on a splitter, it changes into a splitter cursor [[image: image5.png]


], distinguished by two vertical lines split by a horizontal line with an arrow at either end. By holding down the left mouse button with the splitter cursor activated, you can move the splitter cursor up or down, or left or right, thereby increasing or decreasing the size of one window or pane relative to the other.

There are three splitters in the Scholar's Aid 4AE Library window: 1) between the Catalog filter tree and the Record window or the Catalog window; 2) between the Catalog window and the Record window; 3) and between the Source pane and the Reference pane or the Information pane (these three splitters are circled in the picture below).


[image: image6.wmf]
Scholar's Aid always remembers the size of the windows that are made by the splitter.

Catalog Filter Tree
Below the toolbar, the main display is divided into two windows – the narrow window on the left-hand side is the Catalog FilterTree. At the top of this window is a panel with eight small icons, each of which controls the way in which your data is displayed in the large window to the right of the Catalog FilterTree. 
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Icons and Filters

•
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 Collapse all: Collapses all the sub-divisions of the main filters in the Catalog FilterTree.

•
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 All records: displays all records except those that have been deleted. (Ctrl-Alt-A)

•
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 Recent used records: displays records that have been used in the present Scholar's Aid session. (Ctrl-Alt-R)

•
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 Queries: displays the results of all the queries made using the Search function. Clicking on a particular query reveals all the records that match the criteria that were specified in the original search. (Ctrl-Alt-Q)

•
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 Favorite types: displays the source types that you use most frequently so that you can select the required source type more easily than by selecting it from the complete listing in Source types. (Ctrl-Alt-V)

•
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 Source types: displays all source types. Selecting a particular source type displays only those records that match that source type. (Ctrl-Alt-T)

•
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 Scholar's Aid 3s type Displays all the data that was originated in Scholar's Aid 3s and that were imported from bibliography and reference list files. (Ctrl-Alt-3)

•
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 Keywords: displays all subject keywords. Selecting a particular keyword displays only those records that contain that keyword. (Ctrl-Alt-K)

•
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 Locations: displays all the locations in which sources can be found. Selecting a particular source displays only the records of those sources that can be found in that particular location. (Ctrl-Alt-C)

•
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 Deleted records: displays all deleted records. You can restore them by selecting the Restore popup menu. (Ctrl-Alt-D)
Remarks

•
Catalog Filter Tree’s ability to identify sources by reference to particular keywords and/or locations is entirely dependent on the data in the keyword and/or location field of each record. Thus if you do not enter a keyword and/or a location for a particular source, that source will not be displayed when you click on an item in either Keywords or Locations.

Popup menus

These menus are activated by clicking the right mouse button.
•
Edit sub-items: This menu is only enabled when sub-divisions within a main category can be edited (e.g., Keywords).

•
Import source data: This menu is only enabled when a source type is selected. All available import filters for itemized data are listed.

Related topic

•
Record Management | Searching Records - Using Criteria
•
Editors | The Query Editor
Catalog Window
This is the large window to the right of the Catalog FilterTree in which all the records that have been selected in the Catalog FilterTree are displayed. Within this window, records can be searched, selected and deleted.
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•
Caption: You can customize the elements of information that are displayed for each record using the Caption Editor. If the Caption Editor is not used, information is displayed in the three columns used by All Records, namely Author, Year and Title.

•
The icon relating to each record represents the source type of that record.

•
Double clicking on a particular record opens the Record Window in which the bibliographical data for that record is displayed.

•
Typing a letter or a combination of letters in the Catalog Window locates the first item that starts with that letter or combination of letters.

•
You can select two or more items using the CTRL or SHIFT key.

•
Sorting: When you click on the column heading (in the title bar at the top of the Catalog Window), Scholar's Aid sorts the records in ascending or descending order. The default setting is ascending order in the first column.

Popup menus

These menus are activated by clicking the right mouse button.

•
Delete: Deletes selected record(s). Deleted records are moved to Deleted records. If you then delete a deleted record, it will be permanently deleted.

•
Restore: Restores selected record(s). Only available in Deleted records.

•
Select All: Selects all records in the Catalog Window.

•
Update Link: Establishes a new link between the selected record and the current note in the Notes module. When such a link is established, copying the text from a note into your word-processed document automatically generates the appropriate citation within your document. 

•
Make Note in: Lists all available Notes files. Selecting one of the files creates a blank note in the Notes file, which is then linked automatically to the selected source. 

•
Show Notes in: Lists all the available Notes files. Selecting one of the files displays all the notes that are linked to the selected source.

•
Update Source in: Lists all the available Notes files. Selecting one of the files updates the source in the Notes file. Use it if you modified the data in a particular source after establishing the link between that source and Notes.

•
Edit Caption: Activates the Caption Editor.

Remark

•
The Update Link, Make Note in, Show Notes in, and Update source in popup menus are only enabled when the Notes module is installed.

Related Topic

•
Editors | The Caption Editor

Record Window
This window displays bibliographical data, references, and other information for the selected item displayed in the Catalog Window.
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Buttons
•
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 Anchor (Change source type): Allows you to change the source type, without change the data in the record. See Record Management|Changing source types.

•
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 Copy Record: When you press this icon, all the data in the existing record is copied to a new record. You can then edit that record and, when you are happy with the result, click the Update button. The new record will appear in the Catalog Window. 


Note: This facility does not work with Scholar's Aid 3s records; if you want to use it with a Scholar's Aid 3s record, you must first convert the record to Scholar's Aid 4AE Library record by changing the source type (See Record Management|Changing source types). Once this has been done, you can use the Copy Record button.

•
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 Source: Displays the bibliographical data of the selected record.

•
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 Reference: Displays the references generated from the selected record: Footnote, Short Footnote, Bibliography, Parenthetical Reference, Short Parenthetical Reference and Reference List.

•
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 Information: Displays other information generated from the record: keywords, source type, abstract, description, call number, ISBN number, source location, date the source was obtained, place the source was obtained and reading status.

•
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 AutoConvert: Generates references automatically while you are typing in the Source Pane. 

•
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 Input Aid: Speeds up the input of data by attempting to complete words as you type.
•
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 Previous: Takes you to the previous record.

•
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 Next: Takes you to the next record.

•
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 Last Update: Takes you to the last updated record.

•
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 Capital: Capitalizes titles in the references (e.g., footnote, bibliographical entry), according to the specified style settings (e.g., Chicago, APA).

•
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 Title: Marks the words of a title that is located within a given field. (e.g., "Distance and presence in Augustine's Confessions").

•

•
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 SpellCheck: Checks the spelling in the pane within the Record Window in which you are working (i.e., the pane in which the cursor is located). 

· Font combination box: Allows you to change the font face of selected text. This function is useful for multi-lingual references.

· Character Set box:  Allows you to choose the character set for selected text.

•
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 Internet: Activates the web browser and goes to the selected URL. This button appears only when there is a URL in your data.

Popup menus

Have your cursor in the field that you want to update. Clicking the right mouse button activates these menus. 

•
Undo: Undo the last act of editing. (Ctrl-Z)
•
Cut: Cuts the selected text and copies it into the clipboard. (Ctrl-X)

•
Copy: Copies the selected text into the clipboard. (Ctrl-C)

•
Paste: Pastes the text in the clipboard at the location of the cursor [caret]. (Ctrl-V)

•
Delete: Deletes the selected text. (Del)

•
Select All: Selects all the text in one of the fields listed down the left hand side of the window (author, title etc.). You can also select all the text in a field by clicking the space between the label and the text.

· Insert link to file left click on this and it will open a dialog box from where you can select the file.  Just locate your file and select it. Click on open and the file name and location is hyperlinked into the file.  

· Insert link to web. Left click on this and it will open a dialog box from where you can enter the URL or open your Internet browser. If you go to the Internet page, just click back into Scholar’s Aid and the link will be inserted in the box automatically. If your browser does not automatically insert the link you can copy and paste the link into the field.
Remarks

•
Clicking the label of a field or pressing the ESC key brings up Input Aid, enabling you to insert a selected item into the field.

Related topic

•
Adding new records

Add Record Window

The Add Record window will only appear if you have selected and checked the “Open Edit Window when Add record” box in File/Preferences/General. This window will allow you to enter data the same as explained in Record Window section.  You can also lookup data provided you are online. 

By entering data into a field you can make an online search on that field. When your search returns the required item, double click on it to select it then click ok and all the available reference information is automatically inserted into your record. 

If your search returns more than one item of interest to you, select the items you want then click OK. They are automatically inserted into your chosen source type, complete with all of the available reference data.

Search Pane

Search Pane opens when you click the Search button or issue the Record|Search menu command and it can be found between the toolbar and the Catalog Window. It enables you both to determine the criteria used for your search and to control the way in which that search is executed.
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Related Topic

•
Editors | The Query Editor

File Tab
In the bottom of the Scholar's Aid window, immediately below the Catalog File Tree, you will see a tab for each available file. Clicking on the relevant tab opens the file, a quicker way of opening it than selecting Open on the File Menu. In addition, selected records may be copied to other files by dragging and dropping them on to the appropriate File Tab. Once again this is easier and quicker than using Export to on the File Menu. 
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Popup menus
By clicking the right mouse button on a File Tab, you can access several functions:

•
Delete the file: Deletes a file from the hard disk.

•
Remove from File Tab: Prevents the file from being displayed on the File Tab; the file itself remains on the hard disk.

•
Rename the file: Allows you to rename a file.

•
File Property: Opens the File Property dialog box. Not only does this box display information about the file (the number of records and the style that is in use), it also allows you to protect the properties of the file through the use of a password. Most important of all, this dialog enables you to change the style that is applied to all the records in the file. 

•
Refresh: Refreshes the tabs so that all Scholar's Aid 4AE Library files are displayed on the File Tab.

Remark

•
Tabs should appear below the Record Window. If they appear above the records, you should update the file "COMCTL32.DLL" in the "Windows\System" directory. The version should be at least 4.70. If it is not, visit http://www.microsoft.com/msdownload/ieplatform/ie/comctrl.asp and download 401comupd.exe.

StatusBar
The StatusBar is at the bottom of the Scholar's Aid window. It displays the record number, the task status, the time stamp, the source type, and the query criteria.
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Panes

•
Record number: "58 : 38", for example, shows that there are 58 records in the Catalog Window, and the current record is the 38th record.

•
Task status: This pane displays one of the following tasks: Browsing, editing, and adding. Browsing is displayed when reading data in any of the windows. Editing is displayed when the data in the Record Window is being edited. Adding is displayed when a new record is being added. 


Note: Whenever a new record is created or an existing record is modified, the Update button must be clicked to ensure that the new or modified data is saved. Once the Update button is clicked, the task status returns to Browsing.

•
Time stamp: The time stamp is updated when a record is updated. Thus, the time displayed is the time when the record was last updated.

•
Source type: Displays the source type of the record.

•
Record: The program’s internal reference (i.e., source ID) for the record is displayed in the final pane of the Status Bar. When a search is in progress or when a query is selected in the Catalog File Tree, this pane changes to display the Search criteria. 
Shortcut Keys
File | New
Ctrl-O

File | Save
Ctrl-S

File | PageSetup
Ctrl-G

File | Print
Ctrl-P

Record | Add
F5

Record | Delete
F6

Record | Update
F7

Record | Cancel
F8

Record | Select All
Ctrl-A

Record | Search
Ctrl-F

Navigate | Backward
Shift-F2

Navigate | Forward
Shift-F3

Navigate | First
Ctrl-F2

Navigate | Previous
F2

Navigate | Next
F3

Navigate | Last
Ctrl-F3

Navigate | LastUpdate
F4

Navigate | Collapse all
Crtl-Alt-Up

Navigate | Expand all
Ctrl-Alt-Down

Navigate | All records
Ctrl-Alt-A

Navigate | Recent used records
Ctrl-Alt-R

Navigate | Queries
Ctrl-Alt-Q

Navigate | Favorite source types
Ctrl-Alt-V

Navigate | Source types
Ctrl-Alt-T

Navigate | Scholar's Aid 3s type
Ctrl-Alt-3

Navigate | Subject keywords
Ctrl-Alt-K

Navigate | Locations
Ctrl-Alt-C

Navigate | Deleted records
Ctrl-Alt-D

Transfer | Full citation
Ctrl-F9

Transfer | Short citation
Ctrl-F10

Tools | Backup data
Ctrl-Alt-S

Tools | Restore data
Ctrl-Alt-O

Window | Library Catalog
F9

Window | Library Record
Shift-F9

Window | Record Reference
Ctrl-R

Window | Record Information
Ctrl-I

Window | Notes
F10

Window | Word Processor
F12

EditUndo
Ctrl-Z

EditCut
Ctrl-X

EditCopy
Ctrl-C

EditPaste
Ctrl-V

EditDelete
Delete

Input Aid
ESC

Help
F1

Setting the size of the Library window and its location

Scholar's Aid "remembers" the position and the window size when you close the program. Thus, whenever you open the program in future, it will open at that same location and with the same size.

•
To change the size of the Scholar's Aid window, place the cursor (mouse pointer) over the bottom right-hand corner. When the cursor changes into a short diagonal line with small arrows at both ends, drag the corner (by holding down the left mouse button) to the size you want; when it has reached the required size, release the left mouse button. You can size by dragging any of the four borders, too.

•
To move the window, move the cursor over the caption where the title "Scholar's Aid - Library" is displayed. Drag the caption (by holding down the left mouse button) to where you want the window to be.

•
To maximize the window, click the Maximize button (the square icon in the extreme top right-hand corner of every Windows program). This setting will also be retained when you close the program.

Quick start

Overview

The following tutorials assume that you have never used the program before, and they therefore explain everything in some detail. They will each take about five minutes to complete. As you work your way through each tutorial, be careful to follow each of the specified tasks precisely – in this way you will learn how to use Scholar's Aid quickly and effectively.

Note: Use the Sample file that is based on the Chicago style for this tutorial – click on the ‘Sample’ tab in the bottom left-hand corner of the Scholars’ Aid window.

Tutorial 1: Entering a new source in a new data file
The basic principles of data entry, together with an introduction to other useful features.

Tutorial 2: Entering a new source in a new data file
Learn how to add entries from Z39.50 servers without typing all data.

Tutorial 3: Adding entries from Z39.50 library servers
Learn how to import data from an existing database, thereby saving time and effort.

Tutorial 4: Backing up data
Learn how to back up your data and how to copy it to another computer.

Tutorial 5: Working with your word processor
Find a source and create a footnote for that source in your document with just one click.

As a postscript to this section, there is additional advice for Professors on how to distribute syllabus bibliographies to their students.

Tutorial 1: Entering a new source in a new data file

The basic principles of data entry, together with an introduction to other useful features.

Scenario

You have just installed Scholar's Aid and you want to enter a book in a new data file.

Steps

· First, ensure that the edit window option is closed by selecting File/Preferences on the main toolbar.  Make sure that the small white box next to Open edit window on the bottom of the General tab is clear. If it has a ✔ clear it by clicking the box with the left mouse button. 

· Next, while you are still in the Preferences window, make sure that you have selected your word processor as the place to where you will transfer your referencing data.  Click on the Transfer tab, and select Word processor under the Transfer To option. Only use the Clip board option if you want to copy your data to your clip board for use with another application. Click on OK to return to the Library window. 

· To make a new file, select the File|New menu.

•
To save it with its own unique name, select the File|Save As menu. This opens a dialog box in which you can enter a filename: for this tutorial, name it "test". Thus type test in the white box immediately to the right of the words ‘File name’ and click Save. You have now made a new Scholar's Aid Library file – the existence of this new file is indicated by the new FileTab labeled ‘test’ in the list of tabs in the bottom of the window.

•
To enter the book, you first need to decide which kind of source it is. Let's say the book is For the Common Good written by Herman E. Daly and John B. Cobb, Jr. and that it is the second edition of a single volume. 

•
To select the source type, click on Source types in the Catalog FilterTree, the narrow window on the left-hand side of the main display. The display will change to reveal all the different types of source (Books, Articles, Reviews etc.). Double-click on Books (or click on the + sign next to Books), and the display will change again to reveal the different categories into which Books is divided. Double-click on Single volume (or click on the + sign next to Single volume) and the display changes once more to reveal the different categories into which Single volume is divided. Click on Edition/Series to select this as the source type for the record you are creating. You will see "Edition/Series" on the status bar at the bottom of the main Scholar's Aid window (see User Interface|StatusBar for more information) confirming that you have selected this source type for your book. 

•
You are now ready to create a record for the book. Click the Add button on the Toolbar (or press the F5 key) and you will see that the large window on the right-hand side of the display has divided into two panes. The top pane has headings for three columns (Author, Year, Title); the bottom pane is sub-divided vertically – a narrow, left-hand column with a gray background, and a wide right-hand column with a white background. It is in this lower pane that you will enter the data for your book.

•
Entering data
•
In the left-hand column, the fields appropriate to the type of source you selected earlier are listed (Author, Work, Title etc.), and the first of these – Author – is highlighted in blue; the blinking cursor can be found immediately to the right of Author, indicating that you are in the Author field and ready to start entering the data. Type Daly, Herman E.; Cobb, John B., Jr. Type the last name first, followed by a comma, followed by the first name. If there is more than one author, separate the authors by a semi-colon (;).

•
You must now move to the next field, which is labeled “Title”. Press the Enter key or use the down arrow key or click on the Title field with your mouse. As you move from one field to the next, the color of the field label changes, indicating the field in which you are working. (Sometimes, the field label and the field data do not line up – this is only an aesthetic problem and does not affect the data itself.)

•
In the Title field, type For the common good: Redirecting the economy toward community, the environment, and a sustainable future. You do not have to capitalize every word, because Scholar's Aid capitalizes titles according to the settings chosen in the Preferences dialog box. (See File Management|Setting Preferences.)

•
At this point, you might want to see how your data is being converted into the various different forms of reference. Press the Ref (references) button on the top of the Record pane window. When the button is pressed, the pane will subdivide, and a new pane will appear showing the six different forms of references. Make sure the AutoConvert button (the button with a small dot on it) is pressed as this will ensure that the different forms of reference are updated automatically as you type. (Pressing the AutoConvert button again, deactivates this automatic updating). Type 2nd ed. in the Edition field and, as you type, you will see the content of the references change.

•
You can use Input Aid to make it easier to input data. To activate this facility, press the iAid button – as long as it remains pressed, FastInputAid attempts to complete the text as you type. (Pressing the iAid button for a second time deactivates this facility). Move to the Pub_place field, and type Boston slowly. Once you have typed Bo, Input Aid suggests the word Boston – accept the suggestion by pressing the Enter key.
•
Move to the Publisher field and type Beacon Press in the Publisher field. 


Note: If you cannot see the Publisher field, you may need to resize the Record and Reference Panes. To do this, put the cursor on the splitter that divides the two panes, and when the cursor changes into a splitter cursor[[image: image37.png]


], drag the splitter cursor down (by holding down the left mouse button) until all the fields in the record pane are revealed.
•
Move to the Pub_date field and type 1994.

•
You have now entered all the different elements of data that go to make up your record for this particular book, but this does NOT mean that you are finished creating the record. In order to save the record within the Scholar's Aid database, you must click the Update button on the toolbar. Now your new record has been saved and, to confirm this, you will see that it appears in the Catalog Window (on the top right of the main display), under the headings Author, Year and Title. (See User Interface|Catalog Window)

•
One bonus tip: You can copy your new record into another Scholar's Aid file very easily. In the Catalog Window, click on your new record and drag it (by holding down the left mouse button) to the file tab named Sample. On the tab, release the left mouse button and your new record will have been copied to the Sample file. To see if this really happened, click the Sample tab and you will find the new record for Daly’s book displayed in the Author column of the Catalog Window.

Summary


Steps for entering a new source using the Record Window are: 1) Select the source type, 2) Enter the data, and 3) Click the Update button. Easy, isn't it?

Related topic

•
Record Management | Adding New Records

•
Record Management | Changing Source Types
Tutorial 2: Adding entries from Z39.50 library servers
Scholar’s Aid 4AE can perform a search in online servers that support Z39.50 protocol. There are two ways of using this feature. Which way is best for you depends on your task. For this feature to work you must be “online” with an active Internet connection.

Scenario

You want to search online library catalogues to find references by a word, title, author, or other searchable field then import the reference data into your Scholar’s Aid 4 AE database, ready for use with your document.

Steps

· First make sure that you have selected the open edit window option by going to File/ Preferences on the main tool bar.  Left mouse click on the “Open Edit Window box” on the general tab so that a ✔ appears in the small white box. Click OK to return to the edit window.

· Press the +Add button and the “Add Record” window will appear like this example:
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· Select the Settings button and select the online servers that you would like to search.  For this example we will search for publications about referencing. 

· Click on Boston University, then whilst holding down the Shift key click on California State University, then whilst holding down the Ctrl key scroll through the list until you find University of Sydney and click on it.  

· Use the > button to move the selection to the selected libraries window.

· When you are satisfied with your selection click on OK.  You will then return to the Add Record window.

· In the Add Record window left mouse click on the right hand side of Title. 
· Type the word referencing and click on Lookup (F5).

Scholar’s Aid will perform a search in all of the defined servers and retrieved records will be displayed in the Found records window as in this example:
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The Found records window has two parts – in the top window you can see a list of retrieved records and in bottom window you can see the history of sent queries and responses from the servers.  When you double click on a record in the Found records list, you can see from which server the record has been received. 

· Change the source by double clicking the Online/Internet Source type field, then click on Imported sources.
· Select all records by left clicking on the top record then whilst holding down the shift key click on the last record. 

· Click on OK and all of the selected records are transferred to the Library window itemized by the source type that you selected. You may change the source to any type that your desire.
Remark

For information about complex search from Z39.50, see File Management | Importing entries from online library servers.
Tutorial 3: Importing entries from an itemized data file
Learn how to Import data from an existing database, thereby saving time and effort.

Scenario


You have a data file (e.g., MedLine.TXT) from an online data archive. You want to import the data into a Library file. The sample file, MedLine.TXT, is included for this tutorial and contains four items of journal article data.

Steps

•
As always, you have to begin by selecting the source type for the data that you want to import. Thus, click Source types in the Catalog FilterTree, the narrow window on the left-hand side of the main display. The display will change to reveal all the different types of source (Books, Articles, Reviews etc.). Double-click on Periodicals (or click on the + sign next to Periodicals), and the display will change again to reveal the different categories into which Periodicals is divided. Click on Journals to select this as the source type for the records you are importing. 

•
Click the right mouse button on Journals and this will open a popup menu. Select Import source data and this in turn will open a further menu, listing the different kinds of data that can be imported. Click on Import - MedLine (1) and this will open a new dialog box in which you can select the relevant file.

•
Select the data file (MedLine.TXT) and click Open. A message box will appear asking to import the data, click on Yes.  Scholar's Aid converts the data into Journal Article records.

•
Check each new record and, if the new records are not listed correctly make any necessary corrections. When you are happy with each record, click Update to save it in the database, before you move on to check the next record.

Summary


To import itemized data, 1) Select a source type, 2) Select the appropriate import filter [import template], and 3) Select the data file you are importing.

Remark

•
Selecting another record automatically updates the edited record even though you did not click the Update button.

Related topic

•
Editors | The Template Editor

•
File Management | Importing Itemized Data.

Tutorial 4: Backing up data
Learn how to back up your data and how to copy it to another computer.

Scenario

You want to backup your data and/or to use it in both your desktop PC and your notebook computer. 

Steps

•
Insert a blank floppy diskette into the A: drive. Select Tools|Backup data and this will open the Library Backup dialog box. Select drive A: and, before you execute the backup, check the file name (in the panel at the bottom of the dialog box). You can either accept the default file name (shown as the date yymmdd), or type a new file name. Having determined the file name, click Save. If your data is too large to fit on to a single floppy diskette, Scholar's Aid will prompt you to insert the additional diskette(s). Once the data is saved, the floppy disk stops and it can be removed. You now have a backup copy of your data. 

•
If you want to copy this data to a second computer, insert the first backup floppy diskette into the A: drive of the second computer. Open Scholar's Aid and select Tools|Restore data and this will open the Library Restore dialog box. Select drive A: and then select the backup file. Click Open and Scholar's Aid will start to restore the data. If the data was saved on more than one diskette, Scholar's Aid will prompt you to insert the additional diskette(s). 

Remarks

•
It is important to backup your data as frequently as possible. There is always the (remote) possibility that data files can become corrupted and, if you make backups regularly, you avoid the danger of losing any of your valuable data in this way.

•
As an alternative you could use Windows Explorer to copy the files from the Scholar's Aid directories on to a floppy disk. If you use this method, you need to copy the data from all the directories (Library, MainData and SysData) to ensure that you have made copies of all the data and the configuration files (caption, keywords, etc).

Related topic

•
File Management | Distributing Bibliographical Data

•
File Management | Importing data into a Library file

•
Utilities | Backing up data

•
Utilities | Restoring backed-up data

Tutorial 5: Working with your word processor
Find a source and create a footnote for that source in your document with just one click.

Scenario

You are writing an essay. You want to insert a footnote for the book For the common good by Daly, Herman E. and Cobb, John B., Jr. in your document.

Prerequisite

Before you can make use of this feature of Scholar's Aid, you have to ensure that the program is set up to work with your particular word processor. Scholar's Aid can operate with nine major word processors, namely Word 6, 7, 97, 2000, 2002, WordPerfect 6, 7, 8, 9, 10, and WordPro 97, but it needs to know which of these word processors you are using, by making the appropriate choices within Preferences:

Steps

•
Select Preferences on the File menu. This will open the Preferences dialog box. 

•
Select the Transfer tab and a new dialog will open. Check that Transfer to word processor is selected (the white circle next to Transfer will have a black dot within it); if it is not selected, click the white dot next to Word processor (the black dot moves from Clipboard to Word processor). 

•
Select your word processor in the Word Processor box by clicking on the List Down button (the down arrow immediately to the right of the box); this opens a list of all available word processors. Select the word processor you are using.

•
Select the form of citation type in the Citation box by clicking on the List Down button (the down arrow immediately to the right of the box). This opens a list of the three available forms of citation, namely Footnote, Parenthetical Reference, and Endnote. Select the form that you will use most frequently. 

•
Word processor path: if Scholar's Aid cannot launch your word processor when you click the word processor button on the toolbar, specify the correct path in this box. To browse to your word processor, click the Browse button (the yellow folder to the right of white box labeled ‘Word processor path’). This opens the Locate Word Processor dialog in which you can browse through your directories, until you find the one in which your word processor program file is located. Once you have identified the file, highlight it and click Open. This will copy the location into the Word processor path box.

•
In the box next to Multi-citation divider, type the symbol that you wish to use – a semi colon is a common form to use.

•
Click OK to set these preferences.

•
Note:


• If you are using a word processor other than the nine supported by Scholar's Aid you will need to select Transfer to Clipboard. You can then use the Windows Paste command to insert the citation into your document.


• If you are unable to identify the directory in which your word processor program file is located, consult your word processor manual. Alternatively, right-click on the icon from which you launch your word processor and, in the menu that opens, select Properties. In the window that opens you will find the location of the program in the white box labeled ‘Target’. Highlight the full address, right-click on the highlighted address and in the menu that opens click on Copy. Return to the Transfer Window within the Preferences dialog, insert the cursor in the white box labeled ‘Word processor path’, right-click and in the menu that opens, click on Paste. The location of your word processor program file will now appear within the Word processor path box.

Steps for inserting the footnote

One: Finding the book: There are two different ways to find the book, namely by author's name or by one of the words in the title. 

•
To find the book by the author's name, place the cursor within the Catalog Window, the large window to the right of the Catalog File Tree. (If the Catalog Window is not displayed, press the Record button on the toolbar). Once the cursor is within the Catalog Window, click the left mouse-button. If this highlights a record, it does not matter that this is not the right record. Type "D" (you do not have to type the capital letter; just press the D key), the first letter of "Daly", and the first record with an author whose name starts with the letter D will be highlighted. If this is not Daly, type "Daly" and the highlighted record will change to Daly, For the common good.

Note: If there is no such record, Scholar's Aid will locate the record with an author nearest to the name “Daly". 
•
To find the book by one of the words in the title, use the search engine. Press the Search button on the toolbar or type the CTRL-F key (type F while holding down the CTRL key) and this will open the Search Pane with the blinking cursor in the Search box (the white box immediately to the right of the word ‘Search’). Type common in the Search box and press the Enter key or click the New Search button. Scholar's Aid searches for all records that contain the word "common" and Daly’s book, with the title For the common good, will appear in the Catalog Window. Select the book with your mouse.

Two: Inserting the footnote 
•
Open the word-processed document within which you want to insert the footnote, and make sure that the cursor is placed at the point in the text where you want the footnote to appear. Return to Scholar's Aid and, with the record highlighted, click the Full (Full citation) button on the toolbar; Scholar's Aid automatically inserts the footnote into your document. It leaves the cursor in the footnote, in case you need to make any amendments. 

•
If you need to enter subsequent footnotes that refer to the same source, use the Short (Short citation) button rather than the Full button. 

•
If you are using a word processor that Scholar's Aid does not support, transfer the footnote to the clipboard instead. Thus, select the Footnote to item on the Transfer menu, and then click Clipboard. Back in your word processor, use the Paste command to copy the footnote into your document. 

Summary


To make citations in your document, 1) find and select the source(s) and 2) click the Full button for the first citation and the Short button for the subsequent citations of the same source.

Remarks

•
If you always use the Clipboard to transfer references to your document, you should select Clipboard in the Transfer tab in the Preferences dialog box. Then, you do not have to use the Transfer|Footnote to|Clipboard menu; instead, pressing the Full or Short buttons will transfer the reference to the Clipboard. Equally, if you selected Parenthetical reference in the Citation box in Preferences, pressing the Full button will insert a full parenthetical reference; pressing the Short button will insert a short parenthetical reference.

Related topic

•
Working With Your Word Processor | Settings for your word processor 

•
Working With Your Word Processor | Making citations

Advice for Professors on how to distribute syllabus bibliographies to their students
If you want to give your students bibliographical data that supports a particular syllabus, Scholar's Aid makes it very easy to do this. 

There are two steps that you will need to follow, each of which is explained in more detail elsewhere.

Steps

•
Select the sources that you wish to make available to your students. See Record Management|Searching records - using criteria and Record Management|Selecting records.

•
Construct a distributable raw library datafile from the selected sources. See File Management|Distributing bibliographical data.

You will then have a file which can be made available on your website, or be copied to floppy diskettes for distribution.

Note: Contact Doyoung Na at dna@scholarsaid.com for a special offer for your students.

File Management

Making a new Library file
Steps

•
Select the File|New menu.

Description

Scholar's Aid clears the Catalog and sets the file name New# (# is a number.) It automatically saves the unsaved record and closes it, before it opens the new file. The style of the new Library file is the default style that was set in Preferences although this can easily be changed by modifying the File property. 

Related topic

•
File Management | Viewing and setting the file property

•
File Management | Setting Preferences

•
File Management | Exporting Library data

Opening a Library file
Steps

•
Select the File|Open menu 


OR
•
Click a FileTab

Description

When a file is open, unlike database-in-RAM software, Scholar's Aid does not load all the data but indexes it. By this means, Scholar's Aid saves system resources, manages unlimited records, and accesses data very quickly. To open a file more easily, use the FileTab.
Related topic

•
User Interface | FileTab

•
File Management | Opening a Scholar's Aid 3s Library file

•
File Management | Importing data into a Library file

Opening a Scholar's Aid 3s Library file
Steps

•
Select File|Open.
•
Select Scholar's Aid 3s Library files in the Files of type box (at the bottom of the Open Library datafile dialog box).

•
Select a file and click Open.
Description

When Scholar's Aid opens a Scholar's Aid 3s Library file (LID), it converts it into Scholar's Aid 4AE Library file format and renames the file with an L3 extension, while retaining the original filename. Therefore, if you are using "Bibliography.L3," for example, you cannot open "Bibliography.LID." One or other of the files must be renamed. The records converted appear in the Scholar's Aid 3s section of the Source types. They have 3s icons, and the AutoConvert button cannot be used because the Scholar's Aid 3s data structure is totally different from that of Scholar's Aid 4AE. However, you can change a Scholar's Aid 3s Library record into a native Scholar's Aid 4AE Library record by changing the source type. Without changing the source type, it is still possible to do other things with the data such as transferring it to your document or printing it.

Related topic

•
File Management | Opening a Library file

•
Record Management | Changing source types

Saving a Library file
Steps

•
Select File|Save. 


OR

•
Select File|SaveAs to save the open data file under a different name.

Description

Given the way Scholar's Aid works, it is not necessary to use this function very often, because the program itself saves data automatically whenever any changes are made. Thus the program automatically saves the data whenever a record is altered and a different record is selected, or indeed when any other task is performed, including exiting the program. That said, File|Save does perform two important additional functions: it makes a backup of the original file(.L3, Index only), bearing the same name but with an L3B extension, and it makes an Distributable raw Library datafile (real data) bearing the same name with an LR extension.

Remarks

•
To save the open file under a different name, select File|SaveAs and the Save As dialog box opens in which you can give the file a new name. You do not have to enter .L3 extension since Scholar's Aid adds it automatically if it is not there.

•
L3 and L3B files have only indexes, not the data itself. So do NOT copy these files only for backing up. Copy LR files in addition to them because LR files have the real data. When you need to restore the data, import the LR files using the Import from menu. You can use the Backup function instead.

•
If you want to append records to a Library file, use the Export to menu. See File Management|Exporting Library data.

Related topic

•
File Management | Exporting Library data

•
File Management | Distributing bibliographical data

•
Utilities | Backing up data

Importing data into a Library file
Steps

•
Select File|Import from.
•
Select a file type in the Files of type box.

•
Select the file you want to import and click Open. 
If you are importing itemized data (e.g., from an online database),

•
Select a template that matches the data type and click Import. See File Management|Importing itemized data for more information.

If you are importing a Distributable raw Library datafile, 

•
Read the description of the file and click OK or Cancel.
Description

Importing data can save you much time and effort when inputting data, although you may have to modify the data after it has been imported. 

Datafile types you can import

•
Itemized data in plain text format (e.g., online data).

•
A Scholar's Aid distributable raw Library datafile.

•
A Chicago style bibliography file.

•
An APA style reference list file.

•
A Scholar's Aid 3s Library file.

•
A Scholar's Aid 2.5 exported Library file.

Remarks

•
All imported records except Scholar's Aid distributable raw Library datafiles and itemized data files are converted into Scholar's Aid 3s Library records; these records can then be converted into native Scholar's Aid 4AE Library records. This intermediate step is necessary because imported records do not carry information about source types, and only you can determine their source types correctly. 

•
Without changing the source type, it is still possible to do other things with the data such as transferring it to your document or printing it.

Related topic

•
File Management | Importing a bibliography file

•
File Management | Importing itemized data

•
File Management | Importing a tab or comma delimited text data file

•
File Management | Opening a Scholar's Aid 3s Library file

•
File Management | Exporting Library data

•
Record Management | Changing source types

Importing a bibliography file

Steps

•
In your word processor, save the bibliography or reference list as an RTF file.

•
In Scholar's Aid, select File|Import from.
•
Select Chicago style bibliography file or APA style reference list file in the Files of type box according to the style of the original data. 

•
Select the file you want to import and click Open.
Description

If you have bibliographies or reference lists saved as word processor files, you will save considerable time and effort by importing the data in this way because, even if you have to modify the imported data, it is quicker to do this than to enter the data all over again. If the style of the original bibliography or reference list does not exactly match Chicago (author, title, publisher, date) or APA (author, date, title, publisher) style, chose the one which is closest to it. 

Remarks

•
The process of importing the data will work better if you make some simple changes to the original bibliography before you save it as an RTF file. 1) Each item should have full author names whenever possible; thus "------"s that you used for repeated author name(s) should be changed to full author names. 2) Each item must be a single paragraph, with no ¶ ("return") marks within it. 

•
All imported records are converted into Scholar's Aid 3s Library records; these records can then be converted into native Scholar's Aid 4AE Library records. This intermediate step is necessary because imported records do not carry information about source types, and only you can determine their source types correctly.

•
Without changing the source type, it is still possible to do other things with the data such as transferring it to your document or printing it.

Related topic

•
File Management | Importing data into a library file
•
Record Management | Changing source types

Importing itemized data
Steps

•
Select a source type that is appropriate for the data that you are importing; imported data will be converted into records of that source type.

•
Select File|Import from.
•
Select Itemized data in the Files of type box.

•
Select the file you want to import and click Open.
•
In the Importing dialog box that opens, select a template that is appropriate to the data and click OK.
Short-cut

•
Click the right mouse button on a source type that is appropriate for the data that you are importing; imported data will be converted into records of that source type.

•
Select Import source data and, in the popup menu that opens, select a template that is appropriate to the data

•
Select the file you want to import and click Open
Description

Importing templates contain all the information necessary to import data files. They can be created with the Template Editor (See Editors|Template Editor). It is important to use the correct template for the data file that you are importing.

Remark

•
Since imported records are converted into the source type that you selected, the data file you are importing should contain records that are of the same source type.

Related Topic

•
Appendix | Field Codes

Importing a tab or comma delimited text data file

You have a bibliographical data file that has been exported from another application. It is a text file, and each field is separated by a comma or a tab. You want to import the data into Scholar's Aid.

Example data

"author","","title","pub place","publisher","year"

"author1","ed.","title1","pub place1","publisher1",""

"","trans.","title2","","publisher2",""

Steps

•
Select Editors|Template Editor.
•
Click Add in the Settings tab.

•
Type Import - Delimited by comma (from Program_A) in the input box.

•
In the arrangement box, type the following: 


"#N1",||"#W1",||"#T1",||"#UC",||"#U1",||"#Y1"\n||<import>


Note: This arrangement is for the sample data above. Each field is assigned to a Scholar's Aid field code. If your data is in a different form from that described above, you will have to modify the arrangement accordingly.

•
Click the Save button.

•
In Scholar's Aid, select a source type and click the right mouse button on it.

•
Select Import source data | Import - Delimited by comma (from Program_A), the template that you have just made.

•
In the file dialog box, select the data file you want to import and click Open.
Related topic

•
Editors | The Template Editor

•
File Management | Importing itemized data

•
Appendix | Field Codes

Importing entries from online library servers.

Scholar’s Aid 4AE can perform a search in online servers that support Z39.50 protocol. There are 2 ways of using this feature. Which way is best for you depends on your task. For this feature to work you must “online” with an active Internet connection.

Steps

· First make sure that you have selected the open edit window option by going to File/ Preferences on the main tool bar.  Left mouse click on the “Open Edit Window box” on the general tab so that a ✔ appears in the small white box. Click OK to return to the edit window.

· Press the +Add button and the “Add Record” window will appear like this example:
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· Select the Settings button and select the online servers that you would like to search.  Highlight the names of the servers and use the > button to move individual selections to the Add field or the >> button to move all.  To remove records, highlight them then use the < or << button.  When you are satisfied with your selection click on OK.  You will then return to the Add Record window.

· In the Add Record window you can define the search on all of the selected servers. You may search on any of the fields. To do that, type your data in the fields, such as Author, title etc. and then press the “Lookup” button. 

· To stop searching just press the “Stop” button.

· Scholar’s Aid will perform a search in all of the defined servers and retrieved records will be displayed in the Found records window as in this example:
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The Found records window has two parts – in the top window you can see a list of retrieved records and in bottom window you can see the history of sent queries and responses from the servers.  When you click on a record in the Found records list, you can see from which server the record has been received. Double click on the record in this list to move it to the record fields in the Edit record window. You can then change the source type for that record, if you want to by clicking on the source type in the Source Type window. (see changing source type for more information).

· Click on OK and the record is transferred to the Library window as a record itemized by the source type that you selected.

If you need to make a more complex search from one server, you can try another way.

Select “Open Z39.50 Retriever” in the Data Providers menu on the main toolbar. Then select “Library to open”.

A library form will appear as in this example:
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In this window you can make queries and retrieve data. 

To make a search right mouse click on Queries found in the window on the left side of the screen. The query editor box will open as in this example:
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To define a new query select “Add” and the Add window will open. (To edit an existing query, right click on it and select “Edit”).  In the Add window you can make or edit a query by adding and removing a search field such as a name or title etc. You can use the Boolean operators “AND” and “OR”. When you click OK, your query will be saved and you will return to the Z39.50 Retriever window. Left mouse click on the query to highlight it then select Open. 
If you already have defined a query, just select them and press the “Open” button. The records (if any) that match your query will appear in a list. You can then copy them to clipboard, and then paste them into the main library window. Select the records to copy in the list, right mouse click in the list, then select Copy. In the main library window, select Source type, right mouse click on them and select Paste. 

To return to the library window, you can select it in the Data Providers menu as in this example:
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The opened library forms are grouped by Data Providers.
Note: Most of the online servers support only the ‘Like’ condition. The searching capability depends on the host library server, so it may vary. Usually, host servers support searching by author and title. If a host server does not support searching for a selected field, it may treat this field as “any field” or the search may fail. See more in the Z39.50 protocol support chapter below.

Z39.50 protocol support.

Scholar’s Aid has a data provider, which is capable of making a query and then retrieving bibliographical data from online host servers using the Z39.50 protocol. There are more than 100 definitions of available libraries included in Scholar’s Aid 4AE. Of course, users can add new or modify library definitions as required. 

To allow Scholar’s Aid access to a Z39.50 enabled host server, you need to set at least a name or an IP address of the host server, the port number (usually 210) and the library DB name. 

To do that, you need to select “Z3950 Retriever” from the Data Providers menu and click on “Add Library” or “Edit Library” to modify the settings for the particular library.
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In this window you can map the Scholar’s Aid 4AE field to a Z39.50 field number that will be used to perform a search. You can set User and Password, if it is needed to connect to the host server. Data from a host server is returned in the MARC format. Each part of data in that format has a number (tag) and letter (subfield code). See the example in the MARC Field Code window:
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Scholar’s Aid maps this data to 4AE fields. If the host server uses numbers (tags) that are not mapped by default, you can change the mapping. 

If you want more information about MARC format please refer to: http://lcweb.loc.gov/marc/ 

If you want more information about VBScript please refer to: http://www.intranetjournal.com/corner/wrox/progref/vbt/
How to import data from Endnote®
Users who want to import data from EndNote® must follow these rules:

1. Start EndNote® and open Library.

2. Check “Show All” output style as shown in this screen:
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3. Select Records which you want to export and select File->Export.
4. Select “Text file” in file type, choose the folder, enter file name and press the “Save” button.

5. Start Scholar’s Aid 4AE Library and select EndNote Importer from Data Providers.

6. Select the text file that you saved from EndNote® and press the “Open” button.

7. Select the records that you want to import, and copy them to the clipboard by right mouse clicking on them and selecting “Copy”.

8. In the main library window select Source type and right mouse click on them. Select “Paste”.

(EndNote® is a registered trademark of Thomson ISI ResearchSoft)

Exporting Library data
Steps

•
Select File|Export to.
•
Select a file type in the Save as type box.

•
Select a file or name the file you are making.

•
Click Save.
Rich or plain text file formatted by a template:

•
Select a template that formats the output.

•
Select the scope (All, filtered, or selected).

•
Click Export.
Scholar's Aid Distributable raw Library datafile:

•
Do not select a template – that part of the dialog box is grayed out. 

•
Select the scope (All, filtered, or selected).

•
Click Export.
•
Select a license type and fill in the blanks.

•
Click OK.
Description

Exported data is data that has been transformed into a variety of file formats that can be used in other applications. Scholar's Aid exports Library data in four file formats: 

•
Plain text file formatted by an output template. 

•
Rich text file formatted by an output template.

•
Scholar's Aid Library file.

•
Distributable raw Library datafile.

Exporting file formats

•
Plan text file formatted by an output template: a template is an arrangement of a series of fields. The values of those fields are arranged by the template and exported to a file. For example, suppose you want to make a file that contains only authors and titles. Run the Template Editor, and enter #N1, #T1 in the arrangement box. The result looks like "Na, Doyoung, Scholar's Aid User's Manual." See Editors|Template Editor.

•
Rich text file formatted by an output template: The same as a plain text file except it retains all the formatting (underline, font face, color, size etc.).

•
Scholar's Aid Library file: You can export records to an existing Library file or to a new file. In the former case, exported records are appended to the existing Library file; in the latter case, a new Library file is created with the exported records. It is similar to File|SaveAs except that you can export records selectively. Do not use this method to make a backup because Library files (.L3) do not contain real data but only indexes.

•
Distributable raw Library datafile: If you want to distribute your bibliography to friends or others, you must use this format. This file contains Library data, creator name, and file description. You can use this method to make a backup. See File Management|Distributing bibliographical data for more information.

Scope of exporting

You can export items selectively. The options are: All, Filtered, and Selected.

•
When you select All, Scholar's Aid exports all records in the open file regardless of the selection or filtration in the Catalog Window.

•
The Filtered option exports only filtered items, i.e., items currently displayed in the Catalog Window. Records in the Catalog Window are always filtered records except when you select All records.

•
If you want to export only selected records, select the Selected option.

Remarks

•
An easier way of copying selected records to an existing Library file is to drag and drop to the tab. Thus select the records you want to export, drag them to the file tab of the appropriate file and drop. The selected records are now appended to that file.

Related topic

•
File Management | Distributing bibliographical data

•
File Management | Importing data into a Library file

Distributing bibliographical data
Steps

•
Select the File|Export to menu

•
Select Distributable raw Library datafile in the Save as type box.

•
Select a file or name the file you are making.

•
Click Save.
•
Select the export scope (All, filtered, or selected).

•
Click Export.
•
Enter the description of the data and click OK.

Description

This feature enables you to distribute your bibliographical data to others. The new file contains all data in the original file (including Library data), together with license information, the name of the person who created the data and the file description.

Example

Suppose you are a seminary professor, and you want to give your students a bibliography for the course CH428 ‘Methodist Church History’.

•
Select the sources in the Catalog Window. The Scholar's Aid search function makes this a quick and easy task. See Record Management|Searching records - using criteria and Record Management|Selecting records.

•
Follow the steps described above.

•
Put the distributable file on the Internet (at www.scholarsaid.com if you want) or on a floppy diskette.

•
Your students can then download the file or copy the file from a diskette and use it in their own work, without having to re-type all data.

Related topic

•
File Management | Exporting Library data

•
File Management | Importing data into a Library file

· Importing entries from online library servers.

Print Page Setup
Steps

•
Select the File|Page setup menu. 


OR 


Click the Print button on the toolbar.

•
Select a print format in the Print Format box at the top of the Page Setup dialog box.

•
Adjust values as necessary (margins, headers etc.).

•
Click the Print button in the Page Setup dialog box.

Description

The Page Setup dialog box enables you to setup settings and save the settings so that you do not have to set values every time you print. The Preview function is WYSIWYG.

•
Saving settings: After setting values, type the name of the print format in the Print Format list box at the top right-hand corner of the dialog box. Then, click the Save button to the right of the box. Once you have saved a setting, whenever you need it again, you can select it in the Print Format list box.

•
Setting values: See Settings below.

•
Preview: Click the Preview button and your data will be displayed exactly as it will be when it is printed. If you are printing all records, remember to uncheck the Print selected records only You can zoom the viewing area by setting the Zoom value; you may find it helpful to maximize the PrintForm dialog box to enable you to see the data better. The Prior and Next buttons let you navigate through the pages.

•
Setting page orientation, printer, paper size, etc.: Click the Setup button at the bottom of the dialog box and the standard Windows Printer setup dialog box opens, allowing you to modify a number of printer settings. Once you have set the values, click OK if you want to apply the new values or click Cancel if you want to discard the changes you made.

•
Printing: Click the Print button. If you do not want to print, click Close.

Settings

•
Margins: The values can be set by entering them directly in the boxes or by clicking the Up/Down buttons. The values depend on the Unit setting: inches or millimeters. 

•
Header and footer: The value in the top box appears at the top of every page you print. The value in the bottom box appears at the bottom of every page you print. There are several tags that format the header and/or footer. For example, "&rPage: &p" would display "Page: 2" right aligned.

•
Available formatting codes:

•
&l
left alignment

•
&c
center alignment

•
&r
right alignment

•
&p
page number

•
&D
long date

•
&T
long time

•
&d
short date

•
&t
short time

•
Output format: You must make a selection in the Output Format box because, when it prints your data, Scholar's Aid formats the data by reference to the template that you have selected. Click on the down arrow at the right of the box, and select one of the templates in the list. You can create or modify the template by clicking the Edit button (the button with a gear icon) beside the box. This opens the Template Editor (See Editors|Template Editor).


Note: If there are no items in the list, go to Preferences (you will need to close the PrintForm dialog box first) and set the Template file under the Library tab (See File Management|Setting Preferences).

•
Font and size: Set the font and size formats in the appropriate boxes. 

Related topic

•
File Management | Setting Preferences

•
File Management | Printing

•
Editors | The Template Editor

Printing
Steps

•
If you are in the PageSetup dialog box, click Print.
•
If not, select the File|Print menu.


(If you want to format the page first, select the File|Page setup menu. See File Management|Print Page Setup.)
•
Set the print range and other options as necessary.

•
Click the Print button in the dialog box.

Description

This function uses the settings in the Page Setup dialog box for printing.

Related topic

•
File Management | Print Page Setup

Setting Preferences
Steps

•
Select the File|Preferences menu.

•
Set values and click the OK button.

Description

Preferences are the options and settings that you select to make Scholar's Aid work better for you. For example, suppose you are using "WordPerfect 7.0." Unless you designate this program as the word processor in the Transfer tab, Scholar's Aid cannot transfer any data to your word processor.

Settings in the General tab

•
User name color: Select the color in which you wish your name to appear in the Splash Window that is displayed when the program opens.

•
Title Mark: You can choose any or all of the three options, i.e. Underline, Italics, and Bold for the titles of your bibliographical entries. 

•
Date Format: Select one of the predefined formats or define one yourself (e.g., yyyy-m-d would display 1997-3-21; mm/dd/yy would display 03/21/97; and mmm d, yyyy would display Mar 21, 1997).

•
Time Format: Select one of the predefined formats or define one yourself (e.g., h:mm would display 13:53; hh:mm am/pm would display 01:53 pm; and h:mm:ss a/p would display 1:53:23 p).

•
Default font: Select the Scholar's Aid default font. This font can be overridden by selecting a font for individual windows. See Utilities|Changing font and color.

•
Default backup file directory: Specify a folder where all Scholar's Aid backup files (*.L01, *.N01, *.J01) will be saved.

· Open Edit Window when Add record: Click in the box to place or remove the ✔ mark. A ✔ in the box will cause Add Record window to open with the ability to make online searches for data.  An empty box will only open the Record window for you to enter data with no online access.
Settings in the Library tab

•
Default style: Select a style that you use most frequently. When you create a new Library file, this style will automatically become the style for the file, although you can then specify a different style for the Library file in the FileProperty dialog box. See File Management|Viewing and setting the file property.

•
Template file: if you have saved your preferred input/output template by using the Template Editor you can select it from the drop down box.  
· Capitalization: Check this box if the style you use (e.g., Chicago) requires headline-style capitalization for bibliography, footnote, and reference list entries.

•
Exclusive keyword filtering (AND filtering): Check this box if you want the program to display records that match both the selected keyword and, if it is a sub-keyword, the keyword(s) to which it is related. Thus, for example, if you have a keyword 'Mission' that gives rise to the sub-keywords 'Africa' and 'Asia' and you checked Exclusive keyword filtering, then selecting 'Africa' will display the records that match the keyword 'Africa' and the keyword 'Mission' (Mission+Africa).



If Exclusive keyword filtering is not checked, then selecting 'Africa' will display all the records that include 'Africa' as a keyword regardless of whether it is a sub-keyword or not. Thus, for example, it will display not only the records that include the keywords 'Mission' and 'Africa' (Mission+Africa), but also records that include 'Music' and 'Africa' (Music+Africa).

•
Large database: Check this box if your database has more than about 2000 records and in this way you will speed up the process of indexing. However, if you choose this option (with its resulting gain in the speed of indexing) you will not be able to sort records in the Catalog Window by clicking on the on the column heading (in the title bar at the top of the Catalog Window).

•
Label color: You can change the background color and the text color of the Record Window field label by clicking the B(Background) and F(Foreground) color buttons.

Settings in the Transfer tab

•
Transfer to:

•
Word processor: If this box is checked, when you click one of the data transfer buttons or use the Transfer menu, Scholar's Aid will transfer the bibliographical entry to the word processor specified in the Word processor field (if this is running).

•
Clipboard: If this box is checked, Scholar's Aid will copy the bibliographical entry to the clipboard, from which it may subsequently be pasted into a document in your word processor. Use this option if you are using a word processor that is not supported by Scholar's Aid.
•
Font for clipboard: If you are using the clipboard for transferring data, you should set the font face and size in the font box to match the pasted text in your document with the document font. If you have selected transfer to word processor the formatting is determined by the word processor, not by this setting.

•
Word Processor: Select your word processing program. Ten word processing programs are currently supported by Scholar's Aid: Word 6.x, Word 7.x, Word 97, Word 2000, Word 2002, WordPerfect 6.x, WordPerfect 7.x, WordPerfect 8.x, WordPerfect 9.x, WordPerfect 10.x, and Word Pro 97.

•
Word processor path: If Scholar's Aid cannot launch your word processor when you click the word processor button (the last button on the toolbar), specify the correct path in this box. To browse to your word processor, click the Browse button with an open folder image.

•
Citation: Select the citation type you use in your work. You can choose from Footnote, Endnote, and Parenthetical reference. When you click Full or Short button on the toolbar, Scholar's Aid makes a citation according to this setting.

•
Multi-citation divider: Type the symbol that you wish to use for multiple sources in a citation – a semi colon is a common form to use.

•
Ask for page number: Check this if you want Scholar's Aid to ask the page number when you insert a citation form Scholar's Aid.

· Bibliography and Reference list: This will determine the format of your bibliography or reference list when you transfer it to your document.  Click in the box to place ✔ to make a blank line between each entry in your list when it transfers to your document.  Select the caret position option and Scholar’s Aid will transfer your list to the place in your document where you have the cursor.  Select the end of document option to have the list made at the end of your document.  HINT: Most disciplines require the reference list or Bibliography to be on a separate page at the end of your document.  Make a new page at the end of your document before transferring your list, and Scholar’s Aid will transfer your data there.
Related topic

•
User Interface | Catalog FilterTree

•
User Interface | Catalog Window

•
Working With Your Word Processor | Making Citations

Viewing and setting the file property
Steps

•
Select the File|Information menu. 


OR
•
Click the right mouse button on a File Tab and select the File property menu.

Description

The file property dialog box displays the file path, the number of records, the number of deleted records, the reference style of the file, the file description, and the password (hidden) for the file. It allows you to modify the reference style, to modify the file description and to set the password in the dialog box.

Settings

•
Style: By clicking on the down arrow to the right of the Style box, you can select a different reference style for all the records in this file. Use this facility with caution, however, for some data fields may not be displayed when you change from one reference style to another.
•
Description: You can describe the file under the title File description. Do not modify the title even though you are able to do so. Style description: If you change the reference style, the description will change automatically.

•
Password: If you want to prevent other people from accessing the file, you can set a password. You must type the same password in both Password and Confirm boxes. To change the password, type the old password in the Confirm box. If the password is correct, you will be allowed to type a new password in the Password box. Remember you must type the same password in both boxes to make it effective. Once the password has been set, users will be asked to enter it before they are allowed to open the file.

Record Management
Adding new records
Steps

•
Click Source types in the Catalog FilterTree.
•
Select a source type.

•
Click the Add button with a plus image on the Toolbar.

•
Fill in the fields.

•
Click the Update button.

Description

Scholar's Aid Library provides fields according to the source type. For example, if you chose Books+Single volume+Basic, you would only have to fill in six fields: author, work, title, published place, publisher, and published date.

•
Updating: Even though you have entered data in all the fields, the new record has not yet been added to the database. To add the record to the database, you must click the Update button OR click the Add button OR select another record in the Catalog Window. Pressing the F7 key does the same.

•
Entering references: Press the Auto Convert button (the button with a small dot) or press the Ref (References) button. It will add a second window pane (below the pane in which you entered the data) in which the various citation forms will be displayed. Scholar's Aid converts the source data into citations as you type while the Auto Convert button is being pressed down. If the citations are not to your liking, you can modify them. Scholar's Aid keeps the change unless you press the Auto Convert button again.


Note: you can adjust the relative size of these two panes, or their size relative to the Catalog Window above. To do that, put the cursor on the splitter that divides the two panes, and when the cursor changes into a splitter cursor[[image: image48.png]


], drag the splitter down (by holding down the left mouse button) until all the fields in the record pane are revealed.
•
Entering additional information: You can enter a variety of additional information (like keywords or an abstract) by clicking the Info (Information) button.

•
Input Aid: Press the iAid (Input Aid) button to activate Input Aid. This attempts to complete the word you are typing – if you want the word that it suggests, stop typing additional letters and press Enter. Alternatively, if you click a field label or press ESC when your cursor is in one of the field entry spaces, the Input Aid dialog box opens. Double-click on the appropriate word and it will be inserted into the field in which your cursor is located.

•
Spell checking: Click the ABC Spell Check.

•
Authors: If there is more than one author, separate them with a semi-colon ( ; ) or CTRL-Return key. See examples below.

•
Non-Capitalized title: If the source title is non-English, you should unbutton the Cap (Capitalized Title) button. The title will not be capitalized in references.

•
Title within title: Use the Title button to mark the title within title. (See examples below.) You do not have to use inverted commas or a title mark for solid titles.

•
Multilingual source: Scholar's Aid can process multilingual title such as "Meaning of ós'" In that case, to make "kairos" "ós," select the "kair," click the Font button with "Ff" image and select "Symbol" font. Then, select "o" and select the "Tools|Insert special character" menu and double click on the "ó" character. Even two byte characters such as Korean, Chinese, and Japanese can be mixed using these techniques.

Examples

Author:
•
Na, Doyoung

•
Greenberger, Martin; Aronofsky, Julius; McKenney, James L.; Massy, William F. 

•
[Johnson, Kim]

•
Markham, Mrs. [Elizabeth Cartright Penrose]

•
American Library Association, Young Adults Services Division, Services Statement Development Committee

Article title: 

•
Distance and presence in Augustine's Confessions.

•
"La mort de bl'auteur" [The death of the author]

•
The Tammany Tiger loose: 'What are you going to do about it'

•
Paradise lost

Title:
•
The harmonic organization of "The rite of spring"

•
Hankook Bokeumwha Ron [A theory of Korea gospelization]

Remarks

•
If you need to change the source type while you are entering data, click the Update button with a check image on the toolbar, then, click the Anchor button on the Record Window. (See Record Management|Changing source types.)

•
If you want to cancel any changes that you have made to a particular record, click the Cancel button (the button with an X mark) on the toolbar. If you clicked Update after you made the changes, then Cancel will not work until you make another modification.

•
If you want to use the data of an existing record for a new record, locate the existing record and click the Copy Record button (the button with the image of two index cards, next to the Anchor button). The data in the existing record is now copied into the new record. Edit the new record in any way you need to and, when you are happy with the result, click the Update button; the new record appears in the Catalog Window.
•
Clicking a field label moves the cursor to the end of the data in that field (or the beginning if no data has been entered) and activates the Input Aid Window. Double clicking an item in the Input Aid Window inserts that item into the field.

Related topic

•
Record Management | Changing source types

•
Record Management | Viewing and editing records

Viewing and editing records
Steps

•
Locate the record you want to edit or see in the Catalog Window.

•
If you do not see the Record Window where detailed data for the record is displayed, click the Record button on the toolbar or double click the record in the Catalog Window.

•
You can then edit the record and, when you have finished editing, click the Update button on the toolbar.

Description

Editing is the same as adding a record except that editing modifies data that you have already entered. See Record Management|Adding new records for more information.

Remarks

•
If you want to make an addition to any of the fields using Input Aid, you must ensure that the existing entry ends with a semi-colon (;). If not, the existing data will simply be overwritten by the new entry. 

•
Scholar's Aid automatically saves the edited record when you select another record in the Catalog Window or when you exit Scholar's Aid.
•
Clicking the Cancel button discards the changes you have made and restores the original data.

Related topic

•
Record Management | Adding new records

•
Record Management | Changing source types

Deleting records
Steps

•
Select the record(s) you want to delete.

•
Click the Delete button on the toolbar.

•
Click Yes.
Description

Deleted records are stored in Deleted records. You can restore them by selecting the Restore popup menu. However, deleting records in Deleted records deletes them PERMANENTLY, and they cannot then be restored.

Changing source types
Steps

•
Activate the Record Window (See Record Management|Viewing and editing records).

•
Press the Anchor button (the button with an anchor image).

•
Select a source type in the FilterTree.

•
Click the Anchor button again.

•
Click Yes.

Short-cut:

•
Select records in the Catalog Window.

•
Drag them to a source type and drop.

Description

Scholar's Aid manages the data strictly according to its source type. If the source type that you need is not already provided by Scholar's Aid, you can create it using the Style Editor. If you do not want to do this, you could initially select the Misc. (Miscellaneous) source type, although you may then need to modify the forms of citation manually – see Record Management|Adding new records|Entering references.

Remarks

•
You cannot change source type while you are entering data for a new record. You must click the Update button on the toolbar first, and then activate the change source type button.

•
Once you have changed the source type, clicking Cancel does not undo the change.

•
While you are changing source types, the Catalog Window is disabled.

Related topic

•
Record Management | Adding new records

•
Editors | The Style Editor
Changing locations and keywords

Steps

•
Activate the Record Window (See Record Management|Viewing and editing records).

•
Press the Info (Information) button.

•
Press ESC or click the label of the Keywords or the Location field to bring up Input Aid.

•
Double click an item in Input Aid.

Short-cut:

•
Select records in the Catalog Window.

•
Drag them to a location or keyword and drop.

Remarks

•
If you want to add an additional location or keyword, you must ensure that the existing entry ends with a semi-colon (;). If not, the existing data will simply be overwritten by the new entry.

•
Catalog Filter Tree’s ability to identify sources by reference to particular keywords and/or locations is entirely dependent on the data in the keyword and/or location field of each record. Thus if you do not enter a keyword and/or a location for a particular source, that source will not be displayed in it will not be displayed when you click on an item in either Keywords or Locations.

Related topic

•
User Interface | Catalog FilterTree

Searching records - by author
Steps

•
Click the Catalog Window or FilterTree. If clicking in the Catalog Window highlights a particular record, do not worry; this will not affect the search.

•
Type the first few letters of the author's last name.

Description

Simply type the last name of the author. As soon as you type the first letter, Scholar's Aid locates the nearest matching record. Continue to type until Scholar's Aid homes in on the first work by the author you are looking for.

Remarks

•
This function is valid only if the first column of the Catalog Window is Author field. If the first column is Title field, the first letters will locate the nearest matching title instead of the name of the author.

•
If you want to display all (and only) those entries containing the name of the author, use the Search button on the toolbar. See Record Management|Searching records - using criteria.

Related topic

•
Record Management | Searching records - using criteria

Searching records - using criteria
Steps

•
Click the Search button on the toolbar.

•
Type the word or words that you want to search for in the Search Text box (the first box, immediately to the right of the word ‘Search’) or select one from the list.

•
Select a field in the Search Field box (the second of the two boxes immediately to the right of the word ‘in’).

•
Click the New Search button or Sub Search button.

Description

Searching records using the criteria you specify, locates all records that match those criteria and displays them in the Catalog Window. It is not case sensitive.

•
New Search: Clicking the New Search button searches records in the entire open database.

•
Sub Search: Clicking the Sub Search button searches only those filtered records that are already displayed in the Catalog Window.

•
Query depository: Once you have finished your search, exit the search by clicking the Search button again. You will then be asked if you want to make the search criteria reusable. Click Yes and type a name for the query; this will save the query and its criteria in Queries in the Catalog File Tree. Next time you want to carry out a search using the same criteria, you do not have to repeat the search process. Simply click Queries and a list of all saved queries will be displayed. Click the one you want to repeat, and the results will be displayed as before in the Catalog Window. There are many ways in which this facility can be used – an example is given below. 

•
Search operators: Scholar's Aid can use AND, OR, and brackets for searching.

Examples of using search operators
•
africa and asia

•
(africa or asia) and music

•
(africa or asia) and (music or art)

•
africa or asia or europe

•
africa and music and (drum or horn)

An example of a query

Suppose that you teach two courses, "CH 428 - Methodist Church History" and "CH 439 - Early Church History". You are making syllabuses for the two courses and you need to include bibliographies appropriate to those syllabus. When you originally entered your data, you entered the appropriate course code number in the Description field for each record. To identify the sources needed for each bibliography carry out the following steps.

Steps:
•
Click the Search button

•
Select the Description field in the Search Field box

•
Type "CH 428" and click the New Search button; Scholar's Aid displays all the matching records

•
Exit the Search by clicking the Search button on the toolbar again.

•
Click Yes when you are asked if you want to keep the query.

•
Type "CH 428 - Methodist Church History" as the name for the query.

Testing:
•
Click Queries in the Catalog FilterTree. You will see the newly created query.

•
Click "CH 428 - Methodist Church History" and Scholar's Aid will display all the matching records.

Related topic

•
Record Management | Searching records - by author

Selecting records
Steps

•
If you do not see the Catalog Window, press the Record button on the toolbar to make the Catalog Window visible.

•
Click on an item in the Catalog Window to select it.

•
If you want to select more than one record, hold the CTRL or Shift key down and click the additional items.

Description

If the Catalog Window has one or more records, one of these records is always selected. Selected records can be modified, deleted, exported, or transferred to a document in your word processor.

Related topic

•
User Interface | Catalog Window

Navigating through records
Description
•
To go to the Previously viewed record, press the Ctrl-F2 key or select the Navigate|Backward menu.

•
To go to the Next viewed record, press the Ctrl-F3 key or select the Navigate|Forward menu.

•
To go to the previous record, press the F2 key or select the Navigate|Previous menu. If you are in the Record Window, you can click the Prior Record button (the button with a left pointing arrow head image).

•
To go to the next record, press the F3 key or select the Navigate|Next menu. If you are in the Record window, you can click the Next Record button (the button with a right pointing arrow head image).

•
To go to the last modified record, press the F4 key or select the Navigate|Last updated menu. If you are in the Record Window, you can click the Last Updated Record button (the button with a curved arrow image).

•
To go to the first record: select the Navigate|First menu.

•
To go to the last record: select the Navigate|Last menu.

Working with your word processor

Settings for your word processor
Before you can make use of this feature of Scholar's Aid, you have to ensure that it is set up to work with your particular word processor. Scholar's Aid can operate with ten major word processors, namely Word 6, 7, 97, 2000, 2002, WordPerfect 6, 7, 8, 9, 10, and WordPro 97, but it needs to know which of these word processors you are using. You do this by making the appropriate choices within Preferences:

•
Select Preferences on the File menu. This will open the Preferences dialog box. 

•
Select the Transfer tab and a new dialog will open. Check that Transfer to word processor is selected (the white circle next to Transfer will have a black dot within it); if it is not selected, click within the white circle next to Transfer (the black dot moves from Clipboard to Word processor). 

•
Select the font format you want to use for your citations by clicking on the FF (Font) button. 

•
Select your word processor in the Word Processor box by clicking on the List Down button (the down arrow immediately to the right of the box); this opens a list of all available word processors. Select the word processor you are using.

•
Select the form of citation type in the Citation box by clicking on the List Down button (the down arrow immediately to the right of the box). This opens a list of the three available forms of citation, namely Footnote, Parenthetical Reference, and Endnote. Select the form that you will use most frequently. 

•
Word processor path: if Scholar's Aid cannot launch your word processor when you click the word processor button (the last button on the toolbar), specify the correct path in this box. To browse to your word processor, click the Browse button (the yellow folder to the right of white box labeled ‘Word processor path’). This opens the Locate Word Processor dialog in which you can browse through your directories, until you find the one in which your word processor program file is located. Once you have identified the file, highlight it and click Open. This will copy the location into the Word processor path box.

•
In the box next to Multi-citation divider, type the symbol that you wish to use – a semi colon is a common form to use.

•
Click OK to set these preferences.

Remarks

•
If you are using a word processor other than the ten supported by Scholar's Aid you will need to select Transfer to Clipboard. You can then use the Windows Paste command to insert the citation into your document.

•
If you are unable to identify the directory in which your word processor program file is located, consult your word processor manual. Alternatively, right-click on the icon from which you launch your word processor and, in the menu that opens, select Properties. In the window that opens you will find the location of the program in the white box labeled ‘Target’. Highlight the full address, right-click on the highlighted address and in the menu that opens click on Copy. Return to Scholar's Aid and the Transfer Window within the Preferences dialog. Insert the cursor in the white box labeled ‘Word processor path’, right-click and, in the menu that opens, click on Paste. The location of your word processor program file will now appear within the Word processor path box.

Making citations
Steps

•
Select a source (See Record Management|Selecting records).

•
Click the Full or Short button on the toolbar.

Description

Scholar's Aid inserts a citation in your document according to the Citation type setting in the Preferences dialog box. (See Working With Your Word Processor|Settings for your word processor.) Clicking the Full button inserts the full citation that is required for the first citation of the source; for second and subsequent citations of the same source you click the Short button. 

Remarks

•
If you select several sources, Scholar's Aid makes only one citation, listing each one of them in turn, separated by the Multi-citation separator that you chose in Preferences.

•
You can use the Transfer menu for other citations.

•
Parenthetical references are inserted in the document without the closing parenthesis so that you can enter page numbers.

Related topic

•
Working With Your Word Processor | Making a bibliography or reference list

•
File Management | Setting Preferences

Making a bibliography or reference list

You can make a bibliography or reference list file in two ways: Using a transfer function and using an export function.

Steps

Using the transfer function
•
Select sources in the Catalog Window. (See Record Management|Selecting records.)

•
Select Transfer|Bibliography or Transfer|Reference list.
•
Select to Word processor or to Clipboard.

Using the export function

•
Select File|Export to.
•
Select Rich text file formatted by a template in the Save as type box.

•
Select a file or name the file you are making and click Save.
•
Select Output-Bibliography or Output-Reference list in the Output Template list box.

•
Select the scope (All, filtered, or selected) and click Export.
Description

The sources are sorted by author and the bibliography will appear at the end of your document. The bibliography is not formatted and you will have to carry out any necessary formatting (indenting, sub-headings etc.) yourself, according to the prescribed style for the essay or paper in which it will appear. 

Remarks

•
If you are making a long list, consider using the export function instead of transfer. Exporting is very much faster than transfer.

Related topic

•
Working With Your Word Processor | Making citations

•
File Management | Exporting Library data

Activating your word processor
Steps

•
Click the Word Processor button (the button with you with your word processor's image) on the toolbar. 


OR
•
Select the Window|Word processor menu (F12).

Description

Your word processor needs to be running before you can transfer data from Scholar's Aid to your document. If your word processor is not running, click the Word Processor button on the toolbar, and Scholar's Aid launches the program. Your word processor must be selected in the Preferences dialog box, and the path to the word processor should also be specified in the Preferences dialog box. See Working With Your Word Processor|Settings for your word processor.

Related topic

•
Working With Your Word Processor | Settings for your word processor

Editors

The Style Editor
Style Editor is a powerful tool for creating a new style or modifying an existing style. While many people will find it difficult to construct a new style from scratch, it is rather easier to modify an existing style. So, if you need a new style, start with one of the styles included in the Scholar's Aid 4AE package and modify it to meet your special requirements. 
This version provides new 24 user definable fields for your own data fields.

To make a new style template using an existent style

•
Select the menu Tools|Style Editor. It will open Style Editor with the style you are using.

•
Select the General tab.

•
Rename the style in the Style Name box.

•
Type "Chicago" or "APA" – whichever is closest to the style you are making – in the Base Style box.

•
Change settings in the Settings box. See Settings below.

•
Modify the style description in the Style Description box.

•
Click Save to save the new style.

•
Now change the arrangements in the other tabs. See To make arrangements below.

Settings

Note: In each field, clicking within the field opens up a pop-up box with a number of alternatives; clicking on one of these alternatives inserts it into the field.

•
First author: The name of the first author is formatted by means of this setting.

Example:

•
SurN, GivenN:
Na, Doyoung

•
SurN, InitialGivenN:
Na, D.

•
SurN InitialGivenN:
Na D

•
GivenN SurN:
Doyoung Na

•
Initial GivenN SurN:
D. Na

•
Subsequent authors: All author names following the first are formatted by means of this setting.

Example:

•
SurN, GivenN:
Na, Doyoung

•
SurN, InitialGivenN:
Na, D.

•
SurN InitialGivenN:
Na D

•
GivenN SurN:
Doyoung Na

•
InitialGivenN SurN:
D. Na

•
List Authors up to: Specify a numeric value for this field.

Example:

•
3: Up to three authors are listed. If there are more than three authors, only the name of the first author appears, followed by the formula "and others" (or whatever other formula is specified in the next field).

•
More Authors: Use this field to specify the formula used to indicate a number of authors exceeding that defined in the List Authors Up to field.

Example:

•
et al.

•
and others

•
Author name connectors: You should specify three connectors separated by '|': the first connector will appear 'between two authors', the second 'between more than two authors', and the last 'before the last author'.

Example: " and |, |, and " produces 

•
One author: Author1

•
Two authors: Author1 and Author2

•
Three or more authors: Author1, Author2, . . . , and AuthorLast

•
Article title mark: Articles are marked with this setting.

Example:

•
":
"Farewell to the bride"

•
':
'Farewell to the bride'

•
Title capitalization: Titles are capitalized by this setting

Example:

•
Head-line:
Human Behavior Reconsidered

•
Sentence:
Human behavior reconsidered

•
None:
human behavior reconsidered

Reference formats
This tab contains three reference forms: Short footnote, parenthetical reference, and short parenthetical reference. As you might notice, their formats are consistent regardless the source types. For example, in Chicago style, a short footnote requires the last name of the first author and the article title or the title of a journal article, and the same for a book. Therefore, once you set their arrangements, you do not have to edit them for each source type. To make arrangements, see To make arrangements below.

Note: Bibliography, footnote, and reference list formats are edited in the Source Types tab.

To make a new source or modify an existing source type

When you need to make an additional source type or to modify an existing one, follow these steps:

•
Select the Source types tab.

•
Click the Add button (in the toolbar at the top of the Style Editor dialog box) to make a new source type or to select an item to modify.

•
Make arrangements for each source type (see To make arrangements below).

•
When the Used field reset button is enabled, click it to reset the field list for the source type.

•
Repeat these steps, making arrangements for each of the reference forms: bibliography, footnote, and reference list - clicking the Biblio, RefLst and Foot buttons will change to that form.

To add a source type, click the Add button (in the toolbar at the top of the Style Editor dialog box).

To rename a source type, click the Rename button (in the toolbar at the top of the Style Editor dialog box).

To delete a source type, click the Delete button (in the toolbar at the top of the Style Editor dialog box). Try not to delete a source type; wherever possible, rename an existing source type when you need to create a new type. 
To move a source type, click the arrow head buttons immediately below the Source Types tab. Thus the up and down arrows move the source type up or down the list – the broken left and right arrows change its position within the source type hierarchy.

To make arrangements

•
Select a source type in the left box.

•
Select fields that are required for the item you selected: for example, for a short footnote, you need to select Author, Article title, and Title.
•
Click the Reset Arrangement button with a small dot. That will arrange field codes sequentially.

•
Rearrange the field codes in the right order, by cutting and pasting each individual code. You can see the field code of a field by placing the pointer over the field name in Available fields. See Arrangement syntax below.

•
As you change the arrangement, you will see the preview is changing. To see how your chosen arrangements work with real data, check the Use real data box.

•
If you want to use the arrangement of its higher level source type, just type - or click the – button.

Arrangement syntax

See Appendix Field Codes for the field code list.

•
^ means "or." For example, "#TA^#T1" means "if the #TA field has no value, use the value of the #T1 field."

•
{} means package. For example, "{. #VL vols.}" means "if #VL field has value, the whole value is ". #VL vols.," if not, there is nothing.

•
! means ".". For example, {!#N1} results "Na. Doyoung" if the #N1 field has "Na, Doyoung."

•
if..then..else..endif. For example, "if#N1then{#N1, #W1, #YR}else{#TA^#T1, #YR}endif" means "if the value of #N1 is, use '#N1, #W1, #YR,' if not, use '#TA^#T1, #YR.'"

•
#YR: Year only. For example, if the #Y1 field(Published date) has "Jan. 1999," #YR displays "1999."

To arrange the field order

When you want to change the order of fields that are displayed in the Record Window, follow these steps:

•
Select the Field order tab.

•
Select a source type. If you want to rearrange the reference fields that are displayed in the Reference pane in the Record Window, press the Reference fields button. If you want to rearrange the information fields that are displayed in the Information pane in the Record Window, press the Information fields button. The field order is the order of fields in the Record Window.

•
Select a field to move.

•
Click the Move Up or Move Down button.

To rename a field name

If you want to change the label of the field displayed in the Record Window: 

•
In the Field order tab, select a field name.

•
Click the Rename button

•
Type the new name and click OK.

To assign an icon to a source type
•
In the Field order tab, select a source type.

•
Click an icon.

•
To remove the icon from the selected source type, click the empty icon button.

Related Topic

•
Appendix | Field Codes.

The Template Editor
The Template Editor is a tool for making input/output templates that format the data that is imported, exported, or printed. A template file is a collection of templates and it is this file that is selected in the Preferences dialog box.

To make a new template file
•
Open the Template Editor on the Editors Menu.

•
Click the New button (in the toolbar at the top of the Template Editor) to start a new template file and name it in the Template file name box. 


OR 


Change the template file name in the Template file name box to use an existent template file.

•
Click the Save button (in the toolbar at the top of the Template Editor dialog box) to create the new template file on the hard disk.

•
Set all values in the Settings and make all the appropriate Field Arrangements.

Settings
•
First author: The name of the first author is formatted by means of this setting.

Example:

•
SurN, GivenN:
Na, Doyoung

•
SurN, InitialGivenN:
Na, D.

•
SurN InitialGivenN:
Na D

•
GivenN SurN:
Doyoung Na

•
InitialGivenN SurN:
D. Na

•
Subsequent authors: All author names following the first are formatted by means of this setting.

Example:

•
SurN, GivenN:
Na, Doyoung

•
SurN, InitialGivenN:
Na, D.

•
SurN InitialGivenN:
Na D

•
GivenN SurN:
Doyoung Na

•
InitialGivenN SurN:
D. Na

•
List Authors Up to: Specify a numeric value for this field.

Example:

•
3: Up to three authors are listed. If there are more than three authors, only the name of the first author appears, followed by the formula "and others" (or whatever other formula is specified in the next field).

•
More Authors: Use this field to specify the formula used to indicate a number of authors exceeding that defined in the List Authors Up to field.

Example:

•
et al.

•
and others

•
Author name connectors: You should specify three connectors separated by '|': the first connector will appear 'between two authors', the second 'between more than two authors', and the last 'before the last author'.

Example: " and |, |, and " produces 

•
One author: Author1

•
Two authors: Author1 and Author2

•
Three or more authors: Author1, Author2, . . . , and AuthorLast

•
Article title mark: Articles are marked with this setting.

Example:

•
":
"Farewell to the bride"

•
':
'Farewell to the bride'

•
Title capitalization: Titles are capitalized by this setting

Example:

•
Head-line:
Human Behavior Reconsidered

•
Sentence:
Human behavior reconsidered

•
None:
human behavior reconsidered

To add a new template
•
Click the Add button (on the toolbar at the top of the Template Editor).

•
Name the template and click OK.

•
Click on the Field Arrangement tab.

•
Check the fields that are required for the template.

•
Click the Reset button, the button with a small dot to the right of the word ‘Arrangement’, immediately above the bottom right-hand box.

•
Arrange and format the fields in the Arrangement box.

To add a new template by importing
•
Select the Template|Open menu.

•
Select a template and click OK.
To save a template individually
•
Select a template to save by highlighting it in the list of templates in the Template box, the large white box on the left-hand side of the Template Editor.

•
Select the Template|Save menu.

•
Name the template and click Save.

To edit, delete, or rename a template
•
Select a template in the Template box, the large white box on the left-hand side of the Template Editor

•
To edit, edit the arrangement in the Arrangement box.

•
To delete, click the Delete button.

•
To rename, click the Rename button.

Arrangement syntax
All syntax and formatting codes are case sensitive. See Appendix Field Codes for the field code list.

•
^ means "or." For example, "#TA^#T1" means "if #TA field does not have a value, use the value of #T1 field."

•
{} means package. For example, "{. #VL vols.}" means "if #VL field has a value, the whole value is ". #VL vols.," if not, there is nothing.

•
if..then..else..endif. For example, "if(#N1)then{#N1, #W1, #YR}else{#TA^#T1, #YR}endif" means "if the value of #N1 is, use '{#N1, #W1, #YR},' if not, use '{#TA^#T1, #YR}.'"

Formatting codes for output templates

•
#YR: Year only. For example, if the #Y1 field(Published date) has "Jan. 1999," #YR displays "1999."

•
\f<font face> Example: "\f<Arial>" changes the font face to "Arial."

•
\c<colors> colors are red(0-255), green(0-255), and blue(0-255). To make a color you want, make a combination using numbers 0 to 255. The produced color is a 24 bit color. The colors can be set as in the following examples:

•
"\c<blue255>" changes the font color to blue.

•
"\c<blue255\red255\green255>" changes the font color to white.

•
"\c<>" changes the font color to black.

•
\B and \b turns the bold font style on and off.

•
\I and \i turns the Italic font style on and off.

•
\U and \u turns the Underline font style on and off.

•
\O and \o turns the bullet paragraph style on and off.

•
<notitlemark>: Use this tag to disable the title mark. Titles are displayed as plain text unless they are nested titles.

•
\{, \}, \#, \^, and \|: You cannot use some symbols such as { because they are used by Scholar's Aid. To insert such symbols for output, use "\" with them. The symbols you must use with "\" are {, }, #, ^, space, and |. For example, if you are making a bibtex data file, use an arrangement like this:

@ARTICLE\{<label>

\ \ author = \{#N1\},

\ \ title = \{#TA\},

\}

to generate output like this:

@ARTICLE{<label>

  author = {Jason, John},

  title = {Goodbye My Bride},

}

Codes for importing templates
•
An example of itemized data:

AU - James K. T.

AU - Thomas T. J.

TI - Using Scholars Aid 99

AB - Detailed instructions for using Scholar's Aid 99 with numerous illustrations, tips, and examples.

PU - A Phantom Press

PY - 1999

•
A template for importing the data in the example:


In this example, note that #N1(Author), #T1(Title), #AB(Abstract), #U1(Publisher), and #Y1(Published date) are field codes that Scholar's Aid understands. You can recognize them by placing your mouse pointer over a field name in Template Editor.

AU - #N1[; |! ^, ]

||TI - #T1

||AB - #AB

||PU - #U1

||PY - #Y1

<beginwith AU - >

<endwith PY||\n\n><import>
•
<beginwith ##> ## is a string that detects the beginning of a record.

Example: <beginwith AU - >

•
<endwith ##||$$> ## and $$ are strings that detect the end of a record.

Example: <endwith PY - ||\n> finds the line that begins with "PY - " and ends with "\n" which is a paragraph mark (i.e., #13#10).

•
[##|!$$^&&] ## is a connecting string that is used for repeated items with the same field name. $$ is "replace" the string, and && is used to combine with the existing string. "!" plays a very important role. It instructs Scholar's Aid to replace the string only once. If you omit this code, Scholar's Aid will replace the string over and over again.

Example: AU - #N1[;|! ^, ] converts records that start with "AU - " into the field #N1(Author field) connected with ";" and replace " " with ", ". The result will be "James, K. T.; Thomas, T. J." for the Author field when the original data is

•
AU - James K. T.

•
AU - Thomas T. J.
•
||: each field must be divided with "||" 

•
<import>: Use this tag to register the template as an import filter.

•
<replace ##^@@|>: Use this tag to replace any character/string(##) in importing records with @@. For example, an imported record contains "{"s and "}"s in the author field and in other fields as well. You could insert <replace {^|}^|> tag in the importing template to remove "{" and "}" because the tag replaces "{" with "" (nothing) and "{" with ""(nothing).

<Import2> Syntax

There is another syntax for importing templates. It is called <import2>. This syntax is totally different from the <import> syntax described earlier in retrieving data from an itemized data file.

•
The major differences are:

•
<import2> gets data for specified fields only. For example, if you want to get author names only from your data file, you only need to arrange tags(e.g., <between>) for #N1 (i.e., author field code).

•
Because <import2> only retrieves specified fields, you must use every necessary tag for a field to let Scholar's Aid know where and how to retrieve the data. For example, when you retrieve author names, you need to tell Scholar's Aid where the author names are in the data file. To do that, use <between ## && $$>. See below for more info.

•
General format

<import2>

<beginwith ##>

<endwith $$>

FIELDCODE1:=<between ## && $$ format %%>

            <from ##>

            <until ##>

            <connectwith ##>

            <replace ##>

FIELDCODE2:= . . .

•
Tags and Syntax

•
<import2>: tells the template is an <import2> template.

•
<beginwith ##> and <endwith $$>: Each record begins with ## and ends with $$. For example,  the below example itemized data begins with "AU  - " and ends with "UI  - 92052534\n" (\n is line break.) Therefore, the tags should look like "<beginwith AU  - ><endwith UI  - ||\n>."


Note that 92052534 is replaced with "||" because it is not fixed data. Only "UI  - " and "\n" is constant through out the records.

•
FieldCode:= Specifies the field to where you are retrieving data. For example, you want to get author names from the data file. SA's author name field code is #N1. Thus, the syntax should be "#N1:=" and you should supply the necessary tags for the field.

•
<between ## && $$ format %%>: tells where the data is for the field and how the retrieved data should be formatted. For example, in the example data below, author names are between "AU  - " and "\n".  Therefore, to receive author names in #N1, the syntax should be

#N1:=<between "AU  - " && "\n">

If you want to make "Finch L" "Finch L.", you can use format. Then, the syntax should be

#N1:=<between "AU  - " && "\n" format "#N1.">

•
<replace ##>: tells how to modify the data. For example, "Finch L." is not good enough. You want to make it "Finch, L." Then, use
<replace "! ^, ">

This tag will replace " " with ", " only once because of "!" The result would be "Finch, L."

You can use "UU^U. U" for two uppercase characters (e.g., "JF" in Kennedy JF). Thus, <replace "! ^, |UU^U. U"> would generate "Kennedy, J. F"

•
<from ##> and <until ##>: Use it when the <between> tag is not enough to locate the data. For example, in the below example data, published date is "1991 Nov". You cannot just use <between " " && ";"> to retrieve "1991 Nov" because there can be many " " and ";" in the importing data and the tag would retrieve wrong data. Thus, limit the data area to increase the accuracy with <from ##> and <until ##> tags. See the below example template for the usage.

You can use "|" to narrow down the scope. For example, <from "TA - |), "> sets the starting point to "TA - " first, then moves the starting point to "), " from "TA - ".
•
<connectwith ##>: This tag is use for connecting multiple items for a field. For example, in the example data, there are three authors. They should be connected with "; " to be in the author field in Scholar's Aid. Thus, <connectwith "; "> would work for that.

•
You can insert comments in <import2> templates. Enter comments between "<*" and "*>". Comments do not have any effects in importing.

•
Example data

AU  - Finch L

AU  - Barbeau H

AU  - Arsenault B

TI  - Influence of body weight support on normal human gait: Development of a gait retraining strategy.

AB  - The recovery of locomotion, following interactive training with graded weight support, in the adult spinal cat has led to the proposal that removal of body weight may be a therapeutic tool in human gait retraining. There would be benefits, however, in knowing normal responses of humans to partial weight bearing before applying this strategy to patients. In this study, 10 nondisabled male subjects walked on a treadmill while 0%, 30%, 50%, and 70% of their body weight was supported by a modified climbing harness.

MH  - Body Weight|*PH

MH  - Gait|*PH

MH  - Physical Therapy|*

AD  - Department of Physiotherapy

AD  - Montreal Neurological Institute

AD  - Quebec

AD  - Canada.

SO  - Phys Ther 1991 Nov; 71(11):842-55; discussion 855-6

DP  - 1991 Nov

TA  - Phys Ther

PG  - 842-55; discussion 855-6

IP  - 11

VI  - 71

UI  - 92052534

•
Template for the example data

<import2>

<beginwith AU  - >

<endwith \nUI  - ||\n>

#N1:=<between "\nAU  - " && "\n" format "#N1.">

     <connectwith "; ">

     <replace "! ^, |UU^U. U>

#TA:=<between "\nTI  - " && "\n">

     <between "\n      " && "\n">

     <until "  - ">

     <connectwith " ">

#T1:=<between "\nSO  - " && " 19">

     <until ";">

#Y1:=<between " 19" && ";" format "19#Y1">

     <between " 20" && ";" format "20#Y1">

     <from "\nSO  - ">

     <until ":">

#VL:=<between ";" && "(">

     <from "\nSO  - ">

     <until ":">

#IS:=<between "(" && ")">

     <from "\nSO  - ">

     <until ":">

#PG:=<between ":" && "\n">

     <from "\nSO  - ">

     <until "\n">

#AB:=<between "\nAB  - " && "\n">

     <between "\n      " && "\n">

     <until "  - ">

     <connectwith " ">

Remarks

•
<notitlemark>, <beginwith ##>, <endwith ##>, and <import> tags can be placed anywhere in a template.

•
In the <import> syntax, all field names should be placed in exactly the same order as the data. A missing or misplaced field in a template causes its data to be appended to the previous field. In the <import2> syntax, the field order is not important, but using the fields in order is recommended.

Related topic

•
File Management | Exporting Library data

•
File Management | Importing data into a Library file

•
File Management | Importing itemized data

•
Appendix | Field Codes.

The Input Aid List Editor

This tool enables you to edit the lists of the Input Aid.

Editing Input Aid list

•
Select Editors|InputAid List Editor.

•
Select a tab in the bottom of the Input Aid List Editor window.

•
The Add button([image: image49.png]


) allows you to add items to the list.

•
The Delete button([image: image50.png]


) removes selected items from the list.

•
The Change button allows you to modify the selected item.

Using Input Aid

Input Aid enables you to input data easier. You can use Input Aid in two ways: Using the Input Aid window and using the FastInputAid.

•
Input Aid window: To activate Input Aid, press the ESC key while you are editing a record. In the Input Aid window, double click an item, and it will insert the item at the place where the cursor is blinking.

•
FastInputAid: To activate this facility, press the iAid button – as long as it remains pressed, FastInputAid attempts to complete the text as you type. (Pressing the iAid button for a second time deactivates this facility). For example, try to move to the Pub place field and type Boston slowly. Once you have typed Bo, Input Aid suggests the word Boston – accept the suggestion by pressing the Enter key.

Remarks

•
If you click the right mouse button on the list box, popup menus will appear. They function the same as the buttons.

•
To select multiple items, hold the Ctrl or Shift key down when you click the mouse button.

The Caption Editor
The Caption Editor is a tool for customizing the Catalog Window columns. It allows you to determine how many fields are displayed in the Catalog Window, the tile headings used for each column, the width of the columns and so on. If the Caption Editor is not used, information is displayed in the three columns used by All Records, namely Author, Year and Title.

To edit the Catalog Window columns

•
Select in the Catalog FilterTree the category whose display you wish to customize.

•
Select the Tools|Caption Editor menu.

•
In the Available Fields box, select the fields that you want to display.

•
Click the left arrowhead button.

•
Re-arrange the order and caption settings if necessary.

•
Click OK.

To change the column order and caption settings
•
Select an item in the Catalog Columns box.

•
Click the up or down arrow head button to move it.

•
Type a value in the Width box to determine the width of the column. You can use the small spin buttons beside the box.

•
Type a caption alias in the Caption box. The text will be an alias of the field and will serve as the column heading in the Catalog Window column.

•
To delete an item, click the Delete button (the button with a minus image).

Remarks

•
After editing columns with Caption Editor, you can resize the columns by dragging the column separator in the Catalog Window. To activate the column separator, place your cursor over the line between two column headings (the cursor changes to a double-headed arrow). Drag the line to left or right, by holding down the left mouse button as you move the arrow.

•
If you add several additional columns, the columns in the Catalog Window takes slightly more time to display.

Related topic

•
User Interface | Catalog Window

The Query Editor
Query Editor is a tool for modifying the query criteria that are used in the queries that you have saved and the order in which those queries are displayed in Queries in the Catalog FilterTree.
To modify query criteria
•
Select the Tools|Query Editor menu.

•
Select an item in the Queries box.

•
Modify criteria in the Criteria box.

•
Use the up and down arrow head buttons to move items.

•
Use the Delete button with a minus image to delete an item.

Remarks

•
You can use AND, OR, and parenthesis for criteria.

•
Field names are blanketed with {}. You can see the field names in the Search Field box in the Search pane.

Related topic

•
Record Management | Searching records - using criteria

•
User Interface | Catalog FilterTree

The Favorite Type Editor
This tool is for identifying the source types that you use most frequently so that you can access them more easily.

To collect favorite source types
•
Select the Tools|Favorite Type Editor.

•
Select a source type in the Available type box.

•
Click the Move button (the button with a left arrow head image between the two white boxes).

•
To rearrange items in the Favorite types box, use the left, right, up, or down buttons that can be found immediately below the box.

•
To rename a source type, highlight it and then click on the name once again. You can now type a new name and, when you are happy with the new name, press Enter. 
•
To delete an item, click the Delete button (the button with a minus image).

Remark

•
Items in Favorite types are simply aliases of the source types that are displayed when you click Source types in the Catalog File Tree. Selecting one of the specified favorite types achieves the same result as selecting its corresponding source type in Source types.

Related Topic

•
User Interface | Catalog FilterTree

The Keyword Editor
This tool enables you to edit the list of keywords with which you can more effectively organize and search your data. Clicking on a particular keyword in the Catalog FilterTree immediately displays the records that contain that particular keyword. 

To edit keywords
•
Select the Tools|Keyword Editor menu.

•
Select one or more keywords in the Available keywords box – to select more than one keyword, hold down the Shift or Ctrl key, and click each of the words you wish to select.

•
Move the selected word (s) to the Subject keywords box by clicking the Move button (the button with a left-pointing arrow located between the two white boxes).

•
To re-arrange words in the Subject keywords box, use the left, right, up, or down buttons that can be found immediately below the box.

•
To rename a keyword, highlight it and then click on the name once again. You can now type a new name and, when you are happy with the new name, press Enter.

•
To delete an item, click the Delete button (the button with a minus image).

•
To add additional keywords to the Available keywords box, click the Add keywords button and type the new keyword(s) that you wish to be added to the list of keywords that are available. When you are happy with the new word, click OK.

Remarks

•
Clicking the Rebuild the list button searches all your records and collects all the keywords listed in the Keyword field of each record.

•
In case you do not want to include the keywords from the sample files that included in the Scholar's Aid package, delete the sample Library files and pack the database and rebuild the list again. (See Utilities|Packing the database.)

Related Topic

•
User Interface | Catalog FilterTree

•
Utilities | Packing the database

The Location Editor
This tool is for editing the locations of sources. Scholar's Aid can filter matching records instantly with the location selected in Locations in the Catalog FilterTree. It offers another way for organizing your data in addition to the Keyword Editor.

To edit locations
•
Select the Tools|Location Editor menu.

•
Select one or more locations in the Available locations box – to select more than one location, hold down the Shift or Ctrl key, and click each of the locations you wish to select.

•
Move the selected location (s) to the Locations box by clicking the Move button (the button with a left-pointing arrow located between the two white boxes).

•
To move an item in the Locations box, use the left, right, up or down buttons that can be found immediately below the box. 

•
To rename a location, highlight it and then click on the name once again. You can now type a new name and, when you are happy with the new name, press Enter.

•
To delete an item, click the Delete button (the button with a minus image).

•
To add new locations to the Available locations box, click the Add locations button and type the new location(s) that you wish to be added to the list of locations that are available. When you are happy with the new word, click OK.

Remarks

•
Clicking the Rebuild the list button searches all your records and collects all the locations listed in the Source location field of each record.

•
In case you do not want to include the locations from the sample files that included in the Scholar's Aid package, delete the sample Library files and pack the database and rebuild the list again. (See Utilities|Packing the database.)

Related Topic

•
User Interface | Catalog FilterTree

•
Utilities | Packing the database

The Icon Editor

This tool enables you to edit the source type icons. If you do not like the government document source type icon, for example, use Icon Editor and modify the icon.

•
To select the icon you want to edit, click on the icon in the IconList pane in the top of the Icon Editor window.

•
To draw the icon, click the left mouse button on the canvas - the large grid box in the left side of the Icon Editor. If you click and hold down the left mouse button, you can draw continuously.

•
To select the color, click the left mouse button on the color in the Palette. The color is displayed in the small box to the right of the canvas.

•
To erase, click the right mouse button on the pixel you want to erase. If you click and hold down the right mouse button, you can erase continuously. What you are in fact doing is drawing with a transparent color.

•
To copy the image in the canvas to the clipboard, click the Copy button.

•
To paste the image in the clipboard to the canvas, click the Paste button.

•
To assign a customized color for the Palette, click one of the small buttons below the Palette. Select the color and click OK in the Color dialog box that was opened by pressing the small button.

•
Restore Default Icons: Click this button to cancel all the editing and restore the default icons.

•
Refresh on start up: Check this if you see the icons in the Toolbar buttons or in other small buttons in the Scholar's Aid window are distorted.

The Toolbar & Menus Editor

This tool enables you to customize the appearance of the toolbar and menus including the arrangement of the buttons.

Arranging the buttons

•
Check the buttons you want to make appeared by clicking the check box in the Show column.

•
Use the Up and Down buttons to change the button order.
Changing the appearance

•
Check Image to make the images appear on the buttons

•
Check Text to make the captions appear on the buttons

•
Check Flat to make the buttons flat (non-3D).

•
Check Hide to make the buttons disappear.

•
To change the caption of the selected button, click Caption and enter a new caption.

•
To change the floating hint text of the selected button, click Hint and enter a new hint.

•
To see how the changes will look like, click Apply.

•
To accept the changes, click OK.

•
Clicking Cancel will close the Toolbar Editor and restore the original settings.

Changing the Menus

· With this feature you can change the names and insert your own captions in any of the available menus. 

Related Topic

•
User Interface | Toolbar

Utilities

Changing font and color
Steps

•
Select the window or box within which you to make changes. 

•
Select Tools|Change font and color and the Fonts and Colors dialog box opens. 
•
To change the background color, click the right mouse button on a color in the palette. 

•
To change the font color, click the left mouse button on a color in the palette.

•
To change the font, select the new font. 

•
To change the font style (underline, italic or bold) or its size, use the Styles check boxes. 

Description

You can change the background colors and fonts and their attributes for any boxed component that displays text. Changes that you make here override the default font settings that were set in Preferences. 

Related topic

•
File Management | Setting Preferences

Inserting special characters

Steps
•
Place the flashing cursor where you want the character to be inserted. .

•
Select Tools|Insert special character and the Character Viewer dialog box opens. 
•
Select a character and click the Insert button or click the character again.

Description
Wherever text can be entered in Scholar's Aid, any character from the Character Viewer can be inserted.  If you want to use a different font face, select a font in the Font box in the left upper corner of the dialog box. You can keep the dialog box open while you are using Scholar's Aid.

Using Spell checker

The spell checker is multi-lingual. You can use several dictionaries, including custom dictionaries, simultaneously.

•
To check spelling, click the Spell Check button ([image: image51.png]


).

•
If the note has no spelling error or it finishes spell checking, the Finished message will appear.

•
When the spell checker finds an error(or thinks it has found an error), the Not Found dialog box will appear. You have several options to deal with it.

· Clicking Ignore or Ignore All button. It ignores the error and continues to check. Ignore All ignores all the same "misspelled" words in the note.

· Entering the right word in the Replace with box: If the spell checker does not find suggestions or the right word is not in the list, enter the right word yourself. If the suggestion list contains the right word, select it and click the Replace or Replace All button. Replace All replaces all the same "misspelled" words in the note.

· Clicking Add to Custom button: This adds the "misspelled" word to the selected custom dictionary in the Custom Dictionary box right under the Add to Custom button.

· To cancel spell checking, click Cancel.

Setting the spell checking dictionaries

•
Select Tools|Spell checking dictionary. It opens the Dictionary dialog box.

•
To add a dictionary to the list:

· Click Add. It opens the Open dialog box where you can select a dictionary.

· Select a dictionary type in the Files of type box. There are three types of dictionaries: The spell checker's compiled dictionary(VTD), a custom dictionary in the spell checker's format(VTC), and a custom dictionary that is compatible with Word's custom dictionary(DIC).

· Select a dictionary in the Open dialog box and click Open
•
To remove a dictionary from the list, select the dictionary in the list and click Remove.

•
To accept the changes, click OK or click Cancel if you want to cancel the change.

Backing up data
Steps

•
Select the Tools|Backup data menu. This opens the Library Backup dialog box, in which you can select the directory in which you want the backup file to be stored.

•
The Library Backup dialog will always open in the default backup directory selected in Preferences so, provided you are happy to store your backup files in this directory, click Save and Scholar's Aid will backup your data. The program will report on the progress of the backup, indicating when the process is complete

•
If you want to backup your data to a different directory, click on the Up One Level button (the yellow folder to the right of the white box labeled Save in) to navigate to that different directory. Once you have identified the new directory, highlight it and click Open; the directory appears in the Saved in box. Click Save and Scholar's Aid will report on the progress of the backup, indicating when the process is complete.

Description

Scholar's Aid backs up most files that it uses together with your data files into a single compressed file, thereby saving you disk space, time, and effort. The default directory is the Scholar's Aid directory unless you set the Backup file directory in the Preferences, and the default name is "sa"+year+month+day+".L01" Thus, if you make a backup file on January 30, 2000, for example, the default file name would be "sa000130.L01." You can, however, give the file any name you want, and you don’t have to bother to add the L01 extension as Scholar's Aid will do this automatically. 

In addition to backing up your data on your hard disk, you can also store backup files on removable media such as floppy diskettes or a Zip drive. If you save the file to a floppy diskette, the filename will be the same, except where the file is too big to fit on to a singly diskette. In this case, the extension for the individual files that together make up the whole backup, will increase incrementally so that you can identify the order in which to use them. Thus, the first diskette will have a file with the extension .L01, the second .L02 and so on.

And always remember, the golden rule to avoid the possibility of losing any of your precious data is to backup as often as possible and it is for precisely this reason that Scholar's Aid makes it so easy to do. 

Files to be backed-up

•
Scholar's Aid Library+Notes backup files (.J01): All the files in the SysData, Library, Notefile, and MainData folders, and all the style files with ".STY" extensions in the Scholar's Aid folder.

•
Scholar's Aid Library backup files (.L01): All the files in the SysData, Library, and MainData folders, and all the style files with ".STY" extensions in the Scholar's Aid folder.

Related topic

•
Utilities | Restoring backed-up data

•
File Management | Setting Preferences

Restoring backed-up data
Steps

•
Select the Tools|Restore data menu and the Library Restore dialog box opens. If the directory in which it opens is not the one in which your backup file is stored, click on the Up One Level button (the yellow folder to the right of the white box labeled ‘Save in’) to navigate to the right directory. Once you have identified the new directory, highlight it and click Open; the directory appears in the ‘Look in’ box. Highlight the appropriate file, and click Open. 

•
In the dialog box that opens, Scholar's Aid will pause on each file and ask you whether you want to restore it. If you are certain that you want to restore all the files, click All and Scholar's Aid will report on the progress of the backup, indicating when the process is complete.

Description

Restoring a backed-up data file replaces any current files that exist in the Library and MainData folders, as well as any files in the SysData folder. In the event that your hard disk has lost data, reinstall Scholar's Aid first, and then restore the latest backup file because a backup file does not contain all the files in the Scholar's Aid folder.

Related topic

•
Utilities | Backing up data

Packing the database

Steps

•
Select the Tools|Pack database menu and click Yes to pack the database.
Description

The term ‘packing the database’ is used to describe the process of database house-keeping in which unnecessary and unusable data is removed. Thus, packing the database carries out the following tasks:

•
All non-existent records in Library (L3) files are deleted.
•
All records in the main database (MAIN.L) that cannot be found any Library file (L3)in the work directory (Scholar's Aid\Library), or in FileTab, are deleted.

•
All dead data is removed.

Glossary
•
A non-existent record is created when you copied Library (L3) files that contained records that are not in the main database (MAIN.L), from another folder to the Library folder. Because these ‘non-existent records’ contain source IDs that do not match with the data in the main database, their existence slows down the indexing process. 

•
Dead data: When you modify a record, if the modified record is larger than the original record, Scholar's Aid marks the original record as ‘dead’ and makes a new record to speed up the operation. This technique is used by most major database engines.

Finding duplicated records

Steps

•
Select the Tools|Finds same records menu

•
Scholar's Aid searches the database and, if it finds any records that appear to be identical, it copies these records into a new Library file, _SameRecords_.L3 and opens this new file.

•
You are now able to decide whether these records are in fact identical and, if so, decide which to retain and which to delete.

•
After you have made these changes you will need to pack the database to update all your files. Scholar's Aid will first ask you to confirm that you want to do this and, when you click Yes, it will ask you if you want to backup all the data before proceeding. Click Yes again, and, once the backup is completed, Scholar's Aid will pack the database.

•
At the end of the process you can delete the _SameRecords_.L3 file by right-clicking on the file tab and, in the pop-menu that opens, select Delete the file. In the Message dialog box that opens click Yes.

Description

Duplicate records may be exactly the same, although sometimes they are slightly different because you have entered the data differently or because you have imported a different datafile from another source.

Related topic

•
Utilities | Packing the database

Updating Scholar's Aid using Update Center
Steps

•
Make sure that you are connected to the Internet.

•
Select Tools|Update via the Internet menu.

•
Click Check to get a list of all the updated files that are available.

•
Select all the files that you want to update; if you want to select more than one file, hold down the Shift or Ctrl key as you click on each file. 

•
Click the Download and install button. 

Description

The Update Center displays all available updates including data files, program files, and documents.

•
Reading Update Center's display: This tool has two boxes. The upper one is the Update list box. Check marks indicate those items that have already been updated. Clicking an item displays its description in the Description box which is the lower box.

•
Updating programs: Updating programs requires the program to be closed because the system cannot overwrite a running program. Update Center always asks if you want to close the running program when it tries to update the program. Thus, if you are running Scholar's Aid and you selected Scholar's Aid update in the Update list, Update Center will ask you if you want to close Scholar's Aid. If you click "Yes," Update Center closes Scholar's Aid and replaces the former Scholar's Aid program with the updated program. 
•
Proxy settings: If you are using Scholar's Aid within a local Network, you might need to setup the proxy. Click the Setup button (the button with a gear image in the bottom right-hand corner of the Update Center dialog box) and enter the proxy and proxy port numbers. If you are at all unsure about this, ask your network administrator before you enter any values here. When you are finished, click OK.

Remark

•
The Remarks column in Update Center is primarily for internal use. Close means that Update Center should close the open window (e.g., Scholar's Aid) to update the file, while Open means that the file can be opened from Update Center. Updated means that the file has been updated.

Registering Scholar's Aid

You will have to register Scholar's Aid if you want to use it beyond the trial period. Unregistered copies of the program will expire after that time. Upon registration, you will receive a key (a registration number) that will transform your copy of the program into a registered copy, and thereafter there will be no limitation on your use of the program.

You can register through the Internet, by fax or by ordinary mail. The Scholar's Aid package includes registration software. This program lets you send information directly and securely to the Scholar's Aid web server or prints a registration form that you can fax or mail.

How to register

•
Select Tools|Register… and click either Via the Internet or By mail or fax.

•
Follow the instructions that will appear on the screen

Note:
Registration through the Internet requires an Internet connection, so make sure you are connected to the Internet before clicking the Register button on the last page of the registration program.

Note:
If you are registering by fax or mail, make sure that you indicate the address where you wish your registration number to be sent. If you provide an email address, you will receive the registration number by email.

Note:
You can change the transaction method by clicking the I/P button.

•
If you provide an e-mail address, you will receive your customer ID and registration number within two business days. When you receive the registration number, select Tools|Register|Registration Number and enter the number. Keep a copy of your customer ID and registration number, as you will need it if you have to obtain in the future.

Quick Registration 

•
Once you have registered your copy of the program, you do not have to submit your details again to obtain a new registration number although, to be able to verify your registration status, you will need your customer ID and the last registration number.

•
Quick Registration for the copy you are using now, which must be connected to the Internet.

•
Select Tools|Register|Quick Registration.

•
Enter your customer ID and your last registration number and click the Register button.

•
Quick Registration for a copy of the program installed in another computer (e.g. the copy in your laptop computer) that does not have an Internet connection. You must work from the copy of the program installed in the computer that is connected to the Internet, and the user names of the copies in both computers must be exactly the same. If not, you must correct the user name in the Scholar's Aid on the computer that is not connected to the Internet. To do that, in the computer that is not connected to the Internet, close Scholar's Aid and delete the SA.CFG file in the Scholar's Aid folder. Open Scholar's Aid and, when prompted, enter exactly the same user name as that which you entered on the copy of the program that is already registered. If you then select Help|About, you will see that your user name is now exactly the same as the user name on the registered copy of the program and a new Product ID will have been generated for this copy of the program. Write the ProductID on a paper so that you can enter the number when you register the copy from the other computer. If you cannot recognize the characters well enough, click the ProductID. It will change the font, and that might be helpful.

•
In the computer that is connected to the Internet, select Tools|Quick Registration.

•
Enter the ProductID of the copy you are registering (e.g., the copy in your laptop computer that does not have an Internet connection) and then enter the customer ID and the registration number that you were sent when you registered the original version of the program.

•
If the information is correct, your new registration number will be emailed within two minutes to the email address you recorded when you first registered the program.

Remarks

•
When you register via the Internet, the data will be encrypted by a unique algorithm before it leaves your computer. No one can see the contents until they are decrypted by a specially designed program in a computer completely isolated from the Internet.

•
Keep the Customer ID and the registration number that you received the last time. Quick Registration requires the numbers.

•
If you want to change your information after registering, send an email to dna@scholarsaid.com.

Working with Scholar's Aid 4AE Notes

This chapter is valid only when Scholar's Aid 4AE Notes is installed.

Associating a source with a note

Steps

•
Select a source to which you want to make a link with the current note in the Notes module.

•
Select the Update Link popup menu.

Description

Selecting the Update Link popup menu establishes a new link between the selected record and the current note in the Notes module. When such a link is established, transferring text from a note into your word-processed document, automatically inserts the appropriate citation into your document as well.

Remark

•
If there was an existing link prior to the Update Link command, the old link is overridden by the new one.

Making new notes associated with a particular source

Steps

•
Select the source for which you want to make notes.

•
Select the Make Note in popup menu and wait a second to see the available Notes files.

•
Select a Notes file.

Description

Selecting the Make Note in popup menu activates the Notes module, opens the selected file, and prepares a new empty note record in which you can enter text. The newly created note is linked to the selected source in the Library module automatically.

Remark

•
If the Notes module is running, the name of the open Notes file is check-marked.

Showing notes associated with a particular source

Steps

•
Select the source for which you want to see the associated notes.

•
Select the Show Notes in popup menu and wait a second to see the available Notes files.

•
Select a Notes file.

Description

Selecting the Show Notes in popup menu activates the Notes module, opens the selected file, and collects all the notes associated with the selected source in the Library module.

Remark

•
If the Notes module is running, the name of the open Notes file is check-marked.

Updating source data in Notes file

Steps

•
Select a source that you want to update in a Notes file.

•
Select the Update Source in the popup menu and wait a second to see the available Notes files.

•
Select a Notes file.

Description

When you modify source data in the Library module, you need to update the source data in the Notes file as well, if you use that source in the Notes file. Selecting the Update Source in the popup menu, activates the Notes module, opens the selected file, and updates the data in the Notes file with the data of the selected source in the Library module.

Remarks

•
If the Notes module is running, the name of the open Notes file is check-marked.

•
The Update Link and Make Note in popup menus automatically update the source data. So, normally you will not need to use this function.

Scholar’s Aid network user manager 

Scholar’s Aid 4AE User Manager allows Scholar’s Aid 4AE to be used in any number of computers across a network. You can set a data folder with password protection for each user.  Only a network administrator can change the password or work folders for users. 

If only one user is defined and Auto logon is enabled, that user will be automatically logged in.

If you want to use Scholar’s Aid in a network with a file server and want to set control for each user, follow this step-by-step guide:

1. Make a shared folder and set read-only access to it for everyone except the user who will be the administrator. This folder will contain a file with user definitions.

2. Make another shared folder and set read-write access for every user that will use Scholar’s Aid 4 in the network.  User Manager will use this folder to store lock files. This will prevent a user from logging on if a user with the same name is already logged in. Lock files is valid for 2 minutes. The User Manager automatically updates lock files, so if a computer with a user logged in is down, an attempt to login elsewhere with the same name will be successful after a 2 minute delay.

3. Install Scholar’s Aid 4AE in every computer where it is to be used. Set the Path for User’s definition file as the shared folder created in Step 1.  Set the Path for User’s lock files in the User Manager window, as in this example:
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Note: If User Manager is started for the first time, or if it cannot find the USERS.DAT file, the file will be automatically created in the folder where the Scholar’s Aid program is installed. The user name will be  “Admin” and the password will be set as  “SAPASS”. 

You are now ready to manage users.

4. Start User Manager, login as Administrator.

5. Add users and point the Work directory to the user’s folder on the server.

Now users can log from any computer in the network and work with their data.

Note: Follow your network operating system guide to set the user privilege and to map the server’s folders. 

About Scholar's Aid
About Scholar's Aid 4AE
Scholar's Aid 4 AE
Copyright © 1996, 1999, 2000, 2002 by Scholar’s Aid, Inc.
All Rights Reserved.

Scholar's Aid and the Reference Processor are trademarks of Scholar's Aid, Inc.

This computer program is protected by copyright law and international treaties.
Scholar’s Aid Inc retains sole ownership and copyright, and reserves exclusive rights to the software.
Terms and conditions of use
•
Technical support is available to registered users by email.

•
You must obtain written permission from the author of this program in order to sell the program or to distribute or use it for any commercial purpose whatsoever.

•
The author and distributors are not responsible for any damage, injury, or loss of data that might be caused by this program.

•
You need to register if you intend to use this program. 

Your reports and suggestions are always welcome.
Your input will be considered seriously.

In the unlikely event that you find a bug, please report it by using the online Bug and Suggestions form under the Help menu.

Upgrade
To obtain an updates for the program visit the Update via the Internet selection under the Tools menu.
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New and key features in Scholar's Aid 4AE

Library

· Editing: The Scholar’s Aid 4AE version of the Library module has many improvements both in user interface and functionality. Users now can change shortcuts for toolbar buttons and main menu items. Changing font properties in the record editing window is very easy.

· External Data: One of the most significant improvements in Scholar’s Aid 4AE is a support for data providers from different data sources. As a result, Scholar’s Aid 4AE Library is now able to perform a search in online servers that support Z39.50 protocol. More than 100 server definitions are now available. Also, Library can import data from EndNote® exported text file. Scholar’s Aid 4AE now includes a library engine – a set of COM objects for accessing data like styles, libraries, and records in any other application.

· User Manager: Scholar’s Aid 4AE allows users to have independent user interface settings. A user’s data can be stored in different folders. 
· New 24 user definable fields are added for your own data fields.
•
Fully integrated Library and Notes.

•
Additional option for backing up: Library and Notes data in one file.

•
Compatible with Windows 2000, XP and support for WordPerfect 9 and Word 2000, 2002.

•
The new Import2 template syntax gives you another way to import itemized bibliographical data.

•
New tags for import/output templates

•
Multi-lingual spell checker enables you to use multiple spell checking dictionaries simultaneously.

•
The Toolbar Editor allows you to add or delete Speed buttons on the Toolbar and customize the display.

•
The Icon Editor allows you to modify the icons in the Filter Tree.

•
Simplified Distributable raw Library file no longer requires payments or permissions.

•
Endnote transfer menus added.

•
Improved user interface: improved menu structure, more short-cut keys, and customizable Record window label color.

•
MLA and Harvard style templates are added.

•
Known bugs fixed.

•
Improved algorithm in many areas.

Notes

•
WebNotes allows you to store and display web page content.

•
Link the webpage to a source in Notes and Library.

•
Multiple user support.

•
Unlimited number of records.

•
Unlimited length of each record.

•
Seven default note types: General, Summary, Quotation, MyIdea, TableNote, Folder, Source, Webnote.

•
Customizable note and folder types.

•
NoteType Editor that enables you to customize their note types.

•
Input Aid list Editor that enables you to edit the Input Aid lists.

•
Keyword Editor that enables you to organize the keywords hierarchically.

•
Toolbar & Menus Editor that enables you to customize the Toolbar and menus.

•
Customizable note type icons for easy and efficient note organization.

•
Bookmarks.

•
Keywords for additional note organization.

•
Hyperlinks for easy access to the information you need: You can link to any Notes data file, any note, any bookmark, and any file on your hard disk.

•
Super powerful search engine that searches not only the open data file but also all the other Notes data files as well.

•
Instant search by associated source.

•
Instant search by note types.

•
Instant search by bookmarks and hyperlinks.

•
Instant search by keywords.

•
Highlighting text.

•
AutoText that automatically replaces a "token" with the appropriate full text while you are typing.

•
Unlimited undo and redo.

•
Direct link to any Internet URLs from within a note.

•
Floating notes that enable you to view several notes simultaneously.

•
Import notes from plain text files and rich text files (RTF).

•
Instant record copying between Notes data files by dragging and dropping.

•
Excel compatible spreadsheet for tabular information.

•
Quick Registration for easier and faster re-registration for registered users.

•
One-click backup and restore function.

•
Instant source viewing function without activating the Library module.

•
Multi-lingual spell checker.
Appendix

File extensions

Extension
Description
Example
Folder

EXE
Executable file
Kairos.EXE
Scholar's Aid 

CFG
Program configuration file
SAJane.CFG
Scholar's Aid

RTF
Rich text file
First.RTF
Scholar's Aid

TXT
Text file
Readme.TXT
Scholar's Aid

STY
Style template
Chicago.STY
Scholar's Aid

CNT
Help contents file
SAHelpJL.CNT
Scholar's Aid

HLP
Help file
SAHelpJL.HLP
Scholar's Aid

VTD
Spell checking dictionary
American.VTD
Scholar's Aid

VTC
Custom spell checking dictionary
Custom.VTC
Scholar's Aid

L3
Library file
Sample.L3
Scholar's Aid\Library

L3B
Library backup file
Sample.L3B
Scholar's Aid\Library

LR
Distributable raw Library file
Sample.LR
Scholar's Aid\Library

N3
Notes file
Sample.N3
Scholar's Aid\Notefile

N3B
Notes backup file
Sample.N3B
Scholar's Aid\Notefile

KEY
Note keyword file
Sample.KEY
Scholar's Aid\Notefile

NT
Note type file
Default.NT
Scholar's Aid\Sysdata

P
Template collection file
Default.P
Scholar's Aid\Sysdata

PT
Print page setup file
Test.PT
Scholar's Aid\Sysdata

0
Library configuration files
Caption.0
Scholar's Aid\Sysdata

1
Notes configuration files
Caption.1
Scholar's Aid\Sysdata

L01
Library data backup file
SA991201.L01
Scholar's Aid

N01
Notes data backup file
SA991201.N01
Scholar's Aid

J01
Library+Notes data backup file
SA991201.J01
Scholar's Aid

Field Codes

Field codes identify the fields in a Library record. For example, #N1 identifies the Author field. When you use it in an output template, a #N1 will display the data of the Author field in each record. There are 34 fields Scholar's Aid uses.

•
Author
#N1

•
Work type
#W1

•
Article title
#TA

•
Title
#T1

•
Series
#ES

•
Edition
#ED

•
Volume
#VL

•
Issue number
#IS

•
Article page
#PG

•
Pub_place
#UC

•
Publisher
#U1

•
Pub_date
#Y1

•
Miscellaneous
#MS

•
Additional
#AD

•
2nd Title
#T2

•
2nd Author
#N2

•
2nd Publisher
#U2

•
2nd Pub_date
#Y2

•
Keyword
#SB

•
Source type
#ST

•
Abstract
#AB

•
Description
#DE

•
Call number
#CN

•
ISBN
#IN

•
Source Loc.
#SL

•
Date Obt.
#OD

•
Place Obt.
#OP

•
Reading
#RG

•
Bibliography
#BL

•
Reference list
#RL

•
Footnote
#FT

•
Paren. Ref
#PR

•
Short footnote
#SF

•
Short P. Ref
#SP
•
User Definable
#ZA - #ZX
Related Topic

•
Editors | The Style Editor

•
Editors | The Template Editor

Glossary

Dialog box
A windowed box that allows you to set or enter data. An example is the Open Dialog box that is used for opening a file.

Field

A database term that means a distinguished data item in a record that has one or more data items. For example, a source (record) in a bibliography file has an author, a title, a publisher, a date of publication and so on. The Author item is a field.

Popup menu
A context sensitive menu that pops up when you click the right mouse button.

Record

A database term that means a unit in a collection of units. For example, in a bibliography file, each source is a record.

RTF (Rich Text File)
This is a text file containing formatting codes. Since almost all word processors can read and write files in this format, it is a useful means for transferring formatted documents from one word processing program to another. To make an RTF file, save a document as a RTF file from within your word processor.

Speed bar or toolbar
A collection of buttons (speed buttons) that are associated with the most frequently used functions. It usually resides on the top of an application.

Splitter

A splitter is normally a narrow panel that resides between two panes or windows, enabling the user to adjust the size of each pane or window relative to the other. When the cursor rests on a splitter, it changes into a splitter cursor [[image: image53.png]


], distinguished by two vertical lines split by a horizontal line with an arrow at either end. [image: image54.png]



Status bar
The status bar is normally found on the bottom of an application and displays information about current status of application or data.

WYSIWYG

What you see is what you get.
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