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Using Citation Tools & Exporting to EasyBib 
Plagiarism — when you steal someone else’s words or ideas and pass them off as your own — is an act of 
dishonesty. According to the website plagiarism.com, all of the following are considered plagiarism:  

 turning in someone else's work as your own 
 copying words or ideas from someone else without giving credit 
 failing to put a quotation in quotation marks 
 giving incorrect information about the source of a quotation 
 changing words but copying the sentence structure of a source without giving credit  
 copying so many words or ideas from a source that it makes up the majority of your work, whether you 

give credit or not 

The penalties for plagiarizing can be severe, whether you did it on purpose or not. Your high school teacher will 
likely give you a zero for the assignment, and you could be banned from playing sports or enjoying special 
events, such as prom or graduation. Colleges frequently expel students found guilty of plagiarism. 

To avoid plagiarism, it is important that you know how to properly cite sources in your research. Explora™ 
includes helpful citation tools to assist you. 

Cite 

If you plan to copy and paste your citations manually into a word processor document (such as Microsoft Word 
or Google Docs), you can simply click the Cite icon under the Tools Menu. 
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Scroll down to find the citation format you need, highl ight, and right-click to copy. Then paste the citation into 
your word processor document, careful to maintain italics and other formatting. 

  

 

Export Manager 

Explora also offers a download option that lets you download one or more results to a format compatible with 
EasyBib, EndNote, ProCite and other bibliographic management programs. Saving your results to a file using this 
option creates a text file with a special tagged format that bibliographic management programs can import and 
transfer for use with their software. 

In this example, we will export a citation to EasyBib. 

1. If you don’t already have an EasyBib account, you can create one for free now at www.easybib.com. 

2. Once you are logged in, click My Projects. 

3. Click +New Project. 

 

4. Fill out the form with details about your project and click Create. 

 

Your project should now appear in your list of projects.  

http://www.easybib.com/
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5. Return to Explora. You are now ready to conduct searches and export citations to EasyBib.  

6. Once you have found a result that you want to use, click Export under the Tools Menu on the Detailed 
Record screen. 

 

7. Select the Direct Export to EasyBib radio button and click Save. 

 

You will be taken directly to EasyBib. (You may need to re-enter your login). Make sure you are 
importing the citation to the correct project. Sometimes EasyBib will automatically create a new project 
for you with the date as the project name. Or it will import the citation into the last project you were 
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working on. It is a good idea to log in to EasyBib in advance and click the Bibliography link for the project 
you are currently researching so that EasyBib knows where to save your citations.  

 

8. Click Import. 

The citation will appear in your citations list. Citations are listed in alphabetical order. 

 

9. Once you have gathered all your sources, you can Export them to Microsoft Word, Google Docs, or 
simply copy and paste. Simply place a check mark in the boxes for each citation you wish to include.  

Note: Always check to make sure that the spelling and format of the author’s name matches how it 
appears in the publication. Sometimes errors come through in the export process. For example, in the 
above example, David McCormick’s name is missing a capital “C.” 

 


