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Searching, browsing, 
exporting and dashboards 
There are a number of ways to find sets of records on KAR according to what you are 
looking for and how you want to use the information when you find it.  

Advanced searching 
Go to the advanced search in KAR: https://kar.kent.ac.uk/cgi/search/advanced. 

Scroll down the form and add information to the relevant fields: 

 

Item type 
In the list with tick-boxes choose all the boxes next to items you want to see. 

 

http://www.kent.ac.uk/library/research/
https://kar.kent.ac.uk/cgi/search/advanced
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Date 
Type in the date you want to find. Use a hyphen (-) between years, months and days and to 
denote ranges (ie 2014-01-01-2020-12-31 is everything with a publication date between 1 
January 2014 and 31 December 2020), or denote everything before (-2014) or after (2014-) 
a date (including the date given). 

 

If there is a list like this scroll down and select the entries you want. If you hold down the 
Ctrl key, you can select several divisions. 

 

  

Once you have selected all your criteria press enter, or click search. 

 

Your results will look like this with a summary of your criteria at the top, and the results 
listed below. In the middle, you have some options. 

1. Refine search. This will take you back to the search form and keep your selected 
criteria. You can add more, change or remove and search again. 

2. New search. This will take you back to the search form and clear the form so you 
can start a search afresh. 
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3. Save search. Once you have settled on the search criteria that brings the results 
you need, you can save the search. If any new records are uploaded to KAR, and 
they meet your criteria, you will be alerted by email. (see below Saving Searches). 

4. Order the results. You can also change the order the records appear in; choose 
from ascending or descending date, or alphabetically by title or author. This is by the 
first named author surname. 

Exporting your results 
You can use the results from your search in reports, emails and other documents and 
export them in several formats.  Choose the format that is appropriate to your end use. The 
most used from the drop-down list of available formats are: 

• Bib TeX – creates a file of the records that can be uploaded to most other 
repositories and reference management software. 

• HTML Citation – the best looking output. Copy and paste into documents or emails 
and the records will include a link back to the KAR record to access full text of see 
more details. 

• Multiline CSV(Staff) – Puts all the details of the records into a spreadsheet format. 
This is a little awkward as it gives multiple lines for records with more than one 
author school etc. It is useful where you have large sets to interrogate. If you edit the 
data, save the document as an Excel Spreadsheet. 

Saving searches 
If you need to run similar searches on a regular basis, you can save your searches for later 
and create alerts. For instance, if you want to know about new records, tagged for a 
particular School, or research group, as soon as they are deposited, KAR will be able to 
email you to let you know about any new results. 
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Make sure you are logged into KAR with your Kent IT Account username and password. 
Once you have successfully created your search criteria, choose Save search. You can: 

• change the name to something useful to you by typing over the text in the field. 
• set how you want to be alerted about new records that match your search criteria.  
• choose if you want KAR to email you even if no new matching records have been 

added. 
• choose if you want to share your search with others so they can see the results. 

Choosing Once per day and No, only mail me alerts with content will send an email 
within 24 hours of a new record being uploaded that meets your criteria. The email will 
arrive at the same time of day and week that you set the saved search up. 

Choose Save for Later. If want to change the settings or edit the search you can do this by 
Logging into KAR and then selecting Saved searches from the top menu. Find your search 
and click on the document and pencil icon to edit it. Save for later once you are finished. 

Browsing 
An alternative way to find records is to use the Browse functions. You can find records 
sorted by:  

• Creator/Author  
• Year of publication/distribution 
• School 
• Journal title 
• Publisher 

Choose the category and navigate to the option you want to see. This view can be sorted 
and exported in the same way as the advanced search results. 

Latest additions is another browse view which shows the latest records to be created on 
KAR. Records take 24 hours to appear in this or any of the other browse views. 

Dashboards 
Statistics are available for KAR to see how many records have been deposited and how 
many downloads have been made from KAR of uploaded files. Graphs and tables can be 
viewed and exported without the need to log in. 

Choose Dashboards in the top right corner of the screen and use the Filter items, Dates, 
and Available Reports tabs to choose the statistics you need.  

You can filter by: 

• Creator/Author 
• Subject 
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• School 
• Item type 
• or by individual item. 

Origin of downloads 

 

Download from KAR statistics for individual records also show on each record page, 
alongside Altmetric counts for works that have a DOI. 
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