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How to store and secure  
Citavi data 

 
by Jürgen Braun, E-Mail: braun@sub.uni-goettingen.de and Almut Breitenbach, E-Mail: 

breitenbach@sub.uni-goettingen.de 
 
 
Why think about the right way to store and secure Citavi projects? Citavi saves the 
data automatically, doesn’t it? Yes, it does, but only in one folder on your computer, 
and moreover, there are more data types belonging to your project – for example, the 
PDF files which you have imported and the citation styles you have changed. These 
are not included in your project file. Thus it is important to know where Citavi stores 
this data on your computer, how you can influence its storage place and first and 
foremost, how to secure your Citavi data properly.  
 
In any case, doing proper data management and backup is very important for you: 
 
You store the basis of your papers, your master’s or doctoral thesis in Citavi, which 
comprises the work of weeks, months or even years. Imagine you have collected 
literature and all kinds of sources in Citavi and carefully recorded the results of your 
studies in your database. Now you begin to write your paper and suddenly your 
computer breaks down. Or your laptop gets stolen. If you have stored your Citavi 
project (and your text!) only on this computer you are facing a full-blown catastrophe. 
In order to avoid such emergencies and to spare you unnecessary disasters we also 
offer general advice for data backup in this paper. 
 

Where your Citavi project data is stored on 
your computer 
 
- please turn page - 



P
fa

d:
 C

:\U
se

rs
\D

oc
um

en
ts

\C
ita

vi
 5

O
rd

ne
rs

tr
uk

tu
r 

vo
n 

C
ita

vi
B

ei
sp

ie
lp

ro
je

kt
: „

H
is

to
ris

ch
e 

H
ilf

sw
is

se
ns

ch
af

te
n“



3 
 

 

Doing data backup: 3-2-1 
 
Keep 
 
3   copies of your data in at least 
2   places on more than 
1   type of storage device. 
 
For example: 
 

 on your laptop (in your backpack) 
 in your university data storage (hosted by GWDG) 
 on an USB-stick (in your pocket) 

 
 
Suitable data backup devices 
 

 your university data storage (5 GB, information in German language provided 
in eCampus > Hilfe & IT-Support > Dein Account 

 USB-stick 
 external hard drive 
 network data drive 
 Cloud service 

 Please note: Even though you still own your data when you use 
services like Dropbox or GoogleDrive, you allow these providers as well 
as their partners to use your data for different purposes. Also, as your 
data in these clouds is stored outside Germany it is not subject to 
German data protection law any more which is much stricter than in the 
U.S. For these reasons, please be careful not to upload any sensitive 
private or professional data to such clouds. 

 We recommend local cloud services like GWDG OwnCloud or 
CloudShare / Powerfolder (10 GB, information in German language in 
eCampus > Hilfe & IT-Support > Software, look under „Cloudspeicher 
mit Studierendenaccount“) 

 

How to do Citavi data backup 
 

 The simplest way is to secure the complete Citavi folder according to the 3-2-
1-rule.  
However, if it suits your working habits better to secure single projects please 
note the following: 

 
 The project file: The most important file is your project file. It contains all 

references, tags, categories, quotes, summaries etc. The project file is 
secured automatically by Citavi in the backup folder. 
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 The backup folder: Change the storage place for this folder – it will be useless 
when your only project backup is on your computer hard disk when it breaks 
down or the computer is not working for other reasons. Thus, choose a 
different storage path for your Citavi backup files:  
 

o Tools > Options > Folders > Backups. 
 

 Citavi attachments folder: Take care to secure your PDF files and other Citavi 
ttachments. They are stored in the folder „Citavi Attachments“ within the folder 
„Projects“.  
Moreover, depending on your working habits, it can be a good idea to store 
the attachments not in the above-mentioned folder, but in another folder on 
your computer, in your university storage or in a cloud. This is 
recommendable, for example, when your attachments folder contains a huge 
amount of data or if you want to use the same attachments in different Citavi-
projects. How to change the storage place for the attachments:  
 

o File > Project properties > Paths > Paths for attachments. Please note: 
If you store the attachments in a cloud or in your university storage you 
always have to work online to be able to use them. Please also 
remember to secure the attachments when you have stored them in a 
different place! 

  
 Custom citation styles folder: Here you find the citation styles which you have 

created or edited. These have to be secured, too. 
 

Some suggestions for data-backup  
 
1. Data backup online and offline: 
 

 Working device: laptop or desktop computer 
 Backup 1: USB stick (don’t store it in the same place as your computer) 
 Backup 2: Your university storage or a GWDG cloud 

 
2. Data backup online: 
 
Precondition: You always work with the same devices and you are always online. 
 

 Working devices: Laptop, desktop computer, tablet computer 
 Backup 1: GWDG cloud 
 Backup 2: You synchronize your data on the three devices via the cloud. 

 
VERY IMPORTANT! While you work on your Citavi project take care to turn off the 
synchronization. When you are finished, turn it back on and synchronize the data! If 
you keep synchronization running while working on your project, problems with data 
access can occur and damage your Citavi files. In the worst case, the damaged files 
are distributed on the other working devices. Then you can save your project only 
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with an older backup, but you will lose the current version irrevocably. Therefore we 
recommend for your Citavi data backup our suggestions 1 and 3. 
 
3. Data backup offline 
 

 Working devices: laptop, desktop computer 
 Backup 1: USB stick 
 Backup 2: external hard drive 

 
IMPORTANT: Store all the storage devices in different places! 
 
 
 

All the best for your work! 
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