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1. Introduction

EndNote is one of a number of Personal Reference Database programs that are available today. The
main functions of such programs are:

e Maintenance of a personal database of references.

e Downloading references from other databases.

e Using the personal database to insert references in word-processed documents.
e Generating a bibliography in the correct style for publication.

The University of New England has negotiated a site licence for EndNote, which permits all UNE
staff, higher degree, postgraduate and Honours students (including those in LS 400, RUSC 490, NR
490 and GEPL 455) to use the software both at work and at home. For information on how to obtain
and install the software, see UNE Library’s EndNote support website at:

www.une.edu.au/library/support/endnote/index.php

This guide aims to show you the basic skills required to get started using the latest version of
EndNote. It does not cover everything you will ever need to know. The help screens in EndNote are
very useful and they can be accessed by clicking on the Help option on the menu bar at the top of the

screen or the Help button @ on the toolbar of your EndNote library. There is a printable version
of the Help, although it is over 400 pages long.

There is also a useful Getting Started guide (around 100 pages), which is a PDF file installed on
your computer in the same folder as your EndNote software. You can access it easily from the
Windows Programs menu or on the EndNote website at
http://www.endnote.com/support/helpdocs/ENX5_GettingStartedGuide_MacWin.pdf.

Assistance can also be obtained from the Library's Ask a Librarian at:
www.une.edu.au/library/support/ask-a-librarian.php
For more complex problems, you can contact the staff at EndNote via the web at:
www.endnote.com/support/entechform.asp

In this guide we use the Windows operating system. EndNote X5 is compatible with Windows XP
(with Service Pack 3), Vista and Windows 7. For Windows system/hardware requirements and word
processor compatibility go to http://www.endnote.com/enwin.asp.

EndNote is also available for Macintosh for OS X versions, and it operates in a similar way to the
Windows software. Check details on Macintosh system/hardware requirements and word processor
compatibility from http://www.endnote.com/ENMac.asp.



2. Opening EndNote
After installing EndNote locate the EndNote Program icon on your Start menu or desktop.

Click on the EndNote Program icon. If this is the first time you have used EndNote, you should see
this dialogue box:
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Gatting Started with EndNoto

Leam about EndNote

Leam abeut what'e new in EndNots. For naw userz. there'e a helpiul
tuloriz! that covers lundamental EndNoie concepls and commen tasks,

Create a new library

If you want to slop the Wulonal, your firet etep should be 1o create a new
EndNote library.

Open an existing library
Open an =osting EndNobe ibrary and get staried immediately.

Initial Dialogue Box

What is an "EndNote Library"?

"Library" is the term used by EndNote to describe a file where you have stored a
database of references. A library can contain up to 100,000 references.

Multiple libraries can be maintained, but generally there is no need to do this. All
references can be kept in the one library, and labelled or grouped to reflect any
particular subject interest. We strongly recommend that you maintain one library
only.

You can set up a default library, which will open automatically when you open
EndNote. To do this, select: Edit>Preferences>Libraries

Once you have set up a default library, you will no longer see the introductory
dialogue box.




3. Setting Up a New Reference Library
Click the Create a new library graphic.

You will see a dialogue box like this, with My EndNote Library.enl as the name of the new library:
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New Library Dialogue Box

¢ Inthe Save in box, select the folder where you wish to save the library.
¢ Inthe File name box, type a name for your library.
e Click on Save. You should see a new library window, like this:
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The Tab Pane at the bottom of the library window will show you what your formatted references
look like. It is also used for searching your library or a remote database. To close the Tab Pane, click
on Hide Tab Pane.

The Groups Pane at the left of the library window allows you to organise your references into
groups. You can close the Groups Pane by clicking on the Groups option on the top menu bar and
selecting Hide Groups.

More about EndNote libraries

The file extension .enl stands for EndNote Library. A library is just a file on your
computer, like any other file. It can be copied, renamed, deleted, moved to another folder
or compressed.

It is very important to make back-up copies of your library regularly and store them on
another drive. An easy way to back-up your library is to go to the File option on the
menu bar, and select Compressed Library.

When EndNote creates the library, it will also create a .DATA folder which contains

various files connected with the library. When you compress the library, EndNote will
include the .DATA folder.

A compressed library can be uncompressed by using the File>Open command.

The library window can be resized or maximised, like any other window.

4. Using the Toolbars

Note the toolbar at the top of the library window. If you position your mouse over any of the buttons
on the toolbar, a text box will appear showing the name of the button.

When we start inputting references, you will see that the window for each reference also has a
toolbar.

Do | have to use the toolbars?

All the commands on the toolbars can be accessed from the menu bar at the top of the
screen, if you prefer to work that way. The toolbars give you faster access to the most
common commands.

In this guide, we will use the toolbars.

5. Choice of Mode

There are three modes of searching EndNote, using the first three icons on the toolbar:

& v © o . . .

= The first icon is the Integrated Library & Online Search Mode. This is used to
search outside databases from within EndNote so you can download references directly into your
EndNote library. This is not usually recommended as it does not work for many of the UNE
databases and you can be using the internet without realising it.



o . . Gv® ...
Another option is to mostly work in Local Library Mode and switch to

. G %@ -
Online Search Mode - when you want to search online from EndNote and
download references into a temporary library. This works well, as you can download references
without affecting your Local Library.

6. Inputting References Manually

Find a journal article which is relevant to your research and use this to practise inputting references
manually.

Click on the New Reference button & on the library toolbar. You should now see a New
Reference window:

EndNote X3 - New Rederence
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Author

Journal

Volume

| [Issue
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Showing 0 of 0 references 2 Hide Tab Pane

New Reference Window
Note that Journal Article is the default Reference Type.

Click on the arrow at the right of the Reference Type box to see the other reference types (e.g. Book,
Conference Proceedings, Map, Web Page, etc.)

With Journal Article as the option in the Reference Type box, input the details for the article. Use
the Tab key to go from one field to the next, or click in the next field with your mouse.

When you have finished typing the data for your reference, it should look something like this:
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Author ~
Carpenter, Belinda

o | Tait, Gaordon

Year

2001

Title

The rhetoric and reality of good teaching
Journal

Higer Education

Place Published

v

Publisher

sn | 191-203 ide Tab Pane

Reference for a Journal Article

Close the reference by clicking on the X button in the top right-hand corner of the New Reference
window. Closing also saves the reference.

Practise inputting a reference for a book.

Remember to select the appropriate Reference Type, and then input the data.
After inputting the data, Close the reference.

A reference for an edited book should look something like this:
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Editor -
Boud, Davwd ‘ﬂ

Falchekov, Nancy

Year

2007

Title

Rethinking assessment in higher education’ Leaming for the longer term
Series Editor

2 Hide Tab Pane

Reference for an Edited Book
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"Garbage In, Garbage Out"

Later you will learn about the EndNote output styles. These convert the data in your library
into formatted references. The output styles can only format your data correctly if you have
entered the data correctly in your library.

Here are some important points to remember when entering data:

o If there is more than one author, each author must be entered on a separate line.

e Corporate authors must be entered with a comma at the end, e.g. Queensland Health,

e Just add the basic data, in the default EndNote font. The output style will change this to
bold or italics (if necessary) and add extra text such as "vol." or "Ed." (if required by the
style).

o Fields such as Abstract, Notes, Research Notes are for your use. These fields can each
store up to sixteen pages of text.

e Use the URL field to link to an electronic version of the document on the web.

o Use the File Attachments field to link to a PDF version of the document stored on your
own computer.

o If you use abbreviated journal titles in your publications, you can set up a Journal Term
list to store the abbreviations. There is more information in the Help screens and on the
UNE Library EndNote website at
www.une.edu.au/library/support/endnote/journal_abbreviations.php

7. Editing References in EndNote

In the library window, double-click on one of the references that you have entered. This will open it
for editing.

You can change any of the details. For example, add some text to the Notes field. Close the
reference when you have finished editing and this will save the changes.

Alternatively, to make a small change quickly, you can click on the reference once to highlight it,
and then click on the PDF & Quick Edit tab in the tab pane at the bottom of the Library window.

If you want to delete a reference from your library, click on it once in the library window to select it,
and then go to the References option on the menu bar, and select Move References to Trash.

8. Grouping References

Once you have entered a significant number of references into your library, you may find it helpful
to group them by subject. This is a much better option than setting up separate libraries for each
topic.

To set up a group, click on Groups on the top menu bar, and select Create Group from the drop-
down menu. This will open a box in the Groups Pane on the left-hand side of the library window,
where you can type a name for the group.
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Creating a New Group

To add a reference to a group, make sure that you have selected All References in the Groups Pane.
Highlight the reference in the library window. Click on Groups on the top menu bar, click on Add
References To from the drop-down menu, and then select the name of the group.
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Adding a Reference to a Group
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More on groups

You can also add references to groups by right-clicking on the reference and selecting
the group, or you can drag-and-drop the reference onto the group name in the Groups
Pane.

You can have up to 500 groups in your library.

You can set up smart groups. These groups have an inbuilt search query. When a new
reference is added to your library, it is checked against the search query. If it matches, it
is automatically added to the smart group.

For more sophisticated grouping, you can organise your groups into group sets.

9. Direct Export from a Database to EndNote

What is "direct export"?

When you are searching certain databases via the web, you will find that they allow you
to select records and then send them directly to your EndNote library. This is called
"direct export".

Direct export will only work if you are using Internet Explorer or Firefox as your web
browser.

With some databases, such as Web of Science, this feature works very well. However,
with certain databases you will find that the records do not import accurately and need to
be edited after import.

Use your web browser to display the UNE Library Database list at:
www.une.edu.au/library/find/databases.php

Locate the listing for Web of Science under Most popular databases and click on it. Note that,
despite the name of this database, it contains references in all subject areas. Do a keyword search.

When the first page of results is displayed, click in the boxes beside some of the references to "mark"
those references. Now click on the button labelled Save to EndNote, RefMan, ProCite.

Save to EndNol®, RefMan, ProCite

This will activate the direct export process. Depending on your browser, you may see a dialogue box
asking you what to do with the references. If so, you should choose to open the file. EndNote uses a
helper application called ResearchSoft Direct Export Helper to import the references into your
EndNote library.

In the library window you will see only the references which you have just imported. They have been
placed in a temporary Imported References group. To see all references in your library, click on the
All References group in the Groups Pane of the library window.

You can return to Web of Science and go to the next screen of results and import further references
to EndNote. Always export the references before moving to the next screen of results.
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10. Importing Downloaded References with a Filter

What is a "filter"?

A filter is a piece of software that will take a file of references which have been
downloaded from a database and convert them into references in your EndNote library.

The file of references must be in plain text (*.txt) and must be split up into labelled
fields, something like this:

AU: Smith, J.

TI: New developments in instructional software

SO: Journal of Educational Technology, vol. 3 (2001): 305-
318

A filter is specific to a particular database (e.g. Medline, PsycINFO). When the
database is marketed by more than one vendor, different filters will be required for
each vendor's version of the database (e.g. Medline from Ovid, Medline from Ebsco,
and Medline from ProQuest).

Use your web browser to display the UNE Library EndNote Filters page at:
www.une.edu.au/library/support/endnote/filters.php

Most databases offer direct export to EndNote, but for others you need to use a filter. Many filters
are supplied with your EndNote software but the filters listed on the UNE filters webpage are not. If
you use those databases for your research you will need to download their filters by double-clicking
the yellow ‘Link’ folder and choosing ‘Save’.

When downloading a filter, you must save it in your EndNote filters folder. The default location of
the filters folder is:

C:\Program Files\EndNote\Filters (for Windows XP and Windows 7)

For Windows Vista ‘Open’ the filter instead of ‘Save’. The filter will open in EndNote. Go up to File
> Save as, give the filter a name and it should save in the correct place.

Check the UNE Downloading from databases page
www.une.edu.au/library/support/endnote/downloads.php

and find out how to move references from a particular database into your EndNote library.

Use your web browser to display the UNE Library Database list at:
www.une.edu.au/library/find/databases.php

Open your chosen database. Perform a search and select some useful references.
Using the instructions from the Downloading from databases page, download the references in the
correct format for import to EndNote. An EndNote filter can only import a plain text file (*.txt).

Save the downloaded references in any convenient folder.
Return to EndNote, and make sure that your library is open.

10



Click on the Import Button on the library toolbar. You should see a dialogue box that looks

like this:
Import r‘s__(|
Impart Data File: | Choose File. ..
Import Cptian; | Endhate Import w |
Duplicates: |Im|:u:urt into Duplicates Library w |
Text Translation: |'-||'liC'3"2|E (UTF-5) w |

Import Dialogue Box

Now click on the Choose File button. Locate and select the file of references that you downloaded.

In the box labelled Import Option, click on the down arrow to see some of the standard import
options. Then click on Other Filters to open the list of filters:

Choose An Import Filter §|
Mame Information Provider o
Death and Crving (SP) SilwerPlatber
Derwent Drug (OwidsP) CwidsP
Digibib (HEZ) HEZ
Dissertation Abs (SP) SilverPlatter N
Ei i_ompende:x (Ei) Ei
EMBASE . com Elsevier
Emerald EMERALD
Endrote Impart GEMeric
EndMoke Import Copey (3eneric
e-psyche (C5A) 5h
ERIC {QCLC) OiZLiC
Excerpta Medica (SP) SilverPlatber
Fackiva (01} Dawe Jones
Faculty of 1000 GEnetic
FIZ Technik. FIZ Technik .
CC THIC ™ FLICH AN [ L= T —

| 3

¥F Mare Info; [ Cancel ] [ Choose ]

Showing 159 of 159 impart filkers.

Filters List

Browse down the list of databases until you find the filter which you downloaded.

Highlight the filter and click on the Choose button. This will return you to the previous dialogue
box.

Next, in the Duplicates box, select Import into Duplicates Library.

In the Text Translation box, the default option No Translation is appropriate in most cases. The
dialogue box should now look something like this:

11



Import File ? X4
Import File: lcinahl Jxt Choose...
Import Option: CINAHL (EBSCO) v
Duplicates: [Import into Duplicates Library v ]
Text Translation: [NO Translation - ]

I
[ Import J | Cancel ]

Import Dialogue Box

Click on the Import button and the references should be imported. In the library window you will
see only the references which you have just imported. They have been placed in a temporary
Imported References group. To see all the references in your library, click on the All References
group in the Groups Pane of the library window.

More on filtering references

No filter is perfect, and all references should be checked after import. For this reason,
it is often better to import references into a temporary library, and leave them there
until they can be checked against the file of downloaded references and amended.
They can then be copied to the permanent library.

11. Importing PDF files

You can import a PDF file in the same way you imported the text file of references. EndNote will
create a reference for the article, attach the PDF and store the article in your Data folder.

Click on the Import Button g) on the library toolbar. In the dialogue box that appears use
Choose to find where your PDF document is saved. For your Import Option choose PDF (instead
of a filter) and keep your Import into Duplicates Library option. Your dialogue box should look
something like this:

Import File: |Lam|:|.|:u:|f Choose...

Import Option: PDF -
Cuplicates: [Impﬂrt into Duplicates Library v]
Text Translation: [Nﬂ Translation - ]

[ Import ] [ Cancel ]

Importing PDF dialogue box
12



Note: To create the reference with information in the correct fields the PDF must have a DOI
(Digital Object Identifier). This is like a unique address for the article. DOIs have been consistently
allocated since 2000 so you may find that older articles do not have one. If this is the case, EndNote
will create a blank reference and attach the PDF document. You will need to fill in the details
manually.

You can also import a folder of PDFs by going to File, down to Import and clicking on Folder.

12. Find Full Text

EndNote can automate the task of locating full text files (if available) on the web by using
bibliographic data stored in the reference. Once found, EndNote downloads and attaches the PDF to
the reference.

Make the following changes to your EndNote settings to set up your EndNote so that it can look for
full text owned by the UNE University Library. Find Full Text works best when you are looking for
journal articles or conference papers, not books.

Open your EndNote software and go to Edit >Preferences >Find Full Text

e Check the box for ISI, DOI and OpenURL. Leave the PubMed box unchecked unless you are
interested in the biological and medical sciences. This will make the search much faster.

e Type in the OpenURL Path: http://GR6MD6KU7C.search.serialssolutions.com

e Type in the Authenticate with URL.: https://ezproxy.une.edu.au/login?url=

e Click Apply and then OK

r ™~
EndNote Preferences S

i Change (;ase The Find Full Text feature uses several technologies to maximize the

- Display Fields chances that EndNote willfind all available PDFs. Use this screen to

.. Display Fonts control these full text search options:

- Duplicates [¥]1S1 Web of Knowledge Full Text Links

... EndNote Web

- Find Full Text || DO (Digital Object Identifier)

- Folder Locations (7] PubMed LinkOut (U.S. National Library of Medicine)

i~ Formatting i

i... Libraries |¥| OpenURL

...PDF ; X )

: OpenURL Path: http://GREMDEKUTC search serialssolutions.com

i Reference Types

- Sorting Authenticate with:

i Spell Check

. Temporary Citations URL: hitps://ezproxy.une.edu.au/login2ur=

- Term LISt.S Examples: https://loqin.ezproxy library myuniversity . edu/login

i URLs & Links hitp://auth universityname .edu/authentication
Endnote Defaults ’ [ Revert Panel J [ 0K J [ Cancel Apply

“ >

Editing Find Full Text preferences
To Find Full Text for a particular journal reference:

e Select a reference (or a number of references)
e (o to References in the top tool bar > Find Full Text > Find Full Text
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POF Viewer
Fing Full Teet » Find Fubl Teet
Find Peleresce Updates Authenbicate.

AL

e Log in with your UNE username and password and initially you may see a list of UNE
databases. Click the Continue button.

e Agree to the copyright disclaimer by clicking Yes.

e Look under the Find Full Text heading at the bottom left column of your EndNote Library.
This will indicate the progress in Searching and the software will then tell you if the article
has been found successfully or not found.

= Find Full Text
E Searching... (1)

e Full text articles will be attached automatically to the relevant records. If EndNote cannot

download the PDF article it may provide a URL link so you can retrieve the article yourself.

13. Connecting Directly to Databases via the Internet (Online
Search)

What is a "connection file"?

A connection file is a piece of software that allows you to search a database over
the Internet, without leaving EndNote. You can then select references from the
database and import them directly into your EndNote library.

Connection files only work with databases which support a particular search
protocol called Z39.50, so not all databases can be searched using a connection
file. Many Library catalogues, including UNE’s, are Z39.50 compliant.

At UNE we are unable to connect to databases using connection files. The two most pressing
arguments against the use of connection files are:

e There is a significant loss of functionality when searching databases using connection files; and
e Firewalls have an inconsistent and detrimental effect when accessing databases using
connection files.

14. Searching an EndNote Library

At the end of the toolbar at the top of the library window is the Quick Search box. You can type
some text here, and EndNote will look for those letters anywhere in the library.

EndNote also provides a more sophisticated search function. We will practise using this, searching
the Sample Library which is provided with the software. Firstly, use File > Open to open your
Sample Library.

If the Tab Pane at the bottom of the library window is not open, click on Show Tab Pane. In the Tab
Pane, click on the Search tab to display the Search dialogue box. We are using it to search an
EndNote library.

14



Type the word sediment in the first search box. Make sure that the Field box is showing Any Field:

He it Hatererwe rouf lools Window Hely
Rle®me SO0 ¢ |§ 2% @ o -
| B Author Year Title Journal Rel Type URL Last!
B Baro, Emma 2011 Information literacy among medical st Program Jourmnal Arti. hitp Mlibraryproxyg. . 10/3¢
Bhandan, M 2007 AIDS-elated osseous Kaposi sarco.. AIDSRead  Joumal Art 10/3°
§ Bigler, L R 2009 Salivary biomarkers for the detection.. ClinLab Med JoumalArh... hitp/wwwmdcons... 12/1£
| B Bloggs, Joe 2010 Transferring references between End Book 1013
Brinklov, S 2009 Intense echolocation cals from two ' Journal of E . Journal Arh http//jeb biologists... 10/3*
Cai, Q@ Mur.. 2007 Apotential {alpha}-helixmotifinthea.. J Virol Journal Arti 10/3%!
Carbone A 2008 KSHV/HHVS doesn't play a signfica The Amenc . Journal Arti 1003°
Chen, C.C., . 2007 Castlieman's disease of the neck JChinMed. . Journal Arti 10/3*

Crawford, J. 2007 Information iteracy: The link between . Joumalof L. Journal Arti http://is. sagepubc... 10/3*
) Crawford, Jo... 2007 Information iteracy: The ink between, . Joumalof L . Journal A hitp//lis sagepubc.. 12/1£
Martin Andr.. 2011  Swatching on and switching off inmat.. Jounalof £ JournalArti..  hitpiisearchproqu... 11/8/
Pelser, C.;D.. 2009 Risk of classic Kaposi sarcoma with Ann Epide. Journal Arti http/lwww ncbinim... 10/3*
Whiley, D. M. 2008 Faise-negative results in nucleic acid . Crit Rev Mi_..  Journal At 10/3*

I White T  Ha 2008 Genetie diversity of the Kannsi's sare | Cin Vil Joumal A 1013
‘ " »

Preview | Search | 5OF & QuckEdt

45“_"'7 -L'ﬁ'_;'j |s0arch Whole Library - Match Case Match Words

2y Medd v Contars v ,fsed»mem G &
W;_‘\' feer v Contars v | " & EE
lland =] Tite - Contars - G

Searching an EndNote Library

Note that we have not checked the Match Words box. This means that we are searching for the
string of letters sediment and not just for the word sediment.

Click on the Search button.

The results of your search will be displayed in the main part of the library window. Note that these
include references containing words like sedimentary and sedimentology. This is because we did not
check the Match Words option in the search dialogue.

Let’s do a slightly more complicated search. Assume we wish to find all references by the author
Jones that were published after 1990. This means that we wish to find references which have jones in
the Author field, and a number greater than 1990 in the Year field.

Go back to the Search dialogue in the Tab Pane. In the first search box, click on the first arrow to
select the Author field, and then type jones as the search term.

At the beginning of the next row, make sure that And is selected as the Boolean operator.

In the box beside it, use the arrow to select the Year field. In the box beside that, use the arrow to
select Is greater than. Enter 1990 as the search term. The screen should look like this:
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Martin Andr.. 2011 Switching on and switching off inmat_. Journal of E._ JournalArti..  hitp //search proqu... 11/8/.
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Constructing a Complex Search of an EndNote Library

Click on the Search button and you should retrieve a result. The name Jones does not appear as a
first author. Open the reference, however, and you will find that it has Jones as a collaborating
author.

15. Sorting an EndNote Library

When you open a library, it automatically sorts itself alphabetically by author. However you can sort
your references on any of the fields in the record, e.g. author, title, year, label.

We will sort the Sample Library by year of publication, with the most recent references appearing
first. Make sure you can see the complete contents of the library by clicking on All References in the
Groups pane.

Click on the column-heading Year near the top of the library window. This will sort the references
with the oldest references appearing first. If you click on Year again the order is reversed. Now the
most recent references appear first.

More complex sorting is possible. Click on Tools on the top menu bar, and select Sort Library. This
will display a dialogue box where you can select fields. The following screen will appear:
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Sort Options E|

Uze the following controls to choose up to 5 fields as criteria
for cuskom saorking.

Sork Firsk by this:

|.ﬂ.uthnr v | %¢
Then by this:
|'fear bl | ﬂ
Then by this:
|Rec0rd Mumber v | ﬂ
Then by this:
|NDI‘IE hil | ﬂ
Then by this:
|N0ne bl | ﬁ

Sort Language:

|English w |

| O | [ Cancel ]

The ""Sort Options' Dialogue Box

In the first box, click on the arrow to select Year.

At the end of the box is a button which indicates whether you wish to sort items from smallest to
At Z
largest 2 or from largest to smallest & Click on this button to change it to sort from
largest to smallest, i.e. from most recent year to earliest year.

In the second box, click on the arrow to select Author and leave the default setting to sort from
smallest to largest, i.e. from A to Z. This means that after EndNote has sorted the references by year,
it will sort them within each year alphabetically by author.

The box should now look like this:

Sort Options El

Use the Following contrals to choose up to 5 fields as criteria
for custom sorting.

Sort Firsk by this:

|‘.’ear w | Ei
Then by this:

|.0.uthor ' | E‘i
Then by this:

|Rec0rd Murnber w | E;
Then by this:

|N0ne b | %1
Then by this:

|None o | %¢

Sork Language:

|English W |

[ Ok ] [ Caniel ]

Specifying the Sort Options

Click on the OK button and the references in the library will now be sorted chronologically, with the
most recent references first, then alphabetically by author.
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16. Producing a Bibliography or Reading List

What is an Output Style?

An EndNote output style (often just referred to as a "style") is a piece of software that
will convert the data in your library into formatted references that correspond to the
bibliographical styles used by journal publishers or specified in style manuals such as

the Chicago Manual of Style.

A range of output styles is supplied with the software, and hundreds more styles can

be downloaded from the EndNote website, so there is a good chance that you will
find one suitable for your needs. If not, EndNote allows you to create your own
output styles or edit an existing output style.

We will now look at using EndNote to produce bibliographies. This is how you use the references in
your library to generate a reading list for students, or a list of references for a colleague, or perhaps a

list of your own publications for your CV.

While holding down the Ctrl key, select about five references from your library.
Click on References on the top menu bar and then click on Show Selected References. You should

now be able to see only those references which you selected.

Now you have to decide on the Output Style that you wish to use for your references. Go to the style

menu

Annotated

b

which are supplied with the EndNote software:

Find a style that would be useful in your subject area, and then click on it to highlight it. Click on the

on the library toolbar and click on the arrow. You will see a list of the
four basic EndNote styles. Click on Select Another Style to open the complete list of output styles

MName | Category | :l
AAA Style Guide Anthropology —
AAG Style Guide Geography

Academy Management Review Business

Accounts Chemical Res Chemistry

ACS Chemistry

Adv Skin Wound Care Medicine

Agri Ecosys Enviro Agriculture

Agri Forest Metearology Meteorology

Agriculture Human Values Agriculture

AGU Style Guide Geosdence

AIDS Immunology

AIP Style Manual Physics

Amer Economic Review Economics

Amer J Pathology Pathology

Amer ] Physical Anthro Anthropology

Amer 1Phvsirs Phusirs LI
Quick Search j Eind by >|

4 Less Info:

Style Info/Preview

Cancel | Choose I

Based On:
Category: Generic

File Name: Annotated.ens
Created: Thursday, 25 September 2008, 1:48:34 FM
Modified: Thursday, 25 September 2008, 1:48:36 FM

Comments: | Thig is a generic style that includes an i’
alphabetically-sorted bibliography and =|

Showing 300 of 300 output styles,

Choose button to select that style.

Output Styles List
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This will return you to the library window, with only your selected references showing. To generate
a bibliography from these references, using the style that you have just selected, click on the Export

button

@

on the library toolbar.

You will now see a dialogue box. Save the exported references to a convenient folder. In the Save as
type box, click on the arrow to select Rich Text Format. In the Output Style box, make sure that
your chosen style is selected:

Export file name: | 2] |

Savein: IDExamples _'_I ) ’ |

_-)Sample_Library.Data
,_jSample_RichText.rtf

Save

[ ]
_ Canesl |

File name: [eading it
Save astype: IRich Text Format (" rtf)

Output style: [APA &th
[V Export Selected References

Lef Lef Lo

Exporting a Bibliography

Click on the Save button.

To view the bibliography, open your word processor and then open the file which you have just

saved.
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17. Using EndNote with a Word Processor

Is my word processor compatible with EndNote X5?

For Windows users, EndNote X5 is compatible with 2010 (32/64 bit), Word 2007 and
Word 2003, using Cite While You Write (as explained below). Cite While You Write is
also compatible with Open Office.org Writer version 3. If you are using an earlier version
of Word, or another word processor (such as WordPerfect), you must save your
documents in Rich Text Format and use the Format Paper function (as explained in the
EndNote help in your software).

For Macintosh users, EndNote X5 is compatible with Word 2008 and Word 2011 (not
Word 2004) using the Cite While You Write toolbar (as explained below). EndNote is also
integrated into Pages 09, with similar functionality to Cite While You Write. If you are
using an earlier version of Word, or another word processor, you must save your
documents in Rich Text Format and use the Format Paper function (as explained in the
EndNote help in your software).

We have just seen how to use EndNote to create an independent bibliography, but EndNote can also
work in conjunction with your word processor, so that you can insert references as you type a
document, and automatically generate the bibliography.

If you have a compatible version of Microsoft Word (Windows or Macintosh) installed on your
computer, when you install the EndNote software extra files will be inserted into your word
processing software. These files make up the Cite While You Write add-in. The appearance of the
EndNote tools in Word will vary, depending on the version of Word which you are using. In this
guide, we are using Word 2007.

If you are using Word 2003, the EndNote commands appear on a toolbar in Word. Generally they
work the same way as the EndNote commands on the Word 2007 ribbon.

In Word 2007 you will see an EndNote tab on the ribbon. Click on the EndNote tab to see the
EndNote tools:

Wl d9- 0= - . Handout_X5 - Microsoft Word
Home Insert Page Layout References Mailings Review View EndNote X5
@ EN Go to EndNote Style:  Annotated v 4] Export to EndNote +
N -;’ Edit & Manage Citation(s} =¥ Update Citations and Bibliography ;E’ Preferences
Insert P . s )
Citation ~ _! Edit Library Reference(s] 3—3 Convert Citations and Bibliography ~ = 2 EndNote Help
Citations Bibliography . Tools

The EndNote Tools Menu in Microsoft Word 2007
We will now practise using Cite While You Write by adding some references to a sample paper. You

can use any Word document to practise this. Insert references from the library you have already
created, or use the Sample Library.
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a. Formatting References in an Author-Date Style

What is an "author-date style"?

The Harvard Style is the best-known author-date style, but there are many variations. In
the text of the paper, the reference is cited in an abbreviated form similar to ... (Smith,
1993)". In the list of references at the end of the paper, references are given in full and
listed alphabetically by author.

Open your Word document.

First you need to select the output style. We will practise using the APA style. To change to APA, go
to the styles manager on the ribbon and choose Select Another Style:

)\ d9-08ESE0 ) Bac

)
- Home Insert Page Layout References Mallings Review View Add-Ins
@ EN Go to EndNote Style:  Annotated = *7Export to EndNote ~
TR —p Edit & Manage Citation{s) | =% Upd| Select Another Style... 4 Preferences
Insent P A

Citation = 572 Edit Library Referenceis} #) Con{ ANNotated ? EndNote Help
5 Author-Date
Citations Tools
{ Numbered ;

1] | =2 1 Show All Fields

Styles Manager in Word

This will display the complete list of styles. If necessary, click on the Name bar to sort the list by the
name of the style. Then browse down to APA 6™, highlight it and click on the OK button, as shown:

Name | category [4]
Anatomical Record Anatomy

Angewandte Chemie Chemistry —
Ann Rev Biochem Biochemistry

Ann Rev Immunology Immunology

Ann Rev Neuroscence Neurology

Annals Behavioral Med Psychology

Annals Clin Micro Anti Microbiology

Annals Internal Medicine Internal Medicine

Annals of Oncology Oncology

Annotated Generic

APA Sth Psychology

APA 5th (sections) Psychology

APA 6th (sections) Psychology _'.'_|

[ o« | caxel | hep |

Selecting an Output Style

Now start inserting references. Go to the end of the first sentence of your document, where we will
insert our first reference, and insert a space before the full stop.

E- %
Insert

Citation »

Click on the Insert Citation button on the ribbon. This opens a search window.

Think of a reference which you wish to cite from your library. Enter the author’s name in the search
box, and click on the Search button. EndNote will display the matching references:

21



o = (5]

A study of humanities faculty lbrary nformation seeking behavioe

<« | i |
[Reference Type: Journal Articie -
Record Number: 75
Author: Broadbent, Bane
Year: 1586
Tithe: A study of humaruties faculty libvary nformation seeking behavior
Journak Catsloging and Classficaton Quarterly
Py p
Issue: 3
Pages: 23-3?7
Date: NG
Short Title: Study of humanities faculty
Labek done
Abstract: The purpose of ths study is to obtan informabon which would help planners of the online catalog desgn a catalog which would be ;]
yuet |v ] Cancel [ tiel |
Libeary: humanites, enl {1 0tems n kst

The "'Find Citations" Search Window
Highlight the required reference and click on the Insert button, and this reference will be inserted
into your document.

EndNote will instantly format the citation in the text and produce a list of references at the end of the
document using the style which is currently selected.

Your document might now look something like this:

We still know very little about how researchers in many areas identify the
information resources that they need (Broadbent, 1986). The available
studies are often localised or discipline-specific. There is a clear and pressing
need for further research in this area, and a need for detailed longitudinal
studies that will help to identify emerging trends.

Budd pointed out many years ago that there are fundamental differences in
the research cultures of the sciences and the humanities. There is nothing in
the more recent literature to suggest that his findings have lost validity over
the years. On the contrary, it may well be that recent technological
developments have increased these differences.

References

Broadbent, E. (1986). A study of humanities faculty library information
seeking behavior. Cataloging and Classification Quarterly, 6(3), 23-
37.

Document with Reference in APA Style
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We shall now add some more references to this paper.

At the end of the second sentence in your Word document, insert a space before the full stop and
again click on the Insert Citation button. Search for another reference, using the author's name or
some words from the title. Select and highlight a reference, and click on the Insert button.

Continue adding references to your document in this manner. As an alternative to using the Find

_ . Go to EndNot :
Citations command, you can click on the Go to EndNote button EtdEuetodie on the ribbon

and select references directly from your library. Highlight a reference in the library window and
return to Word. Then use the Insert Citation button on the ribbon and click on the arrow to choose
Insert Selected Citation(s):

EM Go to EndNote

[“Insert 7|,
Citation ~ 52 Edit Library Reference

| Zf Edit Citations)

2 Find Citation...
3 Insert Note
§ Insert Selected Citation(s}

b\ Find Figure...

Another option is to select references directly from your EndNote library, and use the Insert

£

Save the changes that you have made to your paper.

Citation button
document.

at the top of the library window to insert the citation into your Word

b. Formatting References in a Numbered Style

What is a "numbered style™?

In a numbered style, references are indicated by a number in the text. The number is
often printed as a superscript. At the end of the paper, the references are given in full and
arranged by the numbers which they have been assigned.

Do not confuse a numbered style with a footnote (or endnote) style. With a
footnote/endnote style, it is the footnotes/endnotes which are numbered. The references
are then inserted into the footnotes/endnotes, along with other text.

Using the paper that you have already formatted, we will change the style to a numbered style. This
situation could arise if you decided to submit the article to a different journal.

Use the styles manager on the ribbon (as explained above) to select another style. Choose the

Nature style. EndNote will reformat the paper in the new style. It might now look something like
this:
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We still know very little about how researchers in many areas identify the
information resources that they need. The available studies are often localised” or
discipline-specific®. There is a clear and pressing need for further research in this
area, and a need for detailed longitudinal studies that will help to identify
emerging trends.

Budd pointed out many years ago that there are fundamental differences in the
research cultures of the sciences and the humanities. There is nothing in the more
recent literature to suggest that his findings have lost validity over the years. On
the contrary, it may well be that recent technological developments have increased
these differences.

References
! Broadbent, E. A study of humanities faculty library information seeking
behavior. Cataloging and Classification Quarterly 6, 23-37 (1986).
2 Gould, C. C. Information Needs in the Humanities: An Assessment.
(Research Libraries Group, 1988).
3 Talja, S. & Maula, H. Reasons for the use and non-use of electronic

journals and databases: A domain analytic study in four scholarly
disciplines. Journal of Documentation 59, 673-691 (2003).

Document with References in Nature Style

Save the changes that you have made to your paper.

c. Formatting References in a Footnote/Endnote Style

Using EndNote with footnotes or endnotes is a little more complicated. See the FAQ on the UNE
Library EndNote website at:

www.une.edu.au/library/support/endnote/footnoting.php

18. More on Formatting Documents

We will now look at some special situations which may arise when formatting a paper with EndNote.

a. Deleting a Citation

To delete a citation, do not use the Delete or Backspace keys on the keyboard (with the exception of
Notes in numbered styles — see below in 18b).

To delete a citation safely, first highlight the in-text citation (i.e. the author and year in an author-
date style, or the number in a numbered style). Now click on the Edit & Manage Citation(s) button

zr Edit & Manage Citation(s)

on the ribbon and you will see the following dialogue box:
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; Citaton Count  Ubrary
(Bnnkdov, Kalka et al, 2009)

Edt Otaton Reference |

Formatting:  Default -
Pref:

Sufi:

Pages:

 Jook w ok || cancel | [ e

''' == = = |

The "Edit Citation' Dialogue Box

This will display all the citations in your paper. You will see the citations in EndNote's temporary
citation format (first author, year, record number of the reference in your library).

The citation which you selected should be highlighted. Click on the arrow on the Edit Reference
button and select Remove Citation. Then click on the OK button.

EndNote will remove the citation and reformat the list of references. Save the changes to your
document.

b. Including and Deleting Notes in the List of References

This is only applicable to numbered styles.

Some journals (such as Science) use a numbered reference style but permit you to include notes with
the list of works cited at the end of the paper. In such a system, the notes are incorporated into the
numbered list of references.

To insert such a note in your Word document, first use the styles manager to select the Science style.

Now position the cursor at the end of a sentence in the document and insert a space before the full
stop. Then use the Insert Citation button on the ribbon and click on the arrow to select Insert Note:
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._@\ EM Go to EndNote

_j Edit Citation(s)
| Insert |
Citation ~ 3/ Edit Library Referenc

"..\\I

| Find Citation...
|
| [*  Insert Note

| & Insert Selected Citation(s)

1 {'1 Find Figure...

You will now see a dialogue box, in which you can type your note. Enter the following text:
These results are only preliminary.

Then click on the OK button.

EndNote inserts the note into the list of references. Save this change.

Your document might now look something like this:

We still know very little about how researchers in many areas identify the
information resources that they need (1). The available studies are often
localised (2) or discipline-specific (3). There is a clear and pressing need for
further research in this area, and a need for detailed longitudinal studies that will
help to identify emerging trends.

Budd pointed out many years ago that there are fundamental differences in the
research cultures of the sciences and the humanities. There is nothing in the
more recent literature to suggest that his findings have lost validity over the
years (4). On the contrary, it may well be that recent technological
developments have increased these differences (5).

Works Cited

=

E. Broadbent, Cataloging and Classification Quarterly 6, 23 (1986).
2. C. C. Gould, Information Needs in the Humanities: An Assessment.
(Research Libraries Group, Stanford, Calif., 1988).

S. Talja, H. Maula, Journal of Documentation 59, 673 (2003).
These results are only preliminary.

K. M. Guthrie, Journal of Library Administration 36, 109 (2002).

ok w

Numbered Style with Note in List of References

To delete this note, highlight the relevant number (4) in the text. Use the backspace key to delete the
highlighted number and therefore the note.

Note: This is an exception. In previous versions of EndNote you would use the Edit & Manage

Citations function to delete a note, but there seems to be a bug in versions X4 and X5 which
prevents you from doing this.
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c. Adding Text before a Citation

This is only applicable to author-date styles.

Some styles allow you to add text before a citation in a paper. Your paper must be formatted in an
author-date style, so use the styles manager to reformat the document with the APA 6th style or
another author-date style.

Click on the in-text citation you would like to edit so that it is highlighted.

Click on the Edit & Manage Citation(s) button on the ribbon and the dialogue box will open. In the
box labelled Prefix, type:

see for example
You must type a space after “example” to ensure that there is a space between the prefixed text and
the citation in the document. Click on the OK button, and EndNote will reformat the citation with
the prefixed text.

As an example, see the first reference (Broadbent) below:

We still know very little about how researchers in many areas identify the
information resources that they need (see for example Broadbent, 1986). The
available studies are often localised (Gould, 1988) or discipline-specific (Talja
& Maula, 2003). There is a clear and pressing need for further research in this
area, and a need for detailed longitudinal studies that will help to identify
emerging trends.

Budd pointed out many years ago that there are fundamental differences in the
research cultures of the sciences and the humanities. There is nothing in the
more recent literature to suggest that his findings have lost validity over the
years. On the contrary, it may well be that recent technological developments
have increased these differences (Guthrie, 2002).

Works Cited

Broadbent, E. (1986). A study of humanities faculty library information
seeking behavior. Cataloging and Classification Quarterly, 6(3), 23-
37.

Gould, C. C. (1988). Information Needs in the Humanities: An Assessment.
Stanford, Calif.: Research Libraries Group.

In-Text Citation with Prefixed Text

Save this change to your document.
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d. Adding Text after a Citation
This is only applicable to author-date styles.

Some styles allow you to add text after a citation. Normally this will be a specific page number. Your
paper must be formatted in an author-date style.

Click on the in-text citation you want to change so that it’s highlighted.

Click on the Edit & Manage Citation(s) button on the ribbon and the dialogue box will open. In the
box labelled Suffix type:

p. 11
You must type a space before “p.” to ensure that there is a space between the citation in the

document and the suffix. Click on the OK button, and EndNote will reformat the citation with the
text after the citation.

As an example, see the second reference (Gould) below:

We still know very little about how researchers in many areas identify the
information resources that they need (see for example Broadbent, 1986). The
available studies are often localised (Gould, 1988 p. 11) or discipline-specific
(Talja & Maula, 2003). There is a clear and pressing need for further research
in this area, and a need for detailed longitudinal studies that will help to
identify emerging trends.

Budd pointed out many years ago that there are fundamental differences in
the research cultures of the sciences and the humanities. There is nothing in
the more recent literature to suggest that his findings have lost validity over
the years. On the contrary, it may well be that recent technological
developments have increased these differences (Guthrie, 2002).

Works Cited

Broadbent, E. (1986). A study of humanities faculty library information
seeking behavior. Cataloging and Classification Quarterly, 6(3), 23-
37.

Gould, C. C. (1988). Information Needs in the Humanities: An Assessment.
Stanford, Calif.: Research Libraries Group.

In-Text Citation with Suffixed Text

Save this change to your document.
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Why can't | just enter the page humber in the Pages box?

When you click on the Edit Citations button, the dialogue box which appears has

sections for Prefix, Suffix, and Pages. It seems logical to enter a page number in the
Pages box.

In earlier versions of EndNote, the Pages box was used only for footnote styles. It was
not used for author-date styles such as APA or Harvard. In recent versions of EndNote,
some author-date output styles (e.g. APA 6™) are configured so that you can simply
enter a page number in the Pages box, and EndNote will format the reference and add
all the necessary punctuation for you.

e. Omitting Authors’ Names from Citations
This is only applicable to author-date styles.

Most style manuals insist that if you have mentioned the author’s name in the text, you should drop
the author’s name from the citation, e.g.

These results were confirmed by Smith (1993).
This can easily be done with EndNote.
When you first insert the reference, it will look something like this:
These results were confirmed by Smith (Smith, 1993).

To remove the author’s name from the citation, click on the citation to highlight it, and then click on
the Edit & Manage Citation(s) button on the ribbon.

When the dialogue box opens, make sure the desired reference is highlighted and click on the drop-

down menu [Default]. Change the drop-down menu to Exclude author then click on the OK button.
EndNote will remove the author’s name from the citation.

r ———— x R
EndNote X3 Edit & Manage C’m M

Ctaton Count  Lbrary

(Briridov, Kako et & 2009)

Edt Citabon | Reference

Formatang: [-Dehh - ‘
Defaut i
Prefix: Dﬁ; as: Author rv‘eai |
Suffix Exclude year
Exclude Author & Year
Pages: Shaw Only in Bbliography
L Jods v Lo Corcel | | Heo

‘Yora!q: 1 Gtation Group, 1 Citation, 1 Reference

Save this change to your document.
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f. Correcting Details in a Reference

When you see the references formatted in your bibliography, you may notice errors that you made
when entering the details in your EndNote library. To correct these errors, go back to your EndNote
library, open the reference, and correct it. Then close the reference to save the changes.

When you return to your Word document, you may find that the Instant Formatting function has
already corrected the reference. However, in some cases you will find that the reference in your
Word document has not been corrected.

To correct the reference in your Word document, click on the Update Citations and Bibliography

__:f Update Citations and Bibliography . . .
button : on the ribbon. EndNote will format the references again

and the bibliography will be corrected.

g. What is the “Traveling Library”?

What is the "Traveling Library"?

Although your document looks like a normal Word document, it is not. It contains
field codes which include most of the data from your EndNote library (except the

Notes, Abstract and Figure fields) relating to each of the references that you have

cited. This stored reference data is called the Traveling Library.

If you are collaborating with colleagues who also use a recent version of EndNote and
a recent version of Word, you can send them your formatted Word document and they
can add text and references to it from their own EndNote libraries. They can format the
amended document because all data relating to your references are stored in the
Traveling Library.

Later on you may wish to copy your colleagues’ references and add them to your own
EndNote library. Use the Help in EndNote — look for the topic “Traveling Library
(Word): exporting to EndNote”.

Beware: When sharing documents with a colleague, your colleague must be using a
compatible version of EndNote. Recent versions of EndNote are not compatible with
EndNote 7 and earlier versions.

h. Removing the Field Codes

If you wish to submit your paper for publication, you must first remove all field codes, as they could
interfere with the software used by the publisher.

Go to the Convert Citations and Bibliography button on the ribbon and click on the arrow to select
Convert to Plain Text:

Style; Numbered ¥ ‘*‘L Expo
= Update Citations and Bibliography 2?4 Prefe

}"} Convert Citations and Bibliography ' ‘9 EndN

1 ﬁ Convert to Unformatted Citations f
Sg Convert to Plain Text L
W Convert Word 2007 Citations to EndNote |

You will see a warning message, explaining that this will preserve your original document (with
EndNote field codes) and create a new, unsaved document (without EndNote field codes). Click on
the OK button to continue.

Save the new document under a new name, and send that version for publication.
Keep the original document, as that it is the master copy which you will have to use if you wish to
add or remove any references using EndNote.
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19. Useful Web Addresses

UNE Library Endnote Site
www.une.edu.au/library/support/endnote/index.php

e Answers to frequently asked questions

e Filters for UNE databases
www.une.edu.au/library/support/endnote/filters.php

e Australian styles
www.une.edu.au/library/support/endnote/styles.php

e Find out how to download Journal Term lists of abbreviations for medicine, biosciences,
chemistry, anthropology, economics, humanities, philosophy, religion and zoology
www.une.edu.au/library/support/endnote/journal_abbreviations.php

e How to download from databases www.une.edu.au/library/support/endnote/downloads.php

Official EndNote Site

www.endnote.com/

e Updates and patches for EndNote software
www.endnote.com/support/enupdates.asp

e Answers to frequently asked questions
www.endnote.com/support/fags/index.asp

e View or download video tutorials about using EndNote
http://www.endnote.com/training/

e Extra filters to download
www.endnote.com/support/enfilters.asp

e Extra styles to download
www.endnote.com/support/enstyles.asp

EndNote Discussion Forums
http://forums.thomsonscientific.com/ts/

e Communicate with other EndNote users
e Search previous postings
e Make suggestions for improvements to EndNote.
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