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1. Introduction

1.1 What will you learn in this tutorial?

By the end of the tutorial you will:

Know what EndNote is and if you need to use it

Know where to get help

Create EndNote libraries and populate your libraries with references
Perform basic tasks in EndNote

Use EndNote with MS Word to create your bibliography

AENENENEN

1.2 What is EndNote X3 and why should you use it?

EndNote is a bibliographic reference manager that can help you:

= Store, manage, organise and format bibliographic references to be used in your research papers and
publications.

= Automatically create and format citations and bibliographies for your research papers.

EndNote can be a timesaver if you are:

= Preparing literature reviews, lengthy essays, dissertations or theses.

= Preparing papers for publication.

EndNote is quite a complex product that requires the user to invest time in learning how to use it before embarking
on their project. If you have only a few references to cite, such as for an undergraduate assignment, it may be
easier to format citations and bibliographies in your word processor.

1.3Guide to installing EndNote X1 for PC

1.3.1 System Requirements
Please ensure that your personal computer/laptop meet the following programme requirements:

System requirements:
Windows XP, with at least Service Pack 3 installed
(32 or 64 bit versions)
Windows Vista (32 or 64 bit versions)
Hardware requirements:
A personal computer with a Pentium (or compatible)
450-MHz or faster processor
A minimum of 256 MB of available RAM
A hard drive with at least 180 MB of free space

In order to use EndNote’s Online Search feature for searching online databases, an Internet connection is
required. To use the Open Link command to access a website, you also need a Web browser installed
Word Processor Compatibility:

As of June 2009, EndNote for Windows is compatible with:

o Microsoft Office Word 2003 or 2007 for Windows

. Open Document Format (ODT) documents create withOpenOffice.org Writer

) RTF files created with most word processors, including: Microsoft Word, WordPerfect, OpenOffice.org
Writer, StarOffice, and WordPad
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Microsoft Word:
EndNote installs Cite While You Write commands in Microsoft Word.

Word 2003 displays an EndNote submenu of commands on Word’s Tools menu.
Word 2007 displays Cite While You Write commands on an EndNote tab.

Cite While You Write allows EndNote to format citations and create a bibliography for the document that is open in
Word. You can format, unformat, and reformat a document—without exiting your word processor.

In order for Cite While You Write to install properly, Microsoft Word 2003 or 2007 must be correctly installed on
your computer prior to installing EndNote. However, make sure that the Word application is closed before
attempting to install Cite While You Write.

If a supported version of Microsoft Word is installed on your computer, the appropriate Cite While You Write files
are installed automatically for the current user when you run the EndNote installation. This feature can be used
with a shared copy of Word or on a network.

1.3.2 Upgrading from an earlier EndNote version

Before you begin, back up any custom styles, import filters, and connection files that you do not want overwritten.
We strongly recommend that you uninstall any earlier version of EndNote before you install EndNote X3. See
“Uninstalling EndNote”

NOTE: During installation, you will need to enter both your new EndNote X3 product key, which is found in the
EndNote X3 CD packaging or on the order confirmation for your digital product, and your old EndNote serial
number. (The Demo version of EndNote does not require these.)

Install the upgrade just as you would a new installation. By default, EndNote X3 is installed into the C:\Program
Files\EndNote X3 folder.

If Setup detects an earlier copy of the EndNote program in the installation folder, it alerts you and gives you two
options. If you continue with the installation to install EndNote X3 into your existing EndNote folder, Setup removes
the older EndNote

application and word processor support files. You need to select what it should do with the styles, filters, and
connection files from your older copy of EndNote. No matter which option you choose, your libraries will not be
deleted; nor will any non-EndNote files in the EndNote folder.

1.3.3 Installing EndNote X3

Please note: You may only download EndNote to any Trinity College Dublin owned personal computer or laptop.
Personal licences may be purchased for a reduced fee for non-college owned personal computers and laptops.
Please go to the following url to purchase your Personal License: XXXXXXXX
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In order to install software you will need to have administrative rights on your machine. If you are using a shared
computer, please contact IS services to obtain administrative details.

To download the EndNote software go to http://www.tcd.ie/Library/Local/EndNote/downloads.php

Follow the steps outlined on the website carefully.

Follow the instructions on screen to complete the installation. Use the Next button to move forward between the
installation dialogs.

Welcome: Thank you for selecting EndNote!

Read Me Information: Read breaking news about this version of EndNote.

End User Licence Agreement: You must select “I accept the license agreement” in order to continue with
installation

Select Installation Type: Itis recommended that you select Complete installation.

Select Destination: By default, EndNote is installed in the C:\Program Files\EndNote X3 folder. Choose the
Browse button to change the folder selection.

Ready to Install: Click Next to complete the installation.

1.3.4 Checking your installation

1. To run EndNote, click the Start button, choose All Programs, select EndNote, and then choose EndNote
Program.

2. Next, a dialog may ask you to open a library file. You can create or open an EndNote library, or choose

Cancel or Close.

3. To check the version number of EndNote, choose About EndNote from the Help menu. Click the splash

screen to clear it.

4, If you have trouble accessing the program, repeat the installation steps to verify that the program was

correctly installed.
5. To see whether Cite While You Write is correctly installed, start Microsoft Word In Word 2003, click on the
Tools menu and you should see EndNote commands on an EndNote X3 submenu.

| Endote X3 > | =] 6o ToEndote
% speling and Grammar... F7 . Find Citation(s)...
Templates and Add-Ins... —Z  Format Bibliography...
Customize... %  Insert Selected Citation(s)
Options. .. - Edit Citation(s)...
3 a

Insert Note...

Edit Library Reference(s)
Unformat Citation(s)
Remove Field Codes
Export Traveling Library. ..
Find Eigure(s)...

Generate Figure List

Cite While You Write Preferences. ..

X BT

Help

6. In Word 2007 you should see an EndNote Tab:
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[Enaniote 3 |
@) ENGotoEndNote Style: | Mumbered - Export to EndNote =
& :f Edit Citation(s) ,\E: Update Citations and Bibliography l{h Preferences
Ciig;ﬁ;ﬁ - g_g Edit Library Reference(s) 3 Convert Citations and Bibliography ~ | ‘@ EndMote Help
Citations Bibliography F] Tools
7. Check the EndNote support page for new connection files: http://www.EndNote.com/support/

8. Check the library’s EndNote page http://www.tcd.ie/Library/L ocal/EndNote/ for TCD customised filters and
connection files (e.g. TCD Library catalogue).

1.4 Help options

This guide will provide you with a basic introduction to using the EndNote software. As you begin to use the
product you may require further assistance. The following help options are available:

1. In EndNote, select help from the menu bar. You can either browse the contents or select to search on a
particular topic. Alternatively press the F1 key.

2. EndNote contains an extensive manual which is available via the Start menu on your PC (Select
Start/Programs/EndNoteX3/EndNote Manual) or locate the .pdf file in the EndNote folder on the C drive of your
PC (you need administrator privileges to access the C drive of any college owned PC or laptop). To view the
manual Adobe Acrobat Reader must be installed on the PC.

3. Check the library’s EndNote page http://www.tcd.ie/Library/Local/EndNote/

4. Check the EndNote support page for news on, styles and patches http://www.EndNote.com/support/
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2. Starting EndNote & Creating a Library of References

.1 Creating a new EndNote Library
Left click on the Start button in the bottom left hand corner of the computer screen.

Choose All Programs>EndNote> EndNote Program.
EndNote will start and a dialog box will appear asking you to create a new library or open an existing library.
Select to Create a new EndNote Library and click the OK button.

WD RPN

Geting Started with EndNote

Lexawrn asboul EndMNobe:
Leamn aboul whal's new in EndNote. For new users. there's a helphul
. d Lk

Croale o new library

Ifyou want 1o skip the tutorial, your first step should be to create a new
Endhute library.

E |fe

i
!
\\-

|
\\
\

Open an existing library
Open an existing EndMote library and get stared immedistety.

F
i

5. Inthe New Reference Library dialog box, type My EndNote Library as the File Name and save to your
Desktop. You have now created a library called: My EndNote Library.enl

File name: EndMote Libra

Save as type: [EndNote Library (*.enl)

* Browse Folders
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6. Once you have saved the library, it appears as an empty library showing 0 out of O references.
il g - - E=E EEE )

Cle @t JDOOOE|Y: @ED O - __

|My Library | Recordflumber  Author Title Year URL Reference

All References [(0)]

@ Unfiled (0)

W Trash 0)

=My Groups

= Online Search
© PubMed (NLM)  (0)
more

= EndNote Web
configure._

= Find Full Text

Preview |Search |

INo References Selected

Showing 0 of Preferences. ) 2 Hide Tab Pane

7. Click the grey X in the right hand side of the window to close the library.

‘ @ \_Z_é :@| @‘ Cuick Search -

Title Year URL Reference Type Keyworc

@ Tips
If you are using computers in the Public Access Computer Rooms (PACRS) on campus never save to the
computers’ desktop or C drive as your files will be cleaned off at the end of the day. Instead save your EndNote
library to your storage media (memory stick, CDROM) or to your filestorage on the college network.If you are
saving to your college PC or laptop create a folder somewhere on your computer where you will save all EndNote

libraries to.

2.2 Changing your Display Field

1. To change your display fields select Edit -> Preferences (A splash up box will now appear)
2. Edit the Columns so that they have the following Fields:
a. Column 1: Record Number
b. Column 2: Author
c. Column 3: Title
d. Column 4:Year
e. Column 5: Research Notes
A Beginners Guide to Using EndNote X3 for PC 10
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3. To change the Field which is displayed in each column, click on the downward arrow and you will be able to

scroll up and down to select the fields you want.

EndNote Preferences
- Libraries ) ) ; )
Fields to display in the library window

- Display Fonts
Field

Position

Column 1: [Hecord Number

- Reference Types

- Temporary Citations

- Sortin
Y Column 2: [Mhor

- Change Case
- Formatting

= Display Fields

- Duplicates

Column 3: [T‘rtle

Column 4: [Year

.. Folder Locations
- Term Lists

- Spell Check

. URLs & Links

.. EndMote Web

. Find Full Text

Column 5: [UF{L

Column &: [Heference Type v] |Referenc:e Type

Column 7: [Keywords v] |Keywords

~| JuRL

Column 8: [UF{L

Mote: Selecting the "Figure’ and "File Attachment’ fields will display an icon
in the library window.

[ Display all authors in the Author field.

[ Endnote Defaults ] [ Revert Panel ]

[ ok [ cancel

4. To confirm these changes simply click on ok.
2.3 Opening your EndNote Library
1. Left click on the Start button in the bottom left hand corner of the computer screen.
2. Choose All Programs, EndNote, EndNote Program.
3. EndNote will start and a dialog box asking you to create a new library or
open an existing library. Select to Open and existing EndNote Library, click on the Browse button. Locate the
My EndNote Library.enl file, select the library and then click on the Open button.
Tips for Opening your Library

If EndNote is already open, to open your library:

From the top menu, select File, Open, Open Library, select the library you wish to open.

Use the shortcut Ctrl+O

|

Click on the Open Library icon =g and select the library you want to open.
3. Creating New References
3.1 Manually creating references
1. From the top menu select References, New Reference.
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Author: Jessica Eustace (eustacj@tcd.ie)
Version: 2, Date: April 2010



Trinity College Library Dublin

File Edit [References | Groups Tools Window Help

El=®
My Library
M All Referd
& Unfiled
W Trash
= My Grou
=-Oonline S

© PubM

more. .
=-EndNote

configur:

= Find Ful

New Ref: e Ctri+N
Edit < Ctri+E
Move R ces to Trash Ctrl+D
Go To... Cri+)

Copy References To

File Attachments
Find Full Text
URL

Figure

MNext Reference Ctrl+Page Down

Previous Reference Ctri+Page Up

Ctrl+M

Show All References

Find Duplicates

Restore to Library

Empty Trash

vryrvy v

= D | @ | o -

Year

Title Research N

2.

Pull down the Reference Type menu to display the list of available publication types. There are many pre-

defined Reference Types available in EndNote. The most frequently used are Journal Article, Book, Book Section
(Book Chapter), Theses & Conference Proceeding. For this example select Journal Article.

P File Edit References Groups Tools Window Help

w AN
e ms

EIRIE

Author

Year

Title

Journal

Volume

Issue

Pages

Start Page

Reference Type:

Joumal Article -

Dictionary

Edited Book

Electronic Article
Blectronic Book
Encyclopedia

Equation

Figurs

Film or Broadcast
Generic

Govemment Documert
Grant

Hearing

Joumal Article

Legal Rule or Regulation
Magazine Aticls
Manuscript

Map

Newspaper Aticle
Orling Database
Online Muttimedia
Pamphlet

Patent

Personal Communication
Report

Serial

Standard

Statute

Thesis

Unpublished Work
Web Page

Epub Date

Date

Type of Article

3.
example below:

m

b B 1 U[F]AA S

Type the details of the following citation to a journal article in the New Reference window following the

Susan M Smith & Tom O’Dowd. (2007) “Chronic diseases: what happens when they come in multiples?”,
British Journal of General Practice, vol. 57, no. 537, pp. 268-270 URL:
http://www.pubmedcentral.nih.gov/articlerender.fcqgi?artid=2043326

Research Notes: EndNote Training, Chapter 1
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= File Edit References Groups Tools Window Help

/e, Refersnce Type [Joumal Aricle -]

—

- | & | T | =% @ |([Fanfon ~Jrensze -]l B 1 U [P ] A' A, =

Author

Smith, Susan MM

O'Dowd, Tom

Year

2007

Title

Chronic diseases: what happens when they come in multiples?
Journal

British Journal of General Practice
Volume

57

Issue

537

Pages

268-270

Start Page

Epub Date

Use the Tips that follow to give you guidance.

Tips for entering information into the reference fields:

Author/Editor Names:

Care must be taken when typing in the Author(s) name(s). It must be in the correct format:

Enter the surname first, followed by a comma then the forename(s)/ initial(s) separated by spaces e.g. Darwin,
Charles or Smith, John J or Murphy, P T

The comma indicates to EndNote where the author(s) Surname ends. It is not necessary to enter punctuation after
the author(s) initial(s) as EndNote will amend the format depending on the output style selected. There should be a
space between each forename and/or initial. The need to enter forenames or initials will be dictated by the
reference style you will use for your work.

You must enter the author(s) names as they would usually be spelled e.g. for the author Susan M. Smith the
correct entry is Smith, Susan M and not smith, susan m. If no capitalisation is used none will appear in the
output style*. (*There are some exceptions to this e.g. the Harvard citation style capitalises the Authors names)
Enter the author(s) names one per line, press [Enter] to start a new line within the Author Field.

If there is no author leave the line blank.

If you do not know all the authors, then the last author entry should be typed as et al.,

For multiple-word last names enter as Surname, Forename(s) Initial(s. The entry for Charles de Gaulle, will read
de Gaulle, Charles

For authors with titles e.g. Snr, Jnr, Il etc., enter as Surname, Forename, Title. For example: The entry for
Albert Smith Jr. will be Smith, Albert, Jr.

Place commas at the end of corporate authors’ names e.g. Microsoft, or Apple Computer Inc.,

Other Fields:

To move from one field to another use [Tab] to move down or [Shift+Tab] to move up.

Enter years as a four digit number, for example 2007, 1997

Enter titles without a period or punctuation at the end. Allow the title to wrap within the field, DO NOT USE
ENTER. Itis best practice to capitalise the title as you would like it to appear in your bibliography. Be consistent
with capitalisation. If possible, follow the guideline(s) for the reference style(s) you are likely to use.

The full journal name should be entered in the field Journal Name. For abbreviated formats use the Alternative
Journal field.

Page ranges can be entered as complete (1223-1229) or abbreviated (1223-9) ranges. The style used to create
the bibliography will amend the page numbers to be either full, abbreviated or first page only. Do not use commas
for page numbers in the thousands e.g. 1223 not 1,223.

Do not enter punctuation, labels, or text styles that are normally part of a bibliographic style.
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For editions, enter as 3’d, 5" etc.

4, When you have entered the details for the article, click on the grey X in the right hand corner of the screen.
The reference is automatically saved for you. You also have the option to save the record by clicking on File ->
Save. You should now have one reference displayed in you'’re my EndNote Library.enl file. To view or edit the
saved reference, double click on it.

[2] File Edit References Groups Tools Window Help

“8 e N 0000%® @0 @ -

My Library ~ Record Number  Author Title Year ResearchNotes Reference Type Ke
1 Smith Chronic diseases: what happenswh.. 2007 Endnote Training Journal Article

& Unfiled 1)
iif Trash (1)

= My Groups

& Online Search
© PubMed (NLM)  (0)
more...

= EndNote Web
configure..

& Find Full Text

a i ]

Preview |Search
Smith, S. M. and T. O'Dowd (2007). "Chronic diseases: what happens when they come in multiples?" British Journal of Gene
Practice 57(537). 268-270.

5. The record has been given a unique identifier, Smith, 2007#1. Each subsequent reference will receive its own
unigue number.

4. Exporting and Importing References from databases

4.1 Direct Export from the Web of Knowledge
A search result can often be exported directly from a database into an EndNote Library using a “Direct Export”
feature.

1. From the TCD Library Information Resources page (http://www.tcd.ie/library/inforesources.php) locate the
entry for Web of Knowledge.

2. In the Topic field enter your search terms “Crime Scene Forensics”

3. Mark records of interest.

4., Click Submit.

5. Click on the icon to view your marked list.

6. From the following screen, click export to reference software.

7. If EndNote is not open, it will be launched automatically prompting you to locate and select a library. If
EndNote is running the references will be exported to the front window.

8. Double click a reference to view what has been transferred from the database.

9. Close the reference after viewing.

10.  Close the Library by clicking the grey X. These references are now saved in the My EndNote Library.enl
file.
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@ Tips

You should always carefully check the content of the database record against what has been transferred into the
EndNote library.

It may be useful to a add a note to the record to state which database the records come from, what date the
database was searched and perhaps the search terms used. To globally edit to your records, select References,
Change and Move Fields. From the drop down menu by In, select the relevant field and enter your notes. For
example, select Name of Database and enter ISI Web of Knowledge.

To merge the records with the others in your library select [Ctrl+M]. Or click on X in the right-hand corner of the
screen to close the window and automatically have the records merged into your library.

4.2 Importing downloaded references using a filter

Not all databases will allow you to directly export information from the database into your EndNote Library. If the
Direct Export option is not available (PubMed, SciFinder Scholar, Emerald) the results can be downloaded as a .txt
file and then imported into an EndNote library using an Import Filter file (.enf). The filters, specific to the particular
database and supplier are configured to extract relevant information from the database record and transfer the
information into the appropriate fields in the EndNote library.

To import a text file from PubMed please follow these instructions:

A] Direct Import of Files into EndNote
Importing PubMed files into EndNote — Part |

1) Access PubMed from the TCD Library website
http://www.tcd.ie/Library/resources/resourcelList.php?resourceType=Database — a good starting point and
resource page.

2) Perform your PubMed search. e.g. “swine flu”

3) To mark specific citations for downloading, click the box next to each citation you want to select. To save all the
citations in the list, do not select any and PubMed will automatically include all.

4) The foIIowmg settlng WI|| need to be changed and a command used:

[ L L S Il | sonprurusen a | rewmns

D15p1aw MEDLIMNE | eh ow | 20 ~ | Sortby | Send to -
Sendto
Items 1 - 20 of 53985 Printer

a. Change the display format from “Summary” to MEDLINE by clicking on the pull down menu next to the Display
button in the gray bar above your search results, select MEDLINE from the list.

b. Use the Send To pull down menu and select Send to File.

c. In the Save As window that appears, select the desktop or a folder where you want to save your search. In the
file name box, you can use the default name (pubmed_result.txt) or type a different file name.

d. Click on Save.

5) Proceed to step 1 in the Importing PubMed references section, below.
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B] Importing PubMed References into EndNote — part Il
1) From the EndNote File menu, click on New to create a new library of references, or Open to add references to

an existing library.
2) From the File menu, click Import to open the Import window.

3) In the Import Data File field, select the file you downloaded
from PubMed by clicking on Choose File.

4) In th_e Import Option field, selgct the filter you would like to e ettt (Groorie)
use to import your references. Since you downloaded your
references from PubMed, choose PubMed from your list of Sociort o [paivedouy 4
filters. If you have not previously selected PubMed as a filter, _ T : —
. Duplicates: |Import Al |
select Other Filters from the pull down menu, then select the = =
PubMed file Text Translation: | Mo Translation b |
5) Under Duplicates, identify what you want EndNote to mport | [ cancel
Import All.

6) Click on Import. You will now see the references from PubMed — use them as needed.

4.3 Importing to EndNote Using Google Scholar.

First, set your preferences:

1. Go to http://scholar.google.com.

2. Next to the Search button, click ScholarPreferences.

3. Scroll down to the “Bibliography Manager“section.

4. Select "Show links to import citations into" and then "EndNote.”

5. Click Save Preferences.

You are returned to the Google Scholar search page, where you can perform a search. Each search result will
include the button Import into EndNote.

5.

Connection Files & Connecting from EndNote to the TCD library

cataloque, Web of Science and PubMed.

Connection files enable EndNote to connect to, search and retrieve references from databases and catalogues.
This method will only work for the TCD Library catalogue, Web of Science and PubMed. Users should note that the
search interface in EndNote may not be as sophisticated as the search features in the database.

5.1

1.

Searching the Library Catalogue using EndNote

Ensure you have installed the TCD Library connection file on your PC or laptop

(http://www.tcd.ie/Library/Local/EndNote/).

2. In EndNote, select Tools, Online Search, New Search....

3. The Choose a Connection File window will open.

4, Search for File by Name, enter TCDLibrary select this option by clicking on Choose.

5. When you now go to Tools, Online Search, Connect..., TCDLibrary should be displayed.
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2] File Edit References Groups [Tools| Window Help

@) ®|fmms st ENFEL

Spell Check Crl+Y

My Library B Cite While You Write [CWYW] R Year ResearchMNotes Reference Ty}
¥ Al References (6) Online Search... nic diseases: what happens wh... 2007 Endnote Training Journal Article
@Imported References (5) EonmerEape , Eflu-anassessment of the Aus . 2009 Journal Article
B Unfiled (6) Frrraar b e e flu claims first European death... 275 -0 ey .

osed guideline for managemen... 2

W Trash U] Endhote Web.. alia plans to restrict antiretrovira... 2| [ yame Information Provider
= Wy Groups + e 2
= Online Search Define Term Lists... Ctrl+4
QPUDMEU (NLM) (U) Link Term Lists... Ctrl+3
more... Hide Tab Pane
Sort Library...

= EndNote Web

Recover Library...
configure...

Library Summary..

= Find Full Text
Subject Bibliography...

Manuscript Templates...

Data Visualization

ted - Findby »

File Name: TCDLibrary.enz

4 n Created: 22 June 2009, 12:51:35
Modified: 22 June 2009, 12:51:35

Preview | Search Based On: Brown U;Yale U

Smith, S. M. and T. O'Dowd (2007). "Chronic diseases: what happens when {l Category: Library Catalogs

Practice §7(537): 268-270. P —

Showing 1 of 101 connection files.

5.2 Searching an Online Database

Searching an online database is essentially the same as searching your own EndNote library. After establishing a

connection:

1. Enter your search term(s) into EndNote’s Search tab at the bottom of the page
2. Choose the appropriate search options.

3. Click Search to send the search request to the online database.

@eoim 97 0000% ¢ @50 @~ -
My Library Record Number  Author Titie Year ResearchMotes Reference Type Ki
[ All References (6)
@imporied References (5)
B Unfiled (8)
Wl Trash (1)
= My Groups
= Online Search
O PubMed (NLM)  (0)
= TCDLibrary (0)]
miare.
= EndNote Web
configure. ..
= Find Full Text

| Prevew | Griie Search - TCD Library Cataiogae at Trivity Codege Dubln

S —

Puther (a2 Ard O it

'_Md ': Tear

'_Md ': Tide (o And Cr fat)
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4, Click on the Search button to start the search. There may be a time delay depending on how many
relfntuelrbences need to be imported.

Canfirm Online Search

=-EndNote Web
configure. Found 18 records.

i : i through |18
2-Find Full Text Retrieve records from: raug
Clear current ults before retrieving records.

tly displayed res:

Preview | Online Search - TCD Library Catslogue at Triity College Dublin |

Search Remote Library V]
| Title (no And/Or/Not) ~ Contains - |SARS
5. After a successful search, EndNote alerts you to the number of references that were found. You have the

option of retrieving all of the references or a specific range of references. (The order of the retrieved references
reflects the way they were returned from the server—this is not necessarily alphabetical, chronological, or in order
of relevance.)

6. Choosing OK allows EndNote to begin retrieving references.

7. Changing the range of references to be retrieved is useful if you want to check the results of your search
before downloading the entire set of references. For example, if your search found 200 references, you may want
to retrieve only references 1-10, then check those references, and either continue downloading or change your
search criteria. To continue downloading, submit the search again, then request only references 11 through 200.

8. You can also pause during record retrieval; on the Search tab, click Options and select Pause. Click
Resume when you want to continue.
9. If you are working in Online Search Mode, references are downloaded into a temporary library. The top of

the window indicates “Online Mode.”

10.  To save references, highlight them (click in the list and use Select All from the Edit menu to select all
references in the current list, use CTRL+click to select noncontiguous

references in the list, or use SHIFT+click to select a range of references) and then:

Go to the References menu and select Copy References to in order to select a new or existing library and copy the
highlighted references to that selected library

6. Working with references in an EndNote Library

6.1 Sorting aLibrary

= Similar to MS Excel/Access, you can quickly sort your references alphabetically by clicking on the column
header. For example click once on the Author column heading in your EndNote Training.enl library will list your
authors alphabetically. To reverse the order click again.

. You can also sort references by selecting References, Sort References from the menu toolbar.

6.2 Adding information to references

By adding your own notes to references in the library you can record additional information such as: what database
the information has come from, date accessed, intended use, or other relevant comments.
From your EndNote Training.enl library select a reference into which you will add information.
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1. Select References>Show Selected References

File Edit [References| Groups Tools Window Help

Mew Reference Ctrl+N =7 |
Edit References Ctrl+E %| < | m — @ | G
Move References to Trash Ctrl+D Title
& T Ctrl+) Chronic diseases: what he
B Unfiled S T v Swine flu - an assessment
il Trash e Attechments , Swine flu claims ﬁrst Eurol
[Proposed guideline for m
SMyGroy  Frarullies .
=-Online § ::Lwe . [Influenza] )
© PubM Social change and innova
© 1oL Next Reference Ctrl+Page Down [ Occupational attainment :
more.. Previous Reference Ctrl+Page Up Eu[ope) China and the twc
Show All References Ctrl+M
=-EndNote Show Selected References it Viralfitness : the next SAF
[;()nﬁgur Hide Selected References \maging in SARS
- ’ SARS : a case study in en
BAE et A survey of SAR users - th
[P s A report on the disclosure
Restore to Library Twenty-first century plague
Empty Trash SARS - reception and inte
19 Abraham Twenty-first century plague
20 Takeover Pa... Treasury shares : revision
2. Select Tools > Change and Move Fields
3. Select Research Notes from the drop down menu.
4, Type I'm adding more information to my references, click OK. Click OK for the following two

confirmation messages.

B3] File Edit References Groups Tools Window Help

Be®lles T oQOO0O®|Y Fio @

Quick Search -

My Library * Record Number | Author Title Year Re
¥ Showing Referen... (24)| & Rouse Ausfralia plans to restrict antiretrovira... 2009
@ Unfiled (24) 11 Fidler Sars, governance and the globalizati... 2004
i Trash o |18 Dale Areport on the disclosure risk of pro... 1998
=My Groups
= Online Search —
© PubMed (NLM) (0) Change and Move Fields i _£:
© TCDLibrary 0) [ Change Fiekds [Maye Fickds|
more...
= EndNote Web T —
Date -
configure... Cha Type of Work
) Subsidiary Authar
= Find Full Text . gl‘t:r’t”_ﬁr‘“;;"”’”ﬁ'f””‘f
O T sBssh
= < Original Publication
= "Reprint Edition
() cReviewed Ttem
Custom 1
Custom 2
Custom 3 |
Custom 4 new text
Custom 5 e
Custom & o e
Custom 7
Custom 8
URL
g:g:]uurnﬂ\ddress E
Search OO it it Search Whole Library
Transiated Titi
- Name of Database
Author Database Provider - |
e -l
and =] Tite +  Contsins -
5. Double click to view a reference. Scroll down to the notes field to verify the change.
6. To return to the complete library, from the menu bar, select References > Show All References.
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7. Searching your EndNote Library

EndNote provides a powerful and flexible Search Library command that enables you to locate specific references
or groups of references. For example, you can choose a very general search, one that scans the entire library, or
you can limit your searches

to specific fields (such as Author or Keywords). You can also create more complex searches using a variety of
operators such as And, Or, Not, Greater than, Less than, and others. To quickly search your entire library, use the
Quick Search item on the Main toolbar.

W

With your library list displayed, enter a word or phrase and press ENTER. EndNote executes a general search of all
fields. You can use the drop-down list to select a recent search term. If you need a more specific or complicated
search, use the Search tab.

7.1 The Search Tab

To begin a search, display the group of references you want to search and then choose Search Library (CTRL+F)
from the Tools menu or click the Search tab in the Tab pane. The Search tab appears, displaying several empty
search lines (you can add more if necessary).

field Iis<[ comparison list search set list search term
Preview | Search
Search Whole Librly v| [ImdtchCase  []Match Wards
¥ Author ¥ | | contains v | v add or
and v |vear w/| | contains || B >remove
And VXEHE | [contains v @/ search

Boolean opérator list

7.2 Quick Overview of the Search Tab
Functions are described in more detail in the sections that follow:

o] Search Line
A search line includes the field to be searched (from the Field list), the comparison operator, and the text to be
found (the “search term”). Use the plus or minus buttons to the right of each search line to insert or delete a line.

0 Field List
The field list allows you to restrict your search to a particular field—such as Author, Year, or Keywords—or all
fields. By default, the Field lists are set to search Author, then Year, then Title.

o] Comparison List

Choose an item from the comparison list to indicate how the search term should relate to the field(s) being
searched. For example, EndNote can find references in which the Journal Field begins with "science,” the Journal
field Contains “science” anywhere in the field, or the full Journal name actually Is “science.”
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o] Search Term
The search term is the word or phrase that you want to locate. Use the Options button at the bottom of the Search
tab to insert a Tab or Carriage Return in the search line.

o] Boolean Operator List
The “And,” “Or,” and “Not” list between the search lines indicates how the search lines are to be combined.

0 Search Set List

Use the search set list to specify the set of references to search and how the search results should be combined
with other references in the Library window. By default, EndNote searches the group of references currently
displayed, and then shows only the results of the search.

0 Match Case

By default, EndNote ignores capitalization when searching for text in a library. For example, a search for the text
“paleontology” also finds “Paleontology.” When the “Match Case” option is checked, EndNote finds only those
records in which the search term is capitalized exactly as you typed it on the Search tab. For example, if your
search term is “AIDS” and you select “Match Case”, EndNote ignores the word “aids” and finds only the acronym
“AIDS.” When the “Match Case” option is checked, a search for specific diacritical marks such as &, G and 1 will
match those letters exactly. Thus, a search for “résumé” will not find “resume.” If you want to find all variations of a
letter, deselect the “Match Case” option.

0 Match Words

With “Match Words” selected, EndNote finds only exact matches to the search term, rather than partial-word
matches. For example, a search for the term “state,” with the “Match Words” option selected, finds references with
the word “state” while ignoring words like “statehood” or “understated.”

0 Save Search and Load Search
If you frequently use the same search strategies on the Search tab, you can use the Options button to save these
searches and later load them when you need them.

8. _Grouping References in aLibrary

8.1 About Groups and Group Sets?

Groups make it easy to break a large library into subsets for later viewing. A group simply points to a subset of
references that already exist in the library. You can further organise your references by storing multiple groups in
custom Group Sets.

8.2 The Types of Groups in EndNote

There are several types of groups that make it easy to organise your references in EndNote. The first section of
groups are automatically generated, and include both permanent groups

and temporary groups.

0 Permanent Groups

Permanent Groups include All References, Unfiled, and Trash. These are groups that you cannot remove or
rename. All References displays every reference in the library. Unfiled displays those references that are not part of
a custom group or smart group. Trash is a holding place for references you have removed from the library but have
not yet permanently discarded by emptying the Trash.

o] Temporary Groups

Temporary Groups include Copied References, Duplicate References, Imported References, Search Results and
several Full Text groups. These temporary groups may be replaced as you use commands in EndNote, and are
always deleted when you close a library. (Only the groups are deleted; the references remain in the library.)
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o] Custom Groups
Custom Groups are manually created by the user to help organise the library; you can drag-and-drop to copy
individual references into a custom group. Custom Groups

are listed alphabetically (click the My Library header to toggle between ascending and descending order).

o] Smart Groups
Smart Groups use search criteria to dynamically update groups as existing references are edited or new references
are added to the library.

8.3 The Groups Pane

The left pane of the Library window lists the groups in the current library, along with a record count for each group.
A new library may have very few groups. The All References and Trash groups are permanent, and cannot be
removed.

Click a minus sign (-) next to a group set heading to hide the list of groups under that heading. Click a plus sign (+)
next to a group set heading to display the list of groups in that group set. You can drag the separator bar between
the group name list and the reference list to adjust the size of the panes.

You may not always want to display groups, as that pane takes up screen space. From the Groups menu, choose
Hide Groups or Show Groups.

& Sample_Library.enl 9i=1e3]

0@
Year  Title Journal Ref Type URL Last Updated ~
1971 Valdez v. Black F.2d Case 4/15/2008
| Ref 5 1974 Geophysical Research... Sedimentary... Generic 4/15/2008
plicate References (2) 1990 New Mexico Geologic... Generic 4/15/2008
ull Text found (1 1993 A Global warming foru... Book 4/15/2008
Imported References  (8) 1994 National Environmenta.. US.C. Statute 4/15/2008
1997 Exchange of ideasan._. Committee . Hearing htip:/ie . 4/15/2008
Search Results 24
24) 1998 Eocene fossils Web Page http:/iw... 4/15/2008
Trash ) 1999 Sequoia Ecosystema Bill 4/15/2008
2008 Sins of Emission Atlantic Mon... Journal Article htip:/is... 4/15/2008
= Custom Groups 2008 Citations and Referen_. Custom Ess._. Blog hitp:/fc...  4/21/2008
Excavation 6) 1988 Modern-period muddy ... Sedimentary... Journal Article 4/15/2008
1 2008 Colloguium paper:dyn... Proc Natl Ac._. Journal Article http:/iw_.  9/17/2008
Fossils (10 1984 Evidence from crater a... Nature Joumnal Article 4/15/2008
Literature (10) _ 2002 Vertebrate Evolution Web Page hitp:/iw...  4/15/2008
1988 Relation of Anfarctic 1... Geophysical... Journal Article 4/15/2008
1988 Batyrbay secfion, Sout.. Geological ... Journal Article 4/15/2008
S A Croups 1999 Preliminary Site Repor... WebPage  hipi/iw.. 4/15/2008
Eocene (3) 1993 New paleontological e Journal of P Journal Article 411512008
. Arrmie 1001 Stratinranhic eveavati  .lnumal nf P lnnmal Artficle 4152008 s ™
= Online Search
Library of Congr... (0) Frevew ‘54““
LISTA (EBSCO) (0) Mo Referenges Selected
PubMed (NLM) (2)
Web of Science . (0)
more...
EndNote Web
onfigure. -
Shuw\ng&@ of 230 references. Fyitext was downloaded for 5 of the 24 selected references. Attached 6 URLs. £ Hide Tab Pane

8.4 Using Groups in EndNote

The left pane of the library window lists groups of saved references. In a new library, only the All References group
contains references; it displays all of the references in the library. However, you can add up to 500 custom and
smart groups to a library.

A custom group is built by specifically adding individual references to the group. A smart group is compiled
automatically, and is based on a search strategy.
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8.5 To create a custom group and add references to it:
1. From the Groups menu, select Create Group. (Or, you could right click under My Groups in the Groups pane to

display a context-sensitive menu, and then select Create Group.) ElemEditmRelercem Gt
Groups | Tools Window Help :
: Annotated

Create Group = @ s @ | :
Create Smart Group — My Library |
Rename Group |Y| Showing Referen... (24)
Edit Group... @@ Unfiled (24)
Delete Group il Trash (0)
Add References To 4 =8 My GFOUPS
Remove References From Group |Chapter 9
Create Group Set = Online Search
Delete Group Set QPUDMF}G (NLM) (0)
Rename Group 5et QTCDLID[HW (0)
Hide Groups more...

= EndNote Web

) ) ) configure. ..
In the Groups pane of the Library window, a group titled New Group

is now highlighted for editing. = Find Full Text

2 Type “Chapter 1” as the group name, and then press ENTER or click in the reference list area to save the
change. There are no references in the new group; the reference list displays All References.
3 In the Author column, highlight the first reference by Smith and the first reference by O’'Dowd. To select

non-contiguous references, hold down the CTRL key as you click on them.

4 Drag the selected (highlighted) references to the new Chapter 1 group and drop them on the title of the
group. (Or, you could go to the Groups menu and choose Add References To> Chapter 1.)

5 Click on the Chapter 1 group to display the two references now included in the group.

9. Using EndNote with MS Word

EndNote will format your references in a specified bibliographic (output) style. The selected output style will
determine the format of the citations within the text of the document you are producing and format the
corresponding bibliography at the end of the document. The Output Style is displayed on the EndNote Toolbar.

File Edit References Groups Tools Window Help

‘@“ﬂmotated ']'F_l :@Q@@E| |@ \EE :®|@ Quick Search -
s Select Another Style.. =
My Library pnctaed Number  Author Title Year Rese:
L R s Numbered Smith Chronic diseases: what happens wh... 2007 Endnc
w2 felds Hamilton Swine flu - an assessment of the Aus... 2009

B Unfiled

9.1 Viewing References in a Particlualr Style:

To view references formatted in a selected style (e.g. MLA):

1. In you're my EndNote Library.enl library click on the drop down list for the Output Style Window.
2. Select, Select another Style...

3. Click on Quick Search... and enter MLA into the search box.

4 Two options are displayed. Select MLA and click on the Choose button.
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| | Record Number  Authar Title Year F

Smuth Chronic drseases, whal happens wh., | 2007 €
3 £ ] wing flu - an assessment of the Aus
4
]
= My Groups 6
& Chapter 1 (|7
= Online Search B
QPuwled LI (@ |7
Q TCOLibrary 10 1
more. 12
= EndNote Web 13
configure. 14
15
= Find Full Text 16
7
18
19 2 e o
0 e o
E Created: 19 May 200%, 08:20:41
22 Modfied: 17 Aprl 2004, 11:30:18
- Baoed O
Categary: Genenc
Priviem | Search Comrmentac |Th|s is & generic style that includes an -
— Iulphubeuwly sored bibkography and =
N Iﬂmmﬁlwﬂ 100 cutput styles

5. MLA should now be displayed in the Output Style Window.

[ File Edit References Groups Tools Window Help

Rle®n o000 & & E0 @ oo -
My Library Record Number ~ Author Title Year Research Notes Reference Type
1 Smith Chronic diseases: what happens wh... 2007 Endnote Training Journal Article
& Unfiled 24) | 3 Hamilton Swine flu - an assessment of the Aus... 2009 Journal Article
il Trash ©) 4 O'Dowd Swine flu claims first European death... 2009 Journal Article
5 Capozzi [Proposed guideline for managemen... 2009 Journal Article
=My Groups [ Rouse Australia plans to restrict antiretrovira.. 2009 I'm adding mor... Journal Article
i@ Chapter 1 |7 Kerwat [Influenza] 2009 Joumnal Article
= Online Search 8 Hakim Social change and innovationinthe .. 1998 Book
© PubMed (NLM)  (0) 9 Gardiner Occupational aftainment - a compari_. 1997 Book
©.TCDLibrary ©) 10 Neves Europe, China and the two SARs :fo... 2000 Book
11 Fidler Sars, governance and the globalizati... 2004 I'm adding mor... Book
ore.- 12 Goudsmit ~ Viralfitness - the next SARS and We.. 2004 Book
=-EndNote Web 13 Ahuja Imaging in SARS 2004 Book
configure 14 McLean SARS : a case study inemerging inf... 2005 Book
. 15 Brown A survey of SAR users : their require... 1998 Book
e e 16 Dale Acreport on the disclosure risk of pro.. 1998  I'm adding mor... Book
17 Abraham Twenty-first century plague - the story . 2005 Book
18 Davis SARS : reception and interpretationi... 2007 Book
19 Abraham Twenty-first century plague : the story ... 2007 Book
20 Takeover Pa... Treasury shares : revision proposals ... 2003 Book
21 Lal Biology of emerging viruses : SARS, ... 2007 Book
22 Lee The political economy of the SARS e... 2008 Book
T I I

Preview | Search
I |D‘D0wd, A_"Swine Flu Claims First European Death, as Cases Worldwide Rise to 36,000." BMJ 338 (2009) b2470.

TIPS for Output Styles

a. Customise the styles menu to include only the styles that you use. Follow the instructions as listed above
for each of the styles you would like listed.

b. If the style you require is not listed you can check the EndNote site to see if there is a new file or download
that matches your query.
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10. Cite While You Write and Word

Cite While You Write gives you access to EndNote references and formatting commands with either an EndNote
X3 submenu on Word’s Tools menu, or, in Word 2007, with an EndNote tab.

To Cite While You Write, you must use Microsoft Word 2003 or 2007. Cite While You Write can convert and use

Word documents that previously used the EndNote Add-in or earlier versions of Cite While You Write, although we

recommend that you first unformat those documents. Word 2003 displays Cite While You Write commands on a

Tools>EndNote X3 submenu. Word 2007 displays Cite While You Write commands on an EndNote tab.

The basic steps required to cite a reference and generate a bibliography with Microsoft Word 2003 or 2007 are

summarized below.

10.1 Inserting citations and creating a bibliography in a document (Cite While You

Write)

1. Open the EndNote library or libraries that contain the references you wish to cite.

2 Start Microsoft Word and open the paper you are writing.

3. When you are ready to cite a source, position the cursor in the text where you would like to put the citation.
4 Word 2003: Go to the Tools menu in Word, then the EndNote X3 submenu, and select Find Citation(s).

Word 2007: On the EndNote tab, in the Citations group, click Insert Citation and select Find Citation(s).

An EndNote Find & Insert My References dialog appears, which may show previous search results.

=

EndNote X3 Find & Insert My References

jones W | [ Find
Author Year Title
The Theory of Foraging
Schwartz 1990 Greenhouse hypothesis: effect on dinosaur extinction
Wwhiting 1987 Herding instincts of cretaceous duck-billed dinosaurs
Whitney 1997 Evidence for Triceratops in Antarctica
< ?
Reference Type: Book ~
Record Number: 5 F
Author: Jones, V.R.
Marion, B.K.
Zeiss, Robert L.
Year: 1975
Title: The Theory of Foraging
Series Editor: Billy Joe Bloggs
City: Mew York 3

Publisher: Smith and Barnes
Number of Pages: 534

([ Insert |v] ’ )Cancel ][ Help

ILibrary: Sample_Library.enl 4items in list
5. In the text box at the top, enter identifying text for EndNote to locate the appropriate reference. This could
be an author’s last name, a year, a keyword, or any other combination of terms found in the reference.
6. Click Find and EndNote compares the identifying text to your EndNote references and then lists the
matching reference(s).
7. Identify and highlight the appropriate reference(s).
8. Use the Insert button triangle to display a menu, and select from: Insert | v |
Insert
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Insert to insert the citation and format it as defined by the
currently selected output style
Insert & Exclude Author
Insert & Exclude Year
Insert & Exclude Author & Year
You can click Insert (not the triangle) to quickly select the default Insert command.

9. If your citations are not automatically formatted, and a bibliography is not updated each time you insert a
citation:

Word 2003: Go to the Tools menu in Word, then the EndNote X3 submenu, and select Format Bibliography.
Word 2007: On the EndNote tab, in the Bibliography group, click the corner arrow dialog box launcher.

10 .2 Formatting your Bibliography and Citations in a Word Document

Instant Formatting works while you write your paper. As you insert citations, EndNote uses the currently selected
style to format citations and update the bibliography. By default, Instant

Formatting is enabled the first time you use the Tools>EndNote X3 menu in Word 2003, or the EndNote tab in
Word 2007, to insert a citation or format the bibliography.

To change the style or layout of references, or to change Instant Formatting settings, you can use the Format
Bibliography.

You may be halfway through inserting citations, or you may have finished writing your paper. You may have instant
formatting enabled, or you may have manually inserted citations with formatting disabled. It doesn’t matter. As long
as you have citations entered in your document, you can format your paper at any time. You can reformat after
adding more citations or to change the style or layout settings.

10.3 Format Citations and Generate a Bibliography:

1. Word 2003: From the Tools menu in Word, go to the EndNote X3 submenu and select Format
Bibliography.

2. Word 2007: On the EndNote tab, in the Bibliography group, click the bottom corner arrow. On the Format
Bibliography tab, change or verify these settings:

r |

EndNote X3 Format Bibliography

Format Bibliography |Layout Instant Formatting | Libraries Used

Format document: v
With output style: |Auﬂ10r-Date v| [ Browse... ]

Temporary dtation delimiters

Left: Right:

[8]4 H Cancel ][ Help
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3. Format document: Make sure the appropriate Word document is selected from the list of open Word
documents.

4. With output style: Select the appropriate output style to format references.

5. Click OK to save changes and format your citations and bibliography.

NOTE: If all you want to do is change the output style, choose Format Bibliography, select the output style on the
Format Bibliography tab, and click OK.

Word 2007: An easier option is to go to the EndNote tab, look in the Bibliography group, and simply select a new
Style.

If you add more citations to your paper after the formatting process, you can update the citations and the
bibliography by simply choosing the Format Bibliography command again.

Word 2007: Click Update Citations and Bibliography or click the corner arrow to bring up the Format Bibliography
dialog.

10.4 Reformatting with Different Styles

To reformat your paper in a different style:

1. Word 2003: Go to the Tools menu, then the EndNote X3 submenu, and choose Format Bibliography again.
Word 2007: You can select a new Style in the Bibliography group, or click the corner arrow to bring up the

Format Bibliography dialog.

2. Select a new style from the Format Bibliography dialog and click OK.

3. Your citations and bibliography are updated for the new bibliographic style.

11. Editing Citations

You can change citations at any time. After making changes, choose Format Bibliography to (re)format the new or
modified citations and regenerate the bibliography.

Once you have inserted and formatted a citation, you should not edit it directly (although you can do so, if you feel
you must). Direct edits are lost the next time EndNote formats the

bibliography. You can almost always get EndNote to format your citations exactly to your specifications by editing
the style, the EndNote reference, or the citation (as described here).

NOTE: An easy way to omit the Author or Date from an individual citation is to select the citation, right-click with
your mouse, choose Edit Citation(s) and then Exclude Author or Exclude Year.

11.1 To safely edit a formatted citation:

1. Click on the citation you wish to change.
2. Word 2003: From Word’s Tools menu, go to the EndNote X3 submenu and Edit Citation(s) to display the
EndNote Edit Citation dialog.

Word 2007: On the EndNote tab, in the Citations group, click Edit Citation(s).
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Use this window to view, select, edit and remove citations from your current document.

Citations in document: Formatted Citation
of yet another spedes (...) which is ru ~ F |Exchulecntiiun I |Exheken
Morehouse, 1993 #125
is now the undisputed progeny (...) o Prefi: | |
Argus, 1991 #33
Turnhouse, 1987 #176 Suffix: | |
Where the other spedes (...) arose is
- . Pages: | |
=
that we will never know {..), Howeve
E"II':'SkifllgE:iffs . w [ Insert... ] [ Remove ] ll il
Reference Type: Book Section ~
Record Number: 11
Author: Schwartz, M.T. 0
Billoski, T.v.
Year: 1950 w
[ QK ] [ Cancel ] l Help ]

All of the cited references in the document are listed in the left column of the dialog.
The line below shows the cited reference(s).

3. Select the appropriate citation from the list at the left of the dialog (you can scroll through all citations in the
document) and make any of the following changes to the highlighted citation:

Exclude Author: Select this to omit the author name from the formatted citation.

Exclude Year: Select this to omit the date from the formatted citation.

Prefix: Enter text here to print immediately before the citation text (spaces are significant).
Suffix: Enter text here to print after the citation text (spaces are significant).

Pages: Enter page numbers here to print as Cited Pages. To print, the Cited Pages field must be
listed in the citation template or footnote template of the output style.

4. You can add or remove citations from a multiple citation, or change the order of citations.

) Insert: Use this to add another citation within the same set of delimiters.
o Remove: Highlight a citation and click Remove to delete it from the in-text citation.
. Up and Down Arrows: Highlight a reference and use the arrows to change the order of display. (If a

Citation Sort Order is applied by the current output style, using this dialog to change the order of
citations in a multiple citation has no effect.)

5. Click OK to implement your change(s).

After making changes, choose Format Bibliography to (re)format the new or modified citations and regenerate the
bibliography.

Word 2007: On the EndNote tab, in the Bibliography group, click Update Citations and Bibliography or click the
corner arrow to change bibliography preferences and Format Bibliography.

11.2 Deleting Citations:

To delete an unformatted citation, simply highlight the entire citation (including delimiters), and press the backspace
or delete key. While it is possible to highlight a formatted citation and simply press the delete key on your keyboard,
we do not recommend you do that. If you do not completely delete the citation and all
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associated codes, you could corrupt your document.

To safely delete a formatted citation:
1. Highlight the citation you want to delete.
2. Word 2003: From the Tools menu in Word, go to the EndNote X3 submenu and select Edit Citation(s) to display
the EndNote Edit Citation dialog.
Word 2007: On the EndNote tab, in the Citations group, clickEdit Citation(s).

All of the cited references in the document are listed in the left column of the dialog. An ellipses shows where a
citation appears within text. The line below shows the cited reference(s). The citation you highlighted in the
document should be highlighted in the list.

3. In the left column, make sure the highlighted citation is the one you want to delete. If the citation is part of a
multiple citation, make sure you select just the citation you want to delete.

4. Click Remove.

5. Click OK.

12. Footnotes and EndNotes using EndNote

Once you have created a footnote or EndNote in Word, you can cite references in that footnote or EndNote just like
you cite them in the body of the document.

12.1 To Cite a Reference in a Footnote or EndNote:

1. Use the appropriate command in Word to create the footnote or EndNote. (EndNote does not create the footnote
or EndNote

2. Position the cursor in the footnote or EndNote where you would like the citation(s) to appear.

3. Insert the citation as you normally would. The EndNote style that is selected when you choose Format
Bibliography determines how citations in footnotes and EndNotes are formatted. EndNote can format these
citations as brief in-text citations or like complete references in the bibliography. It can also create a special format
specific to footnotes or EndNotes, including options like “Ibid.” and other variations of shortened references when a
citation appears more than once in the footnotes or EndNotes.

If you are citing full references in footnotes, you can include specific page numbers to be formatted like a regular
EndNote field.

12.2 Footnote Templates:

Click Templates under the Bibliography or Footnotes heading to see the templates for how those references are
formatted.
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For footnote and bibliography templates, each has a “Generic” template, and other reference-type-specific
templates to format the various reference types in a bibliography.

The following examples show how journal articles, books, and book sections, respectively, would be formatted with
the Numbered style. Notice that each reference type is formatted differently, which is why different templates are
required:

1. Emiliani, C., Competitive evolution. Journal of Theoretical Biology, 1982. 97: p. 13-33.

2. Jones, V.R., The Theory of Foraging, B.J. Bloggs, Editor. 1976, Smith and Barnes: New York.

3. Whitney, J.R., T.V. Billoski, and V.R. Jones, Evidence for Triceratops in Antarctica, in New Directions in
Paleontology, T.V. Billoski, Editor. 1987, Academic Press: New York. p.24-27.

Generic Template

The Generic template is used to format references that use the Generic reference type or do not have their own
template in the

style. For example, if a Book template had not been included in the style, book references would be formatted
using the Generic template.

Other Reference Type Templates

The rest of the templates in the style tell EndNote how to format specific reference types, such as journals, books,
and book

sections. If a check mark appears next to a reference type in the Reference Type list, a template is already defined
for it (you can edit the template).

Footnote Template Options
Styles have varying requirements for how citations in footnotes should be formatted. The options at the top of the
Footnote Templates panel allow for the different conditions.
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For some styles, citations in footnotes are formatted just like intext citations (in the body of the paper). In that case,
there is no need to create a special template for footnotes, simply choose the Same As In-text option from the
Footnote Format options. For those styles, you can set the footnote format option to Same as Bibliography.

However, if you need the footnotes to use their own special format (most styles for the humanities require this), you

would choose the option to format citations in footnotes with a unique footnote format. For this option, you need to
define the templates for how citations in footnotes should be formatted.

13. Creating a Travelling Library

When you use EndNote’s Cite While You Write commands in Word, each formatted citation in your document is
saved with field codes that embed reference data in the document. The paper contains a “traveling library” of
EndNote references cited. This makes it easy to use your document on other machines and share your document
with colleagues. There may be occasions where you want to copy all of the references used in a Microsoft Word
document to an EndNote library. Perhaps you received only the formatted Word document from a colleague, and
would like to create EndNote references to use later. Or, you may have a large EndNote library, but want to create
a smaller EndNote library with only the subset of references used in your paper.

NOTE: The Traveling Library does not contain Notes, Abstracts, Figures, or Captions.

13.1 To export references from a Word document to an EndNote library:
1. Open the document in Word.

2. Word 2003: From the Tools menu, go to the EndNote X3 submenu and choose Export Traveling Library.
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Word 2007: On the EndNote tab, in the Tools group, select Export to EndNote and then Export Traveling

Library.
3. On the Export Traveling Library dialog, select either:
. An existing EndNote library: Select a library from the drop-down list of available libraries, or click
Browse to locate a library.
. A new EndNote library: You will be prompted to name and Save the new library.

NOTE: We recommend that you export to a new EndNote library, so you can review the records before adding
them to an existing library.

There is an alternate way to copy references from your Word document to an EndNote library. Open both your
Word document and the EndNote library. Then, in EndNote, go to the Tools menu, then the Cite While You Write
submenu, and choose Import Travelling Library.

NOTE: When you use the Export/Import Travelling Library commands, the exported references are renumbered
and do not retain their original reference numbers.
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Home Insert Page Layout References Mailings Review View EndMote X3
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14. Removing Field Codes or Convert to Plain Text for Publishing from a
Word document

If you plan to use your document with a different word processor, a different version of Microsoft Word, or on a
Macintosh machine, you should Remove Field Codes (Convert to Plain Text in Word 2007) from the Word file
before converting the document to the other file format.

14.1 Removing Field Codes

When you remove field codes, you save a copy of the document and convert formatted fields to regular formatted
text. Graphics are no longer linked, but are saved as though you had used the Copy and Paste commands. The
copy reflects final, formatted output, but you cannot reformat later.

You may need to remove Cite While You Write field codes in order to share your document with a publisher or
colleague.

) If your colleague is using the same version of Word that you are, you can share your formatted
document as is; the document includes a “Travelling Library,” which includes all required information for the
formatted citations and bibliography.

o If your colleague is using a different word processor or an incompatible version of Word, you could
remove field codes to share your final document. However, removing field codes saves the formatted citations and
bibliography as text, and does not allow reformatting.

) Removing field codes means deleting Word’s Cite While You Write field codes and saving the
formatted citations and bibliography as text. This removes only Cite While You Write field codes, and not all other
Word field codes.
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) When field codes are removed, in-text figure citations are no longer linked to an EndNote reference
or to the figure list. Intext figure citations become plain text. Pictures in the figure list become GIF files as though
they were copied and pasted into the document.

o Because EndNote and Cite While You Write cannot reformat or unformat your paper once field codes
are removed, the Remove Field Codes command (Convert to Plain Text in Word 2007) makes a copy of your
document without codes.

NOTE: If you are working with master and subdocuments in Word, the Remove Field Codes or Convert to Plain
Text command warns that it will strip codes from the original documents. You should first manually save copies of
the master and subdocuments, and then remove codes from the copies.

14.2 To Remove Field Codes and save the formatted citations and bibliography as text:
1. Open your formatted Word document. If you are working with Master and Subdocuments, work with copies of

your documents.

2. Word 2003: From the Tools menu, go to the EndNote X3 submenu and select Remove Field Codes. Word
2007: On the EndNote tab, in the Bibliography group, select Convert Citations and Bibliography and then Convert
to Plain Text. A copy of the document, without field codes, appears in a new document window.

3. Word 2003: From the File menu, Save the document. Word 2007: Click the Office icon and then Save.

4. Single document: In Word’s Save As dialog, type a new name for this copy of your document and click OK.
Master and Subdocuments: You may be advised to save a copy of the master and each subdocument. Word
saves your document without embedded formatting codes, so you can submit your paper to a publisher or share
your final paper with a colleague using a different word processor (including a different version of Word).

NOTE: The copy does not contain Cite While You Write field codes, so you cannot reformat with Cite While You
Write. To reformat, start with the original document, which retains field codes.

If you find that removing EndNote field codes produces undesired layout or other formatting changes to your
document, you can remove all Microsoft Word field codes, which may yield
better results.

14.3 To remove all Microsoft Word field codes:
1. First save a backup copy of your document, because this will irretrievably remove the links between your

document and your EndNote libraries as well as all other Word field codes.

2. Select all text in the document by pressing CTRL+A.

3. Press CTRL+6 to remove all Microsoft Word field codes from the document (not just Cite While You Write
codes!) and leave the text, citations, and bibliography as they appear.

15. Backing Up Your EndNote Files

We strongly recommend that you keep several backup copies of your critical computer files, especially your
EndNote libraries and papers that you are writing. There are many ways that a file can be damaged: CDs and hard
disks can fail, viruses can erase or corrupt files, and, of course, there is always human error and the possibility of
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accidentally throwing away your thesis or grant proposal the day before it is due. If you have any kind of disaster,
big or little, backup copies can save you hours or days of work.

The simplest way to make a backup is to use the Windows Explorer or Windows desktop to copy your files to a CD
or other portable storage device. This will work for your EndNote libraries unless they are too large to fit on one of
these.

To backup larger files, or automate the backup process, use a backup program. Windows XP and Vista include
backup programs, and there are also a number of commercial backup programs available that make regular
backups easy and efficient. These programs can scan your disk for files that you designate as important, keep
track of changes, and save you time by copying only the changed files. In addition, they can split large files,
including EndNote libraries, among several disks. If you ever need those files, the backup program can “restore”
them from the disks.

Important Files to Backup
This section lists the important EndNote files to backup. If you received the EndNote program electronically, you
may want to start by backing up the EndNote installer.

EndNote libraries

The library file is where all of your references are stored. Note that exporting data from your library is not a
“backup.” An export file is just a text document, whereas an EndNote library is a database. Make sure you back up
both the file with the extension .ENL as well as the corresponding .DATA folder. The .DATA folder is considered
part of the library; it includes figures, groups, and other files necessary for the library.
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