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INTRODUCTION

The first thing you need to know is this is not a manual. It will not tell you which operating system any given
version of EndNote is compatible with or how much RAM you need to run EndNote. It will not try to cover
each finicky detail of what EndNote can do.

So what is it?

This is an ebook of instructions on how to accomplish specific tasks in EndNote, such as importing
references from a specific online database or converting references kept in another program to references
in an EndNote library. The author will try to keep the screenshots and instructions as current as possible,
which means there may be frequent new editions of this book. The goal will always be the same, though—
to teach you how to make EndNote do the things you want it to do.

Thank you for using EndNote!
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1.1.1 Using the Marked List

Web of Science’s marked list provides a useful way to keep track of the references you want to keep when
browsing a large set of search results. References can be added to the marked list as you browse through
them, then exported from the marked list later.

e Perform your search of the Web of Science.

e Mark the references you want to add to the marked list, and click on the Add to Marked List button.

Add to Marked List

o When ready to export, go to the marked list by clicking the Marked List button.

Marked List |10

e You will see a window like the one below with three “steps” for options.

10 records from Web of Science T Core Collection
Dutput cormplete data frarm this product for these recards.

Output Records [ — Hide Output Options ]

Step 1: Select records. Step 2: Select content. Step 3: Select destination.  [Learn about saving to bibliographic software]
@ All records in this list (up to 5007 | =Select from the fields helow: @ Ed Sendto| Save to EndNote online ~
_ Al records on page

2 Records to

[C] select A1l | Reset

Author(s) / Editor(s) Title Source Conference Information
[C] Abstract [C] Cited References® [T Document Type [T] Conference Sponsors

[C] Addresses Times Cited [ Keywords [T] Publisher Infarrmation

ISSN / ISBN [C] cited Reference Count [[] Source Abbrey [T] Page Count / Chapter Count
[0S Murnber [C] Language [CIweh of Science Categories [C] Research Areas

[ Funding Infarmation Accession Number Author Identifiers

*Selecting these items will increase the processing time.

e Select the records you want to import in Step 1 of the window, shown below (usually “All records
in this list” if 500 or less).

Step 1: Select records.

@ All records in this list (up to 500)
_! All records on page

~) Records to
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Select

the fields you want to import in Step 2. The example below is from a search of the Web of

Science Core Collection. If you are searching databases outside the core collection there will be
fewer fields available.

Step 2: Select content.

Select from the fields below:

Select All | Reset

¥| Authoris) / Editoris) 4| Title 4| Source /| Conference Information
Abstract® Cited References® Document Type Conference Sponsors
Addresses Y| Times Cited Keywords Publisher Infarmation

YIISSH / ISBN Cited Reference Count Source Abbrey. FPage Count / Chapter Count
DS Mumber Language Web of Science Categaries Research Areas
Funding Infarmation ¥| Accession Number 4| Author Identifiers

*Selecting these iterms will Increase the processing time.

Select Save to EndNote desktop from the drop-down Send to list in Step 3.

Sendto:  Save to EndNote online -
Save to EndNote online
Save to EndNote desktop
Save to ResearcherlD - | wrote these

At this point your browser will need to send the file to EndNote. Different browsers will react
differently at this point. Click on your browser below for instructions on how to proceed for your
browser the first time you attempt direct export in that browser. Note that the file type shown will be
different for different databases. For Web of Science it will end with a .ciw extension.

o

Firefox on Windows

Firefox on Macintosh

Internet Explorer on Windows

Google Chrome on Windows

Google Chrome on Macintosh

Chrome on the Macintosh does not reliably support direct export.
Safari on Macintosh

Safari does not support direct export.
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1.1.2 Not Using the Marked List

e Perform your search on the Web of Science and select the references you want to import. Then
select Save to EndNote desktop from the drop-down Send to list.

Send to: | Save to EndNote online o
Save to EndMNote online
Save to EndMote desktop

Save to ResearcherlD - | wrote these

e You will see a window like the one below if you have selected references by marking them, and will
not need to do anything further to select references.

Send to EndNote

10 records selacted
G- R e L S A nthor, Title, Source, Abstract

Send Cancel

e If you have not selected references, you will see a window like this, and need to select either all
the records on the page or a range of records.

Send to EndNote

Number of Records: [2:All records on page

) Records to
Record Content: |author, Title, Source, Abstract |Z|
Send Cancel
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With either of the options above, you will now need to select the fields to export. Select the Full

Record option to get the keywords and author’s address as well as the main bibliographic
information.

Send to EndNote

Number of Records: @ All records on page

©) Records to

Record Content: |author, Title, Source, Abstract -
Author, Title, Source
Author, Title, Source, Abstract

Full Record
Full Record and Cited References

Then click the Send button.

Send to EndNote

Number of Records: @ All records on page

©) Records to

Record Content:

% Send Cancel

At this point your browser will need to send the file to EndNote. Different browsers will react
differently at this point. Click on your browser below for instructions on how to proceed for your
browser the first time you attempt direct export in that browser. Note that the file type shown will be
different for different databases. For Web of Science it will end with a .ciw extension.

o Firefox on Windows

o Firefox on Macintosh

@)

Internet Explorer on Windows

@)

Google Chrome on Windows

O

Google Chrome on Macintosh

Chrome on the Macintosh does not reliably support direct export.

Safari on Macintosh

O

Safari does not support direct export.
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1.2.1 Using the Clipboard

PubMed’s clipboard provides a useful way to keep track of the references you want to keep when browsing
a large set of search results. References can be added to the clipboard as you browse through them, then
exported from the clipboard later.

e Perform your search of PubMed and mark the references you would like to add to the Clipboard on
each page, then click on the Send to link to send the selected references to the Clipboard.

Display Settings: [~] Summary, 20 per page, Sorted by Recently Added %Send to:
Results: 1to 20 of 296 Selected: 2 Page |1 | of15 Mext= Last==

Fole of self-caught fish in total fish consumption rates for recreational fishermen: Average
1. consumption for some species exceeds allowable intake.

Burger J.

J Risk Res. 2013;16(81:1057-1074.

PRID: 23914136 [Pubied)
Related citations

In witro secretion deficits are cormmon among human coagulation factor X subunit B missense
mutants: Correlations with patient phenotypes and molecular models.

Biswas A, Thomas A, Bevans CG, vaskewicius v, Oldenburg J.

Hurm Muotat. 2013 Aug 2. doi: 101002/ humo. 22391, [Epub ahead of pring]

FPRID: 23913518 [Pubhed - as supplied by publisher]
Related citations

b

e In the window shown below, select the Clipboard option, then click the Add to Clipboard button
to add the selected references to the Clipbroad. You can continue adding references to the
Clipboard. Up to 500 references can be kept on the Clipboard for up to eight hours without activity.

Send to: Filters: Manage A

Choose Destination

(OFile (® Clipboard
(O Callections (OE-mail
() Order (O'Wy Biblingraphy

() Citation manager

Add 1 items.
Add to Clipboard
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After adding items to the Clipboard, you will see a Clipboard link to the right of the Send to link,
telling you how many items are in the Clipboard. When you have finished adding items to the
Clipboard and are ready to send them to EndNote, click the Clipboard items link.

Send to: ] [ Clipboard: 2 iterns

In the Clipboard screen, click the Send to link, then select the Citation Manager option.

Choose Destination
(IFile

(I E-mail
DMy Bibliography (O Citation manager

Click the Create File button.

Send to: ¥ [ Cliphoard: 2

Choose Destination
(IFile CiCollections

(JE-mail () Order
Oy Bibliography @ Citation manager

Zenerate a file for use with external citation
managerment software,

Download 2 citations.

Create File

At this point your browser will need to send the file to EndNote. Different browsers will react
differently at this point. Click on your browser below for instructions on how to proceed for your
browser the first time you attempt direct export in that browser. Note that the file type shown will be
different for different databases. For PubMed it will end with a .nbib extension.

o Firefox on Windows

o Firefox on Macintosh

o Internet Explorer on Windows

o Google Chrome on Windows

o Google Chrome on Macintosh

Chrome on the Macintosh does not reliably support direct export.

o Safari on Macintosh
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Safari does not support direct export.

1.2.2 Not Using the Clipboard

e Perform your search of PubMed. You can mark the references you would like to export on each
page if you wish. If you do not mark any references, all the references in the found set can be
exported, in batches of up to 200 at a time. Click on the Send to link to begin the export process.

Display Settings: (~] Summary, 20 per page, Sorted by Recently Added %Send to:

Ed 1 item was added to the Clipboard.

(7] Clipboard items will be lost after eight hours of inactivity. The maximum number of Clipboard items is
500.

Results: 1 to 20 of 296 Page |1 | of15 Mexts=  Lasts=s

[1 Role of seff-caught fish in total fish consumption rates for recreational fishermen: Average
1. consumption for some species exceeds allowable intake.

Burger J.

JRisk Res. 2013;16(83:1057-1075.

FPMIC: 23914136 [FubMed)
Eelated citations

e Then select Citation Manager.

Filters: Manage |

(OFile (O Clipboard
(O E-mail
(CMly Bibliography
(I Citation manager
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e Select the number of references to export in the current batch, up to a maximum of 200 references.

Send to: Filters: Manage |

Choose Destination

(OFile O Cliphoard
() Collections (O E-mail
(O Order O My Biblingraphy

(® Citation manager

Senerate a file for uge with external citation
managernent software.

Murnber to send
20 | w

5 m citation
10

20
a0 :
100 File
200

o Keep track of the end number of the batch so you can repeat the export process for the next batch
with the next consecutive record number. Then click the Create File button.

Send to: Filters: Manage F

Choose Destination

(OFile O Cliphoard
(JCollections (CE-mail
(O Order My Bibliography

(® Citation manager

Generate a file for use with external citation
management software,

Mumber to send

20w
Start from citation
1

Create File

At this point your browser will need to send the file to EndNote. Different browsers will react
differently at this point. Click on your browser below for instructions on how to proceed for your
browser the first time you attempt direct export in that browser. Note that the file type shown will be
different for different databases. For PubMed it will end with a .nbib extension.
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1.3.1

Firefox on Windows

o

Firefox on Macintosh

o

Internet Explorer on Windows

o

(@)

Google Chrome on Windows

Google Chrome on Macintosh

O

Chrome on the Macintosh does not reliably support direct export.

o Safari on Macintosh

Safari does not support direct export.

Firefox on Windows

Your EndNote library should be open before attempting to import references.

Firefox will bring up a window like the one below the first time a new export file type attempts to
download. To have the file open in EndNote so the references will be imported, you can select the
ResearchSoft Direct Export Helper if you see it shown as the default, or you can click on the

drop-down list and select the Other option as shown.

Dpening savedrecs.ciw

You have chosen to open:

# savedrecs.ciw
]

wehich is: ISI Common Export Format
from: httpiffalt-ets-qa.newisiknowledge. corm

YWi'hat should Firefox do with this file?

@ Openwith |EndMate ¥7.0.2 (Bld 7390)

() Save File

[] Do this auto

ResearchSoft Direct Export Helper [default]
EndMote XT7.0.2 (Bld 73907

==

0] 4 ] [ Cancel
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e This should bring up a window like the one below. Select EndNote from this list (your version may
vary from the version shown here). Then click on the OK button.

Choose Helper Application @

ISICommon Export Format
savedrecs,civy

Send this itern to:

. o
g Researchioft Direct Export Helper

|/L= Adohe Acrobat
@ Windows Media Center

EE,! EndMate X7.0.2 (Bld 7380)

e' Firefox
Browse,., | o] 4 | [ Cancel

m

e When returned to the window below, you may select the option to Do this automatically for files
like this from now on. Please note there are several different files types that work with direct
export, and you will need to go through this process for each of these file types
(.ciw, .ris, .ovd, .enw, .nbib).

Opening savedrecs, ciw @

You have chosen to open:

2| savedrecs.ciw

which is: ISI Common Export Format
from: hittpi/falt-ets-qa.newisiknowledge.cam

What should Firefox do with this file?

@ Dpenwith | EndMote X7.0.2 (Bld 7390) -

save File

| Do this automatically for files like this frorm now an,

Settings can be changed using the Spplications tab in Firefox's Options,

(0] ] ‘ Cancel

e Click the OK button to finish the import into EndNote.
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1.3.2

Firefox on Macintosh
Your EndNote library should be open before attempting to import references.

There is a known issue with direct export and EndNote libraries saved as a package (.enlp) on the
Mac. EndNote will ask you to select a library even though your library is already open when
importing. Clicking “Cancel” will still import the references. Libraries not saved as packages will
not have this problem. If your library is saved as a package, you can select Save a Copy from the
File menu to create a copy of the file in the standard format. Do not select the option to save the
copy as a package when prompted for the copy’s name and location. After creating your copy, use
the copy as your new EndNote library instead of the packaged file.

Firefox will bring up a window like the one below the first time a new export file type attempts to
download. To have the file open in EndNote so the references will be imported, click on the drop-
down list and select the Other option as shown.

800 Opening savedrecs.ciw

You have chosen to open:

| savedrecs.ciw

which is a- Molecules Structure File
from: http:f/ets.webofknowledge.com

What should Firefox do with this file?

() Open with| EndNote X7 =

(e)Save File EndNote (default)
¥ EndMote X7

[ | Do this au'_

| Cancel I[ OK j
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e This should bring up a window like the one below. Navigate to the Applications/EndNote folder and
select the EndNote application. Then click on the Open button.

0006 Choose Helper Application
| a|» |28 | im || = + || & Applications s (Q
FAVORITES MName & Date MOdIﬁE
B Al Mv Eiles || Calculator.app Sep 21, 201
—] Y B Camtasia 2.app Jun 14, 2013
T e <& Chess.app Sep 21, 201
[ Desktop @ Dashboard.app Sep 21, 201;
M Documents ﬂ Dictionary.app Sep 21, 201;
=~ DOXie.app MNov 18, 201
© Downloads © DVD Player.app Sep 21, 201;
| Movies v & EndNote X7 Aug 2, 2013
J7 Music » [ Cite While You Write Jul 14, 2013
. » i !
Pictures ] Connections Jul 14, 2013
o Demo License Agreement.txt Jul 14, 2013
(8] donna_kirking <8 EndNote X7.app Jul 14, 2013
DEVICES EndNoteX?MacHelp. pdf Jul 14, 2013
b 71 Evamnlac A 2 20712
L] Donna's Mac...
| Cancel | [ Open |

e When returned to the window below, you may select the option to Do this automatically for files
like this from now on. Please note there are several different files types that work with direct

export, and you will need to go through this process for each of these file types
(.ciw, .ris, .ovd, .enw, .nbib).

800 Opening savedrecs.ciw

You have chosen to open:
| savedrecs.ciw

which is a: Molecules Structure File
from: http:f/ets.webofknowledge.com

What should Firefox do with this file?

(+)Open with| EndNote X7 s

(_)Save File
™ Do this automatically for files like this from now on.

Settings can be changed using the Applications tab in
Firefox's Preferences.

| Cancel | | oK |

e Click the OK button to finish the import into EndNote.
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1.3.3 Internet Explorer on Windows

¢ You will see a message like the one below near the bottom of your Internet Explorer window, asking

if you want to open the file, save it, or cancel. Click the Open button and the references should be
imported to EndNote.

eSS

Do you want to open or save savedrecs.ciw from ets.webofknowledge.com? Open Save |~ Cancel X

1.3.4 Google Chrome on Windows

e Upon selecting the option to export from the online database, you will see the items below in the
bottom left corner of the Chrome window. Select the option to Open. (Note that you can also select
the option to Always open files of this type if you are absolutely sure you always want it to open
those files in EndNote in the future.)

Open
Always open files of this type

Show in folder

Cancel

|| savedrecs (1).ciw
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e You will then see a window similar to this, showing you a list of possible programs for opening the
file. Select EndNote from the list, then click the OK button. (Note: If you have installed the EndNote

online plug-in for Internet Explorer and have previously set this file type to open, you may not see
this window in Chrome. See section 1.4.3.)

Open with |5

; Choose the program you want to use ko open this file:

File: savedrecs (3).ciw
L}‘ Adobe Acrobat Default Host Application o
Adobe Systems Incorporated YMware, Inc.
. Endhote %7 (Bld 7072) Firefox
Thomson Reuters

Mozilla Corporation

»

m

/50y Inkernet Explorer @] Microsoft Office 2010
Microsoft Corporation u Microsoft Corporation

|| Microsoft Word ‘| Motepad —
w Microsoft Corporation "J Microsoft Corporation

. Paint PerfectExpert
o) . - —
S Microsoft Corporation Corel Corporation

-
A oo wAedie oo P ik deiie R die e

Type a description that vou want to use For this kind of File:

Always use the selected program to open this kind of file

[ OK H Cancel ]

1.4 ENDNOTE ONLINE PLUG-INS FOR DIRECT EXPORT

1.4.1 Internet Explorer

e If you have installed the EndNote online plug-in for Internet Explorer, you will see a window like the
one below when you use direct export. Select EndNote if you want the search results sent to your

EndNote desktop library. Select EndNote Web if you want the search results sent to your EndNote
online library.

Export tor

EndMote Web |
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1.4.2 Firefox

If you have installed the EndNote online extension for Firefox, you will need to set the extension
options/preferences to direct search results to either EndNote desktop or EndNote online. The screenshots
below are from Windows, but the instructions are the same on Macintosh, except as stated below.

e Select Add-ons from the Tools menu whenever you want to switch between sending references
to either EndNote desktop or EndNote online.

Tools | Help

Dowenloads  Chrl+]
Add-ons Chrl + Shift +2,

o Select the Extensions option at the left side of the window, then the EndNote Capture extension,
then click the Options button on Windows or the Preferences button on Macintosh.

.t Extensions

o Mark the box labeled Redirect the following MIME types for direct export files to open with
EndNote: if you want the results to be sent to EndNote online. Unmark the same box if you want
to be able to send the results to EndNote desktop as described earlier in this chapter.

‘t EndMNote Capture 3.8

EndMote Extension for Firefox  Mare Options Disahle Rerowve

EndMote Options “

[ ] Redirect the following MIME types for direct export files to
pen with EndMote:
By
JFis
Sl

B

hbib
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1.4.3 Google Chrome

e If you have installed the EndNote online plug-in for Internet Explorer and you have set Google
Chrome to Open file types that are used with direct export instead of save them, you will see a
window like the one seen in Internet Explorer when you use direct export. Select EndNote if you
want the search results sent to your EndNote desktop library. Select EndNote Web if you want the
search results sent to your EndNote online library.

Export tor

Endtote Web

¢ If you have not installed the Internet Explorer plug-in, you will need to follow the directions in section
1.3.4.

www.adeptscience.uk/endnote



EndNote can import PDF files containing a Digital Object Identifier (DOI) in the metadata or the first two
pages of the PDF. EndNote sends the DOI to PubMed and CrossRef, online databases capable of looking
up reference data by DOI. The online databases send back the bibliographic information, EndNote imports
it, then attaches the PDF to the record created. This means the PDF must have a DOI and EndNote must
have access to the Internet during the import.

21.1 Importing a Folder of PDF Files on Windows

e Select Import from the File menu, then select Folder.
File

Mewid,.,
Open »
Close Library Chel +4f

Save Ctrl+3
Save As.,

Sawve a Copy..,

Rewert

Export..,
Irmport + File...
Falder..,

Frint... Ctrl +P

o Click the Choose button, navigate to the folder you want to import, and double-click on it. It will
appear in the Import Folder: field. If you wish to include subfolders within that folder, mark the box
labled Include files in subfolders. If you want EndNote to create a separate group set for the main
folder and groups within it for the subfolders, mark the box labled Create a Group Set for this
import. Leave the other settings at their defaults. (Note that in EndNote X7, EndNote will attempt
to attach PDFs to matching records that already exist in the library instead of creating duplicate
records.) When all your options are set, click the Import button.

Import Folder ?

Import Folder: | el Choose, .

Include Files in subfalders
Create a Group Set For this import

Imnport Option; POF i

Duplicates: Import Al v
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2.1.2

The PDF files are imported. Below you see an example of the group set and groups that would be
created for a folder called New PDF Examples that contained a folder called Bats and a folder

called Birds.

=~ Mew PDF Examples
i Bats [
(B Birds (17

Importing a Folder of PDF Files on Macintosh

Select Import from the File menu.

Fil- I

New
Open Library...
Open Recent

Close Library

Caya
SdVIC

Save As..
Save a Copy...

Revert

Export...

T —

Select PDF File or Folder if you do not want EndNote to create a group set and groups for the
imported PDFs, or if you are only importing a single PDF. Select PDF Folder as a Group Set if
you want EndNote to create a group set and groups for the imported PDFs. (Note: The rest of this

example will show the group set option.)

PIENIEE m im || = v | [ B Desktop
FAVORITES Name

= All My Files Feather2 BMP

¥ ™ New PDF Examples

rﬁq Applications > G Bats

=) Desktop » [ Birds

@ Documents

0 Downloads
SHARED

Import Options: + PDF File or Folder
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e Leave the other options at the default settings and click the Import button. (Note that in EndNote
X7, EndNote will attempt to attach PDFs to matching records that already exist in the library instead
of creating duplicate records.)

s
v

Import Options: | PDF File or Folder

Duplicates: | Import All =
Text Translation: | No Translation 5
| Cancel | | Import |

EndNote will import the PDFs and create the group set and groups. (Example not shown.)

2.2.1 Windows

e Select Preferences from the Edit menu to open the EndNote preferences panel.

Edit | References Groups Tools  Wind
Undo Chrl+Z
il a g
[rpare o ters r
Connection Files 2
Preferences...
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2.2.2

Click the PDF Handling option in the preferences panel to see the window below. Here you can
set automatic renaming options for PDFs you import or set a “watched” automatic importing folder.
Any PDF added to the automatic importing folder will be imported into the EndNote library. Click
the OK button when you have finished selecting your options. (Note: A folder within the automatic
importing folder will be created to hold PDFs after they have been imported, so you can easily tell
which files have already been imported and which have not yet been imported.)

EndNote Preferences H
- Change Case
.. Display Fields PDF Auta Renarning O ptions
- Display Fonts ®) Don't Rename
- Duplicates
.. Find Full Text () Athor + ear + Title
.. Falder Locations () Author + Title
. Farmatting () Authar + Year
... Librarigs T
M E0F Handling o
-.Read / Unread () Custom
- Reference Types
- Borting
- Spell Check
el Maote: Filenames may be up to 50 characters long.

- Terporary Citations
.. Terrm Lists

- URLs & Links PDF Auta Import Falder

[ ] Enable automatic importing

| Select Folder

Endtote Defaults Revert Fanel Cancel Apply

The auto import folder will check for new PDFs when a library is opened. After opening the library,
EndNote will scan for new additions to the folder on a schedule. If you continue working in EndNote
and adding PDFs to the auto import folder, new PDFs added to the folder should be imported into
EndNote within ten minutes of adding them to the folder, but you will need to be working in EndNote.
If you have been working in another program and switch back to the EndNote window, but do not
see your new additions, click on any reference in the list of references to trigger importing.

Macintosh

Select Preferences from the EndNote X7 menu to open the EndNote preferences panel.
LUENICR o File  Edit
About EndMote X7

Preferences... 3,
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Click the PDF Handling option in the preferences panel to see the window below. Here you can
set automatic renaming options for PDFs you import or set a “watched” automatic importing folder.
Any PDF added to the automatic importing folder will be imported into the EndNote library. Click
the Save button when you have finished selecting your options, then close the window. (Note: A
folder within the automatic importing folder will be created to hold PDFs after they have been
imported, so you can easily tell which files have already been imported and which have not yet
been imported.)

800 EndMNote™ Preferences
Change Case PDF Auto Renaming Options
Display Fields — ,

-
Display Fonts L_‘.'IDOM AL
Duplicates [ Author + Year + Title
Find Full Text () Author + Title
Folder Locations () Author + Year
Formatting —
Libraries U Title

PDF Handling () Custom

Read / Unread

Reference Types

Sorting

Sync

Temporary Citations Note: Filenames may be up to 50 characters long.
Term Lists

URLs & Links

PDF Auto Import Folder

|| Enable automatic importing

| Select Folder... |

| EndMote Defaults || Revert Panel | E Save J
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EndNote lets you work on your desktop, online, or on an iPad. This chapter cannot cover everything
EndNote can do online, but it will show you how using plug-ins and capture features of EndNote online can
help you even if you prefer to work on the desktop.

Whether you are upgrading from EndNote basic (online only, with a limited feature set) and merging that
library with your desktop library, or creating an online library for the first time, you need to start by setting
up EndNote Sync to keep all your references and custom groups up to date on both the desktop and online.

3.1.1 Back Up the EndNote Desktop Library

First, you should make a complete backup copy of your desktop library by saving a compressed library.
Note that EndNote may ask if you want to make a backup when you begin syncing, but you can do it
manually in advance using the method below.

e Select Compressed Library from the File menu in EndNote. You should see a screen like the
one below. Leave the options as shown to save a complete copy of your library with all
attachments.

(®) Create (®) with File Attachments

() Create & E-mail (1 without File Attachments

(®) All References in Library: Sample_Library _k7.enl
() Selected Referencels)

() all References in GroupfEroup Set: Avian Inkeligence

e Click on the Next button to select a location to save the file. This will bring up a standard “save”
dialog window.

e Select the location and click the Save button. It may take some time to compress and save a large
library, so be patient.

Note that although you cannot safely keep a working EndNote desktop library in cloud services
such as Dropbox, you can keep a compressed library in the cloud for backup purposes. See section
5.4 for more information.
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3.1.2 EndNote Sync

If you have not already synced your EndNote desktop and online library references, click the Sync
button to sync for the first time. (Note that you may be asked if you want to create a compressed
library as a backup if it is the first time the library has been synced on that computer.)

o 2]

Sync button for Windows: Sync button for Macintosh:

If you already have an EndNote online or basic account, use that account’s logon information, as
in the example shown below. If you do not have an EndNote online account, you can create one
by clicking the Sign Up button (circled below).

IUsing an Endhote account makes it easy to keep your EndMote library in sync.
rnote information

Create a new EndMote Account

If wou don't have an Endhlote account ar aren't sign Up
sure, then click Sign Up.

Endiote Account Credentials

E-mail Address: | Endiote. Anywhere@Examples . com

Password: P

Forgok Password

During the first sync, all references in both the EndNote desktop and online libraries will be copied
to the other library, as well as all custom groups, so there may be duplicates and some library
cleanup necessary. After the first sync, any change made in any synchronized library will be
reflected in all synchronized copies of the library. This means if you delete references in
EndNote online or EndNote on the desktop, those references will be deleted in both.

Smart Groups and Combined Groups (Groups from Groups) will not synchronize. If you syncto a
second desktop computer, smart groups can be exported from the first computer and then imported
into a second (or third) computer using the Smart Group Import/Export plug-in. You can find this
plug-in and instructions online at http://endnote.com/kb/126586. Combined groups will need to be
recreated on the new computer.
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e Group sets will not show online, but the information will be synced through online to a second
desktop computer, where they will show. Because they do not show online, you may wish to use
short prefixes before custom group names to ensure custom groups that belong together remain
together online, as shown in the example below.

@

1 @| APA 6th v
Ml Library : ‘
|"| All References (59
D ync Status..,

=) Unfiled 0]
T Trash (0

[=-- Avian Intelligence

My References

@Ak Corvids () All My References (59)
AI:.F'arru:uts g 20 [Unfiled] (0}
F) Swvian Cognition (31 Quick List (0}
&Cuwids & Parrots (o) Trash (0}
= Bats ¥ My Groups

Bat: Chiraptera A1 Corvids (19)

p
Al: Parrots (24)
Bat: Chiroptera (22)

& Sonar )] Bat: Echolocation (&)

Echolocation OR Sonar

Desktop Online

e Although it is possible to create an EndNote online account and not synchronize it to an EndNote
desktop library, syncing will allow you to easily keep the same set of references in both libraries.

e After syncing an EndNote library, you can begin sharing groups to collaborate with others. See
section 5.2 for more information on this.

3.2.1 From within Internet Explorer

¢ InInternet Explorer, on the EndNote online web site, select Download Installers from the Options
tab or the bottom of any EndNote online screen.
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e Select Download Windows with Internet Explorer plug-in under the Cite While You Write
section (circled below).

Cite While You Write™
Use the EndMote plug-in to insert references, and format
citations and bibliographies automatically while you write your
papers in Word. This plug-in also allows you to save online
references to your library in Internet Explorer for Windows.

U.S. Patent 8,082,241

See Installation Instructions and System Requirements.

Download Windows with Internet Explorer plug-in
- Download Windows Or mass program installation
= Download Macintosh

e Click the Run button to begin the installation. Internet Explorer is still open.

Do you want to run or save EndNotePlugins.exe (21.3 MB) from download.endnote.com? Run Save v Cancel

e You will see a message that the installer is searching for installed applications. This message may
remain for several minutes, so be patient.

Plug-ins Welcome to the

EndNote Plug-Ins Installer
for

Microsoft
Word &
Internet
Explorer

Searching for inztalled applications...

L
-
®)
<
Q
<
L

U.E Patent 8,082 241

Cancel
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e When the installer has recognized the presence of both Internet Explorer and Microsoft Word, this
message will appear. Click the Next button to continue.

Plug-ins welcome to the
for Endnote Plug-Ins Installer

Microsoft

Thiz installer will allow vou ta install one or bath of the
Word & following plug-ing:
Internet

Expl orer Cite while 'ou write: for Microzaft wiord

* EndMote Capture for Intemet E splorer

w
-
®)
p4
o
<
1]

U.E Patent 8,082,241

¢ Enter your name and company, if you wish, then click the Next button.

Plug-ins Registration Information

for
. Pleaze enter your name and compaty below,
Microsoft All fields are optional.
Word &
Internet Name:
Explorer |

LCompany:

ENDNOTE’

U.E Patent 8,082 241

¢ Back { M et = Cancel
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e You may change the destination folder the program will be installed in, if you wish, then click the
Next button.

Select Destination

The EndHote Plug-Ins installer will install the files in the
follawing folder:

= . Dreztination Folder
SEARCH, |NSERT, C:\Program Filez [#86]4E ndMote wiebh
AND INSTANTLY

FORMAT
CITATIONS

with
Cite While
You Write™

e Because you are using EndNote on both the desktop and online, you do not need the EndNote
online Cite While You Write files. They are already contained in EndNote. From the drop-down
Cite While You Write for Microsoft Word menu, select Entire feature will be unavailable. Then
click the Next button.

i =

vila-Flerea a
& 200 of al
worldwide with ab
into two suborder

Select Features

Cite While 'ou Write for Microgzoft Wiord
Wifill be installed on local hard drive,

Entire feature will be installed on local hard dri

CLIP REFERENCES | Entire feature will be unawvailable. J
FROM ANY
WEB PAGE

with

EndNote
Capture

¢ Back Meut = } Cancel
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o Click the Next button on the Ready to Install the Application screen below.

w=. {Avila-Florea a
¥ regent about 200 of al
apecisd worldwide with ab
divided into two suborder

al. 2008) Ready to Install the Application

Avila-Fl

Ecelog

COrrela -

Mames e @ Click nesxt to start updating your systemn or Cancel to exit,
Holland

_

CLIP REFERENCES
FROM ANY
WEB PAGE

with

EndNote
Capture

e When the installation has completed, click the Finish button. You can now begin using the
EndNote plug-in in Internet Explorer.

Plug-ins EndNote Plug-Ins has been successfully
for installed.

Microsoft
Word &
Internet
Explorer

Click. the Finish button to exit this installation.

ENDNOTE’

U.E Patent 8,082 241

i )
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3.2.2 Installing from the Downloaded .msi File

If you need to install the plug-in on several computers, use the .msi installer.

o Select Download Windows MSI for mass program installation.

Cite While You Write™

Use the EndMote plug-in to insert references, and format
citations and bibliographies automatically while you write your
papers in Word. This plug-in also allows you to save online
references to your library in Internet Explorer for Windows.

U.S. Patent 8,082,241

See Installation Instructions and System Requirements.

: Download Windows MSI for mass program installation
- Download Macintosh

e Click the Save button and save it in a location you will remember.

Do you want to run or save EndNotePlugins.msi (18.8 ME) from download.endnote.com? Run ' Save v } Cancel

e Navigate to the location you saved the file and double-click the downloaded.msi file to begin the
installation. You will see much the same buttons as above. Select the same options as above to
finish the installation. Click here to go to the first installation screenshot example.

3.3.1 Windows and Macintosh

The screenshots below are from Windows, but the same commands apply to Macintosh.

e In Firefox, on the EndNote online web site, select Download Installers from the Options tab or
the bottom of any EndNote online screen.

e Select Download Windows/Macintosh under Firefox Extension.

Firefox Extension

Use the EndMote toaolbar in Firefox to save online references directly into wour
library.

See Installation Instructions and System Requirements,

@Dwnlnad WindnwsfMacintDED
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e When you see the message asking if you want to allow the installation, click Allow.

t Firefox prevented this site fwaananrmyendnoteweb, corm)
frorm asking wou to install software on wour cormputer,

Co- 1)

o When the warning below is received, click Install Now.

LB

Malicious software can darmage your computer or violate your privacy.

Wou have asked to install the following itermn:

Install add-ons only from authors whom you trust.

i EndMote Capture (duthar rat verifisd)
http:/fnanan. e ndnoteweb, com/Downloadfendn otewe b xpi

Install Mo

You will be prompted to restart Firefox to complete the installation.

After you have installed the EndNote online extension for Firefox, you will need to set the extension
options/preferences to direct search results to EndNote desktop or online.

Select Add-ons from the Tools menu whenever you want to switch between sending references
to either EndNote desktop or EndNote online.

Tools

Help

Add-ans

Dowenloads  Chrl+]

Crl +5hift +48,

Cancel

Select the Extensions option at the left side of the window, then the EndNote Capture extension,

then click the Options button on Windows or the Preferences button on Macintosh.

.t Extensions

't EndMNote Capture 3.8

EndMote Extension for Firefox  bare

Options

Disable Rermowe
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e Mark the box labeled Redirect the following MIME types for direct export files to open with
EndNote: if you want the results to be sent to EndNote online. Unmark the same box if you want
to be able to send the results to EndNote desktop as described in the chapter on direct export.

EndMote Options “

[] Redirect the following MIME types for direct export files to
pen with EndMote:
iy
JFis
Jowd
VBT
hbib

Using direct export online works just as it does on the desktop, except that you are directing the references
to your online library. So the steps shown in this booklet in the sections Direct Export from Thomson
Reuters Web of Science or Direct Export from PubMed apply here, as well.

Capture is not the same thing as direct export, and can work differently for different web sites and
databases. For some sites it may only allow you to capture a single record, while for other sites a set of
records. Below are examples of differences you might see with different browsers and different databases
for multiple records. You may find that it is better to use Internet Explorer or Firefox with the full plug-in for
some databases, such as Google Scholar. The results shown below could also change by the time you
read this, as we are constantly working on improving this feature.

Please remember that the examples given below are only a few of the online sources Capture can be used
with.

3.5.1 Installing the Capture Bookmarklet
3.5.1.1 Google Chrome and Safari

The steps to install the Capture bookmarklet are the same for Google Chrome on both Windows and
Macintosh, as well as Safari on Macintosh.

e Click the Download Installers link on the Options tab or the bottom of any EndNote online screen.

Format Options

=] { Download Installers ',i Account Information
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e Locate the Capture Reference bookmarklet on the screen and drag it to the bookmarks bar
(Chrome) or favorites bar (Safari).

Download Installers

Capture: Gapture Referenu:D

o A Capture Reference button will appear on the bookmarks bar (Chrome) or favorites bar (Safari).

EndMote »

€ C' [ wwnanmyen

Capture Reference

3.5.1.2 Safari on iPad
If you are synchronizing bookmarks between your Mac desktop and iPad and you have installed the
Capture bookmarklet on your desktop computer, you should see a Capture Reference button appear on

the favorites bar in Safari on the iPad. In general, it will work as it does on the desktop, but we have seen
problems using it with sites that require scrolling.

3.5.2 Capture a Page of References from Google Scholar
e Begin by logging into your EndNote online account, then go to the Google Scholar site.

¢ Inthe Google Scholar settings, set the Bibliography manager to Show links to import citations
into EndNote, as shown below, then click the Save button. This will be necessary for any browser.

Bibliography manager

Don't show any citation import links.

{ (®) Show links to import citations into EndHote :)

To retain settings, you must turn on cookies

e Perform your search in Google Scholar, then click the Capture button on the EndNote toolbar for
Internet Explorer or Firefox, or the Capture Reference bookmarklet button in other browsers.
Below are examples of the results you should see.
3.5.2.1 Results for Capture in Internet Explorer or Firefox

o When the capture is finished you should see a message that the references have been imported
into your Unfiled group. You can continue capturing references one page at a time.
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3.5.2.2

3.5.2.3

Results for Capture References Bookmarklet in Google Chrome

The bookmarklet in Chrome will not be able to import the page of references. We suggest using
Internet Explorer or Firefox for Google Scholar.

Google Scholar Non-U.S. Sites Workaround

There is a known issue when using Capture with localized Google Scholar sites, for example, with the
scholar.google.com.au site. If you find that Google Scholar redirects you to a local site after performing a

search, you may need the following workaround to force Google Scholar to use the U.S. site for export.

3.5.3

3.5.3.1

Perform your search.

In the Google Scholar settings, set the Bibliography manager to Show links to import citations
into EndNote, then click the Save button. This will be necessary for any browser.

In the browser address bar, remove the local country indentifier from the URL. As an example,
http://scholar.google.com.au/scholar?hl=en&g=sushi&btnG=&as sdt=1%2C5 would become
http://scholar.google.com/scholar?hl=en&g=sushi&btnG=&as sdt=1%2C5 after removing the “au”
for Australia. (Highlighting added to show difference.)

Click the Capture button.

Capture a Set of References from PubMed

Perform your search in PubMed, then click the Capture button on the EndNote toolbar for Internet
Explorer or Firefox, or the Capture Reference bookmarklet button in other browsers. Below are
the results you should see.

Results for Capture Button in Internet Explorer or Firefox
When the capture is finished you should see a message that multiple references have been
imported into your Unfiled group. You can continue capturing references one page at a time.

(Please note that in these browsers you could also use direct export to export up to 200 references
at a time to either your online or desktop library.)
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3.5.3.2 Results for Capture Bookmarklet in Google Chrome on Windows

e When you see the screen below, select my.endnote.com to import the page of references to your
EndNote online library or EndNote to import the references to your EndNote desktop library.

o to EndHote Cloze [
L]

Capture New References
To: ® my.endnote.com O EndNote

Groups: ] gyshi
I:l Mew Group

{ Capture

Wi in iR { Zmedy | English | Deutsch | A& | 230 | Porugués |

Espafial

* THOMSON REUTERS w

o |f you selected my.endnote.com, you can also select the group to add the reference to or you can
create a new group for the references.

e If you selected EndNote, Chrome will download the references as shown below.

o to EndMote Cloze[x

20 references were captured successfully.
Please wait while your request is processed.

._Download | If the "Download" process does not start automatically, click
"Download”

ienae in R {omppyr | English | Deotsch | A& T 2320l | Portugués |

Ezpafial !

THOMSON REUTERS

Fublished by Thomson Regters
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e When you see the screen above, look in the status bar at the bottom of the screen, where you can
select the option to Open the file.

—
CaptureToDesktop.ris T

L

Always open files of this bype

Showe in falder

e At this point you can follow the direct export instructions found in section 71.3.4.

e The Capture button can also be used to capture information from web sites such as YouTube,
Amazon.com, online newspapers, etc. When looking at a newspaper article, video in YouTube,
book information in Amazon.com, or similar web sites, click the Capture button to capture the
information on the site. You will see an editable record such as the one below, showing the data
EndNote was able to capture.

Capture New Reference
_Saveto | ® my.endnote.com O EndMote
Bibliographic Fields | Optional Fields
Groups: Add or remove
Bibliographic Fields: At least one of the fields must be filled out.,

Reference Type: | Journal Article o

Avthor:

Usze format Last Marme, First narme, Enter each narme on a
new line,

Title: Scientists find water plumnes shooting off Jupiter mic

Year: |zoiz

o JDuriiI: e . ' ‘." b b

Groups: L] sushi
l:l Mew Group

Back to top

[ Save to ) ®my.endnote.com O EndMote
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e Select the option to save it my.endnote.com to save it to your online library, with the option to save
it to an existing group or create a new group, or select EndNote to save it to your desktop library.

Capture New Reference
_Saveto | ® my.endnote.com O EndMote

Bibliographic Fields | Optional Fields
Groups: Add or remove

Bibliographic Fields: At least one of the fields must be filled out,

Reference Type:  |Journal Article >

Filrm or Broadcast A
Author: Government Daocurent
Grant are. Enter each narme an a
Hearing
Interview
Title: Jaurnal Article
Legal Rule or Regulation
Magazine Article
Manuscript
Map
Journall | pusic
Hewspaper Article
Volume: | online Database
2nline Multirmedia
Issue: Parmphlet
Patent
Perzanal Comrmunication
Podcast

Prezs Releasze
Start Page!  pepon

thoating off Jupiter mnc

Year:

Pages:

Epub Date:

o Edit the reference to add missing information or change the reference type, then click the Save to
button to save the record.
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EndNote’s Cite While You Write (CWYW) lets you look up references, insert them in your document, format
your bibliography, and edit your citations to include page numbers or other text, all from within your word-
processing document. Below are instructions for using Cite While You Write with Microsoft Word.

4.1.1 |Installing the Cite While You Write Tools

When you install EndNote it will automatically install files into a common program folder, allowing EndNote
and Word to communicate and enabling Cite While You Write (CWYW). In Word 2007, 2010, or 2013 you
will see a tab on the ribbon, similar to that shown below. (Note: It is best to close all other programs before
installing EndNote, most especially Word and Outlook. When installing Word and EndNote on a new
computer, always install Word first to enable EndNote to find it and be able to install the Cite While You
Write tools.)

HOME IMZERT DESIGH PAGE LAYOUT REFEREMCES FASILINGS REWIEW 4N EndMote X7

;@\ & Goto EndMote Style: |Annotated - | = Categorize References ~ 4] Export to EndMote -
T' I Edit & Manage Citation(s) 5§ Update Citations and Biblingraphy 22| Instant Formatting is Off ~ gﬁ Preferences
nsert
Citation = 3 Edit Library Referencefs) ) Canvert Citations and Bibliography - 7 Help

Citations Eibliography Fl Taoals

Below is information on using the Cite While You Write tools that you will need on a day-to-day basis.

41.2 Adding Citations to a Document Using Insert Citation

¢ Click the magnifying glass in the top half of the Insert Citation button on the EndNote tab in Word
to open the Find & Insert My References window.

2

Ihsert
Citatian =
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In the Find & Insert My References window that appears, enter your search terms and click the
Find button, or press the Enter/Return key, to bring up a set of references that contain those
search terms. The terms can be anywhere in the EndNote record, but all the terms must be present

in the same record.

EndNote X7 Find & Insert My References “
| bird grey parrot| é v| | Find ‘
=

Author ear Title

Pepperberg 2011 Avian cognition and social interaction: Fifty years of advances

Pepperberg 2006 Cognitive and communicative abilities of grey parrots

Pepperberg 2001 In search of King Sclomon's ving: Cognitive and cormmunicative studies of grey parrots {Psittacus erithacus)
Pepperberg 2012 Symbolic camrunication in the grey parrot

Peron 2011 Cooperative problem salving in African grey parrots (Psittacus erithacus)

Schloegl 2012 Grey parrots use inferential reasoning based on acoustic cues alane

The Alex Foundation 2007 Alex the African grey parrat and subject of landmark studies of bird inteligence dies at 31

Yick 2010 How do African grey parrots (Psittacus erithacus) perform on a delay of gratification task?

< >
Reference Type:  Journal Article -
Record Number: 2313

Author: Pepperberg, 1. M.

Year: 2011

Title: Avian cognition and social interaction: Fifty years of advances

Journal: Interaction Studies

Yolume: 1z

Issue: 2

Pages: 195-207

Type of Article: Editorial Material

Alternate Journal: Interact, Stud,

I55N: 1572-0373

nnr- 1N 1N7Shis 12 2 N1nen h

Inset | w Cancel Help

Library: Sample_Library_x7.enl 8 items in list

Next, select (highlight) the reference(s) you want to insert. When you select a single reference, you
will see the details for that reference in the bottom part of the window, but details can be shown for
only a single reference. However, you can select multiple references for insertion by holding down
the Control key and clicking on them, then selecting your insertion options from the Insert list.

EndNote X7 Find & Insert My References H
bird grey parrat w Find
-
Author ‘fear Title:
Pepperberg 2011 Avian cognition and social inkeraction: Fifty years of advances
Pepperberg 2006 Cognitive and communicative abilities of grey parrots
Pepperberg 2001 In search of King Solomon's ring: Cognitive and municative studies of grey parrats {Psittacus erithacus)
Pepperberg 2012 Symbolic communication in the grey parrot %
Peron 2011 Cooperative problem solving in African grey parrdts (Psittacus erithacus)
Schloegl 2012 Grey parrats use inferential reasaning based on acoustic cues alone
The Alex Foundation 2007 Alex the African grey parrot and subject of landmark studies of bird inteligence dies at 31
Vick 2010 How do African grey parrots {Psittacus erithacus) perform on a delay of gratification task?
< >
Reference Type: Book Section Fy
Record Number; 2336
Author: Pepperberg, Irene M.
Year; 201z
Title: Symbalic cormunication in the grey parrot
Editor: Yok, Jennifer
Shackelford, Todd K.
Book Title: The Cford Handbook of Comparative Evolutionary Psychology
Place Published: New York
Publisher: Oxford University Press
Pages: 297-319
Chapter: 16 v
Serine Fditnr:  Nathan Peter F
Cancel Help
Library: Sample_Library_%7.enl (el
Insert & Display as: Author (Year)
Insert & Exclude Author
Insert & Exclude Year
Insert in Bibliography Only

Your references will be inserted in the document and instantly formatted.
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41.3

41.4

Adding Citations to a Document Using Insert Selected Citations

To select the citations you will insert in the document, return to EndNote by clicking the Go to
EndNote button.

& Go to EndMate

In EndNote, select (highlight) the references you want to insert. You have two choices for how you
insert them in the document.

o You can insert them in the document from EndNote using the first button of the set shown
below, Insert Citation. (Note this is a different command than the Insert Citation button
within Word, being the equivalent of the Insert Selected Citation(s) command in Word.)
This will insert the references wherever your cursor is located in Word.

e =4

o If you would like to check if your cursor is in the correct location and then insert the references
from within Word, in EndNote click on the third button shown in the set below, Return to

Word Processor.

o If you returned to Word to insert the selected citations, click the bottom part of the Insert
Citation button, then select Insert Selected Citation(s) from the drop-down list.

v -
Insert
Citation =

B |rsert Selected Citationis)

Your references will be inserted in the document and instantly formatted.

Selecting the EndNote Style for Your Citations and Bibliography

You can select your preferred style from the drop-down style list as shown below, or select the
Select Another Style option to see the list of EndNote styles available on your computer. (Note
that a typical installation of EndNote only installs a list of popular styles. You can perform a custom
installation of EndNote to install more styles or download them from the EndNote web site.)

Shyler |Annotated 2

Select Another Style..,
Annotated

APA, Gtk

Author-Date
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If you would like more control over the formatting of the citations and bibliography, such as the

ability to change the line spacing or set hyperlinking options between the citations and bibliography,
click the small arrow in the bottom right corner of the Bibliography group to open the

Configure Bibliography window.

Style: | £PA 6th

—
—w
_—

5 Corwert Citations and Bi

-

Update Citations and Bibliography

bliography -

Bibliography é [P

= Cateqorize References =

i

Instant Farmatting is Off -

The two tabs in the Configure Bibliography window provide options for changing the style, adding,

removing, or formatting hyperlinks between citations and their matches in the bibliography, adding
a centered title above the bibliography, changing the font used for the bibliography, and more.
Select your options, then click the OK button to make your changes. Changing these options using
Word commands would not effect permanent changes; you must use the Configure Bibliography
command to permanently change options such as font or line spacing in the bibliography.

EndMNote X7 Configure Bibliography

EndMote X7 Configure Bibliography

Format Eibliography | Layout

Farmat document: | Cwyw,docx

With output styler | apa sth w | | Browse, .,

Temporary citakion delimiters

Left: | { Right: |+

Link in-text citations to references in the bibliography

[Junderline linked in-text citations

Cancel

Help

Farmak Bibliographe | Layout

Font:
Arial

Size:
12

EBibliography title;
References

Text Format. ..

—

Start with bibliograpbry number;

First line indent: | 0.0001n Line spacing:
Hanging indent: | 0.5001n Space after:
Sige
1.5 Lines
Cance Double

4.1.5 Editing Citations in the Docume

nt

If you try to edit citations in a document by simply typing the page numbers into a citation or removing an
author’'s name from a citation, the change will only be temporary and will disappear with the next update of
the bibliography. Worse than that, you risk corrupting the citation codes, which would prevent EndNote from
updating them and could cause other problems in your document. The only safe way to make changes to
the citations is using the Edit & Manage Citations command.

Click on the citation you want to change, then click the Edit & Manage Citations button.

" @ Goto EndMote
%:’ Edit & Manage Citation{s)
n

Citation = %# Edit Library Reference(s)

Citations
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In the Edit & Manage Citations window there are two tabs in the lower part of the window. The first
tab, Edit Citation (shown below), contains fields where you can add prefix or suffix text to a citation,
as well as page numbers for those styles that require them. There is also a drop-down Formatting
list that provides options to put the author’s name outside of the parentheses, exclude an author’s
name, exclude the year, or show the reference only in the bibliography. (Note: If you are using a
style where page numbers entered in the Pages field do not show, enter page numbers in the Suffix
field, which will always show.)

Citation Count  Library
({Laudato, 2010; Pepperberg, 1999)
4] Lauda sample_Libr Edit Refarance.
4 Pepperberg, 1999 #2293 1 Sample_Library_x7

(Bird & Emery, 2009; Holzhaider et al,, 2011; von Bavern, Heathcote, Rutz, & Kacelnik, 2009)

4 Bird, 2009 #2318 1 Sarple_Library_x7 Edit Reference | w
4 4 Holzhaider, 2011 #2314 1 Sample_Library_x7 Edit Reference |+
4 von Bayern, 2009 #2316 1 Sample_Library_x7 Edit Reference | w

Edit Citation | Reference

Formatting: | Default

Prefis: |

SufFis: |

Pages: |

[0]4 | | Cancel | | Help

Totals: 2 Citation Groups, 5 Citations, 5 References
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The second tab, Reference, shows the details for the selected (highlighted) reference in the top
half of the window.

Cikation Count  Library

(Laudato, 2010; Pepperberg, 1999)
. + WENGER 0 Sample_Libra
4 Pepperberg, 1999 #2293 1 Sample_Library_x7

(Bird & Emery, 2009; Haolzhaider et al., 2011; van Bayern, Heatheote, Rukz, & Kacelnik, 2009)

A Bird, 2009 #2318 1 Sample_Library_x7 Edit Reference | w

4 & Holzhaider, 2011 #2314 1 sample_Library_x7 Edit Reference |+
4 von Bayern, 2009 #2316 1 Sample_Library_x7 Edit Reference | w

Edit Citation | Reference

Reference Type: Online Multimedia
Record Number: 2334

Created By: Laudato, Anthary
Year: 2010

Title: Bird grooves to the beat
Series Editor:  Small, David

series Title: CBS sunday Marning
Distributor: B3

Date Accessed: March 15, 2013
Type of Work:  Online Yideo
Fnarmak /1 panthe 4140

Toolz

Totals; 2 Citation Groups, S Citations, S References

Along with being able to add text to citations, you can also use the Edit Reference drop-down list

for each reference to add new citations to the grouped citation with the Insert Citation command,

or safely remove citations from a grouped citation with the Remove Citations command. This is

the safest way to remove citations from a document because it safely removes all of the hidden

coding. If the coding is not completely removed, it can result in a corrupted citation.
=

Citation Count  Library
{Laudato, 2010; Pepperberg, 1999)

B ES Loudsto, 2010 #2334 1 Sample_Lib- Referenie. [
4 Pepperberg, 1999 #2295 1 Sample_Library_x7 Edit Library Reference
(Bird & Emery, 2009; Holzhaider et al., 2011; von Bavern, Heathooke, Rutz, & Kacelnik, 200 Find Reference Updates..,
4 Eird, 2009 #2318 1 Sample_Library_x7 Remove Citation
4 & Holzhaider, 2011 #2314 1 Sample_Library_¥7 Insert Citation
4 won Bayern, 2009 #2316 1 Sample_Library_x7

Update from My Library..,

Edit Citation | Reference

Formatting: |Default w

Prefis: | |

Suffix: | |

Pages: | |

o || el | [ b |

Tatals: 2 Cikation Groups, 5 Citations, 5 References
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4.2.1 |Installing the Cite While You Write Tools

When you install EndNote it will automatically install files allowing EndNote and Word to communicate and
enabling Cite While You Write (CWYW). In Word 2008 or 2011 you will see an EndNote menu under the
Word Tools menu and an EndNote toolbar like the one below. (Note: It is best to close all other programs
before installing EndNote, most especially Word and Outlook. When installing Word and EndNote on a new
computer, always install Word first to enable EndNote to find it and be able to install the Cite While You
Write tools. Also note that Word 2011’s Visual Basic must be installed to use Cite While You Write.)

! ‘KT Q Citations = Chicago 16th Author-Date - E Bibliography ™ : Tools ™

If you installed Word after installing EndNote, you can run the the Customizer to install the Cite While You
Write tools by selecting Customizer from the EndNote menu.

Please note that floating toolbars in Word can be closed and reopened. If you have closed the toolbar and
want to see it again, select View>Toolbars in Word, then select the EndNote toolbar.

Below is information on using the Cite While You Write tools that you will need on a day-to-day basis.

4.2.2 Adding Citations to a Document Using Insert Citation

e Click the Find & Insert My References button (the magnifying glass button) on the EndNote
toolbar in Word to open the Find & Insert My References window.

" x? qe Chicago 16th Author-Date - E Bibliography ™ : Toocls ™
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In the Find & Insert My References window that appears, enter your search terms and press the
Enter/Return key on your keyboard to bring up a set of references that contain those search terms.
The terms can be anywhere in the EndNote record, but all the terms must be present in the same
record.

EndNote X7 Find & Insert My References

Find Citation: grey parrot

[ Author Year Title

Pepperberg 2006 Grey parrot (Psittacus erithacus) n...
Pepperberg 1999 The Alex studies: Cognitive and co...
Pepperberg 2009 Alex & me: How a scientist and a p...
Pepperberg 2011 Avian cognition and social interact...
Pepperberg 2006 Cognitive and communicative abili...
Pepperberg 2004 Cognitive and communicative capa...
Pepperberg 1999 Rethinking syntax: A commentary...
Pepperberg 2001 In search of King Solomon's ring:...

Reference Type: Journal Article

Record Number: 2284

Author: Pepperberg, I. M.

Year: 2006

Title: Grey parrot (Psittacus erithacus) numerical abilities:
Addition and further experiments on a zero-like concept
Journal: Journal of Comparative Psychology

Volume: 120

Issue: 1

Pages: 1-11

Date: Feb

Type of Article: Article

Alternate Journal: J. Comp. Psychol.

(7) |  Cancel | | Insert |+ |

Library: Sample_Library_X7.enl 14 items in list
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e Next, select (highlight) the reference(s) you want to insert. When you select a single reference, you
will see the details for that reference in the bottom part of the window, but details can be shown for
only a single reference. However, you can select multiple references for insertion by holding down
the Command key and clicking on them, then selecting your insertion options from the Insert list.

L0 EndMote X7 Find & Insert My References

Find Citation: ( Q- grey parrot

“Author A Year Title

parrot (Psittacus erithacus) n...
Pepperberg 1999 The Alex studies: Cognitive and co...
Pepperberg 2009 Alex & me: How a scientist and a p...
Pepperberg 2011 Awvian cognition and social interact...
Pepperberg 2006 Cognitive and communicative abili...
Pepperberg 2004 Cognitive and communicative capa...
Pepperberg 1999 Rethinking syntax: A commentary...
Pepperberg 2001 In search of King Solomon’s ring:...

Reference Type: Journal Article

Record Number: 2284

Author: Pepperberg, |. M.

Year: 2006

Title: Grey parrot (Psittacus erithacus) numerical abilities:
Addition and further experiments on a zero-like concept
Journal: Journal of Comparative Psychology

Volume: 120

Issue: 1

Pages: 1-11

Date: Feb

Type of Article: Article

Alternate Journal: ). Comp. Psychol.

(2) | Cancel | M
AN Sample Liban, Xan Insert & Display as: Author (Year)

Insert & Exclude Author
Insert & Exclude Year
Insert in Bibliography Only

Your references will be inserted in the document and instantly formatted.

4.2.3 Adding Citations to a Document Using Insert Selected Citations

e To select the citations you will insert in the document, return to EndNote by clicking the Go to
EndNote button.

. J es b Chicago 16th Author-Date T| == Bibliography ~ Tools ™

¢ In EndNote, select (highlight) the references you want to insert. You have two choices for how you
insert them in the document.

o You can insert them in the document from EndNote using the first button of the set shown
below, Insert Citation. This will insert the references wherever your cursor is located in

Word.
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o If you would like to check if your cursor is in the correct location and then insert the references
from within Word, in EndNote click on the third button shown in the set below, Return to

Word Processor.
o 8

o If you returned to Word to insert the selected citations, click the Citations button, then select
Insert Selected Citation(s) from the drop-down list.

" xT q |Citatiuns '| Chicago 16th Author-Date - E Bibliography = Tools =

——

Edit & Manage Citation(s)...

Insert Citation(s)...

Insert Selected Citaticnfs}h

Insert Note. ..
Insert Figure(s)...

e Your references will be inserted in the document and instantly formatted.

4.2.4 Selecting the EndNote Style for Your Citations and Bibliography

e To select the style for your citations and bibliography, select your preferred style from the drop-
down style list as shown below, or select the Select Another Style option to see the list of EndNote
styles available on your computer. (Note that a typical installation of EndNote only installs a list of
popular styles. After installation, select Customizer from the EndNote menu to install more styles
or download them from the EndNote web site.)

! x? Q Citations"g Chicago 16th Author-Date ! E Bibliography ' Tools =

Select Another Style. ..
Annotated

APA &th

Author-Date

MHRA

Mumbered

Show All Fields
Turabian Bibliography
Vancouwver
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e |f you would like more control over the formatting of the citations and bibliography, such as the
ability to change the line spacing or set hyperlinking options between the citations and bibliography,
select Configure Bibliography from the drop-down Bibliography list.

o Q, Ccitations ' Chicago 16th Author-Date =] E

Bibliography '| Tools ~

Update Citations and Bibliography

Configure Bibliography...

Group References by Custom Categories
Configure Categories...

Turn Instant Formatting Off
Configure Instant Formatting...

e The two tabs in the Configure Bibliography window provide options for changing the style, adding,
removing, or formatting hyperlinks between citations and their matches in the bibliography, adding
a centered title above the bibliography, changing the font used for the bibliography, and more.
Select your options, then click the OK button to make your changes. Changing these options using
Word commands would not effect permanent changes; you must use the Configure Bibliography
command to permanently change options such as font or line spacing in the bibliography. (Note:
Because simply clicking on a hyperlink in a Word for Macintosh document will activate the link, it is
best not to turn on hyperlinking between citations and bibliography until you are finished working
with the document.)

EndNote X7 Configure Bibliography EndNote X7 Configure Bibliography
| Format Bibliography m
Font: | Calibri ol Size: |11 v
Format document: | Sample_Word.doex N
With output style: | Chicage 16th Author-Date :|| Browse... Bibliography title:
Temporary citation delimiters | Text Format... |
Left: | Right: }

Start with bibliography number: | 1
|| Link in-text citations to references in the bibliography

Underline linked in-text citations First line indent: | 0.000 in Line spacing: | Single 3
Hanging indent: | 0,500 in Space after: | None =
( 7 ) | Cancel | OK ( 7 ) | Cancel | L oK J

4.2.5 Editing Citations in the Document

If you try to edit citations in a document by simply typing the page numbers into a citation or removing an
author’'s name from a citation, the change will only be temporary and will disappear with the next update of
the bibliography. Worse than that, you risk corrupting the citation codes, which would prevent EndNote from
updating them and could cause other problems in your document. The only safe way to make changes to
the citations is using the Edit & Manage Citations command.
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Click on the citation you want to change, then click the Citations button and select Edit & Manage
Citations.

| xF Q, |cCitations ~ Chicago 16th Author-Date T| =% Bibliography * = Tools
Edit & Manage Citation(s). <

Insert Citation(s}...

Insert Selected Citation(s)
Insert Note. ..

Insert Figure(s)...

In the Edit & Manage Citations window there are two tabs in the lower part of the window. The first
tab, Edit Citation (shown below), contains fields where you can add prefix or suffix text to a citation,
as well as page numbers for those styles that require them. There is also a drop-down Format list
that provides options to put the author’'s name outside of the parentheses, exclude an author’s
name, exclude the year, or show the reference only in the bibliography. (Note: If you are using a
style where page numbers entered in the Pages field do not show, enter page numbers in the Suffix
field, which will also show.)

008 EndMote X7 Edit & Manage Citations
Citation & Count  Library
¥ (Laudato 2010, Pepperberg 1999)
© 0 Laudato, 2010 #2334 1 Sample_Library_X7 [ 4 v
+ (% Pepperberg, 1999 #2208 1 Sample_Library_X7 [(#&~]
¥ (Bird and Emery 2009, Holzhaider et al. 2011, von Bayern et al. 2009)
+ + Bird, 2009 #2318 1 Sample_Library_X7 [ )
+ % Holzhaider, 2011 #2314 1 Sample_Library_X7 (=)
#t* yon Bayern, 2009 #2316 1 Sample_Library_X7 (%)
Ssldeie M Reference |
Format: | Default +
Prafix:
Suffix:
Pages:
I'f- K- | Cancel | [ oK
Totals: 2 Citation Groups, 5 Citations, 5 References
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e The second tab, Reference, shows the details for the selected (highlighted) reference in the top
half of the window.

EndMote X7 Edit & Manage Citations

Citation Count  Library
¥ (Laudato 2010, Pepperberg 1999)
+ ¢ Laudato, 2010 #2334 1 Sample_Library X7 (&)
+ /% Pepperberg, 1999 #2298 1 Sample_Library_X7 (&)
¥ (Bird and Emery 2009, Holzhaider et al. 2011, von Bayern et al. 2009)
# (% Bird, 2009 #2318 1 Sample_Library_X7 (=)
+ t Holzhaider, 2011 #2314 1 Sample_Library_X7 (&)
+ % yon Bayern, 2000 #2316 1 Sample_Library_X7 (=)

| Edit Citation Reference

Record Number: 2334

Created By: Laudato, Anthony
Year: 2010

Title: Bird grooves to the beat
Series Editor: Small, David
Series Title: CBS Sunday Morning
Distributor: CBS

Date Accessed: March 15, 2013
Type of Work: Online Video

Frarmat /]l anath- 4-A0

|1_r| -2 | Cancel | | oK |

Totals: 2 Citation Groups, 5 Citations, 5 References
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e Along with being able to add text to citations, you can also use the drop-down list at the right of
each reference to add new citations to a grouped citation with the Insert Citation command, or
safely remove citations from a grouped citation with the Remove Citations command. This is the
safest way to remove citations from a document because it safely removes all of the hidden coding.
If the coding is not completely removed, it can result in a corrupted citation.

0.0.60 EndNote X7 Edit & Manage Citations
Citation A | Count | Library
¥ (Laudato, 2010; Pepperberg, 1999)
# ¢ Laudato, 2010 #2334 1 Sample_Library X7 (&)
© O Pepperberg, 1999 #2298 1 Sample_Library X7 [ v
¥ (Bird & Emery, 2009; Holzhaider et al., 2011; von Bayern, Heathcote, Rutz, & k  Edit Library Reference
+ % Bird, 2000 #2318 1 Sample_Library X7
. Insert Citation
LAk HDIzhaider. 2011 #2314 1 Sample_lerary_X? Update From My Library...
+ % yon Bayern, 2009 #2316 1 Sample_Library_X7 (]
Edit Citation  EREECUIC
Format: | Default ‘]
Prefix:
Suffix: I
Pages: I I
'*jx' K-X2 . Cancel |  OK |
Totals: 2 Citation Groups, 5 Citations, 5 References
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An EndNote library is not a single file. It is a set of files, many of them frequently updated as you work, and
these files must be updated in a strict sequence by EndNote to avoid corruption of the library. This can
cause difficulties when sharing libraries because only EndNote can properly control the sequence for
updating and saving of data in the library, and outside synchronization or file management services can
actually damage EndNote libraries. This section covers some of the methods to avoid, and then talks about
safer methods of sharing references or complete libraries.

5.1.1 Don’t Put EndNote Libraries on “Cloud” Services

Never store an EndNote working library on any cloud service for sharing, or even just for your own use on
multiple computers. This will eventually lead to library corruption because of the way the cloud services
synchronize files over the Internet. Such unusable cloud services would include, but are not limited to—

¢ Amazon Cloud

e Box

e Dropbox

e Google Drive

e  SharePoint

e  SkyDrive

e SugarSync
Also, never store a working library on a flash drive.
The reason these methods are inadvisable is that when you are working in EndNote, it is saving data to
multiple files, and the data must be saved in a set sequence, as described above. When cloud services

transfer that data, they may change the sequence of file saves. This eventually leads to library corruption.
The library may appear to be fine for days, weeks, or even months, but will eventually be corrupted.

5.1.2 Don’t Put EndNote Libraries on Distant Network Servers

EndNote libraries with read-write access should not be stored on network drives outside of the building
the database owner is located in. If the data must travel through the Internet, even within a company
intranet or VPN network, latency issues can result in the packets of information arriving out of sequence on

the distant server, causing corruption problems like those seen in cloud services. Ideally, the library should
be kept on the owner’s computer.

5.1.3 Don’t Send the .enl File for a Library When Sharing a Library

Every EndNote library is made up of two parts: the .enl file and the .data folder, as seen below.
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< | Examples - B
Hame Share Rty 0
/ . - [
L & @ Maoveto ™ 9K Delete ~ 3 ; = o Selectall
= [ ¥ Sl F Select none
Co r = o e Propetties
B L1 Copy to (=01 Rename folder pv DD Irwert selection
:(-:l - 1T <« Public Documents » EndMote » Exarnples v O Search Ex.. 2@
Marme Date rmodified Type Size
Sample_Library 37.Data 1042172013 234 AM - File folder
FE“: Sarnple_Library_¥7.enl 107217203 158 PM EndMote Library 131 KB
& iterns 1 itern selected Shate: 73. Shared =

It may be helpful to think of the .enl file as just the interface file for working with the contents of the .data
folder, where all the real data is kept. When you open a .enl file, EndNote searches for the matching .data
folder and refreshes the screen with the latest information in a sort of “snapshot.” If the .data folder is
removed, EndNote will create a new one with data to match the last “snapshot” because it must have a
.data folder to work. However, that new .data folder would not contain any of the attachments, group
structure, or term lists from the original library; it would contain only the reference data. If you send
somebody the .enl file only, they will receive only a portion of the library.

So how can you share EndNote references safely?

Our suggested method of sharing references is to have the owner of the references put them in a shared
EndNote online group. With this method the owner of the references controls access to them, so one user
could be given read-write access while another could be limited to read-only access. This method allows
a large number of users to be given access to the same set of references for collaborative work. At the
same time, if groups are created for specific projects, it can also allow the owner to limit shared access to
only the references for a project instead of the entire library.

EndNote online data is kept on secure Thomson Reuters servers. These servers are kept in locked rooms,
with strictly limited employee access, and use SSL encryption for data security, much like a bank.

Please note the following restrictions.

e This method allows sharing of the EndNote desktop/online record data, but does not allow sharing
of attachments, even within your own organization. However, you can share links to documents
stored online. So, if you have a copy of a document in a SharePoint or DropBox folder, you can
share a link to the external copy of the document using the URL field.

e Groups can only be shared with other EndNote online or basic users, and you will need to know
the email addresses used as account names of such users to share references with them.

Note: Screenshots below show Windows examples, but the features will work the same way on Macintosh.
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5.2.1 Creating an EndNote Online Library

Please see section 3 for information on setting up your EndNote online library if you have not done so
already.

5.2.2 Share Your Group in EndNote Online

e Select Manage My Groups on the Organize tab in EndNote online to see a screen like that below.

My References Collect Organize Format OI
( Manage My Groups } Others' Groups Find Duplicates Manage sttachments
Manage My Groups
Number of
My Groups+t References Share
AT Parrots 241 ] _ Manage Sharing | Rename Delete |
@M: Corvids 19 __Manage Sharing | } | Rename " Delete |

Bats: Chiroptera 22 i [] i_Manage Sharing | Rename Delete )
Bats: Echolocation 6 [] ~ Manage Sharing | Rename Delete )
_ New Group

e Mark the Share box for the group you want to share, as shown above. You will see an icon with
two people and an arrow appear to the left of any shared group.

e Click the Manage Sharing button for your shared group to begin sharing it with others.

o Click the Start sharing this group link.

My References Collect Organize

Manage My Groups Others' Groups Find Duplicates

Manage Sharing for 'Al: Corvids'

0 E-mail Addresses

{ Start sharing this gru:u@
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e You will see the Window below.

Add E-mail Addresses to 'Al: Corvids'

Enter e-mail addresses. Use the Enter or Return key to
separate addresses.

EndNDte.Training@Examples.cn_rD

- OR -

Select a text file with e-mail addresses separated by commas,
Choose File | Mo file chosen

) pead only ® Read & Wri@

Mote: Attachments are not shared, regardless of access
privileges.

Apply

Close window,

e Add the email address(es) for those you want to share the library with, with each email address on
a separate line. These must be the email address they are using for their own EndNote online/basic
account. You cannot share a group with somebody who is not using EndNote online/basic.

e Select the access rights you want to give this person.

o Read only access will allow them to view your references, copy your references into their
own EndNote online library, or use your references in Microsoft Word, but it will not allow
them to edit your references.

o Read & Write access will allow them to view your references, copy your references into
their own EndNote online library, or use your references in Microsoft Word, and it will also
allow them to edit your references, add new references, and delete your references.
Changes made to your references by others with Read & Write access will also be
synchronized back to your EndNote desktop library if you are synchronizing your libraries.

o Click on the Apply button to save the options, then the Close window link.
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e You should now see something like the screen below, showing who you have shared the group
with and what level of access you have given them. You can change the level of access or stop
sharing the group with them at any time.

Manage Sharing for 'Al: Corvids'
1 E-mail Address

E-mail Address ¢ ‘ Read only | Read & Write | :
Endhaote. Training@Examples.com | ] (- ' Edit ) | ( Delets
. Add More |

HMote: Attachments are not shared, regardless of access privileges.

5.2.3 What the User You Shared Your Group with Will See

e The user you shared your group with will see your group show up under a Groups Shared by Others
heading in their EndNote online library. The notebook and pencil icon you see below will only show
when they have been given Read & Write access to the group.

My References

All My References (501}
[Unfiled] {0}
Quick List (00

Trash {0}

¥ My Groups
Al Corvids (199
Al Parrots (24)
Bats: Chiroptera (22)
Bats: Echolocation (&)
Miscellaneous (1)
S Sushi Domains (18)
= sushi in General (4413

Groups shared by Others
AL Corvids (19 |

o |If the user the group was shared with selects Others’ Groups from their Organize tab, they will
see the screen below. Here they can see the EndNote online account owner of the group and can
set if the group will be shown on the My References tab or used in Microsoft Word with Cite While
You Write.

My References Collect Organize Format Options

Manage My Groups Others' Groups Find Duplicates Manage Attachrments

Others' Groups

Use for . { Number of |
Cite While You Write | B ps CUERES B Uil i . References | ORIIE

= ( P’ ¢ AL Corvids 19 : EndMote. snywhere@Examples.com

Access Show

Note that groups and references that others share with you are not actually part of your library and
will not sync to your EndNote library on the desktop.
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If your group needs to share access to attachments as well as reference data, another option is to put a
read-only copy of the library on a network drive. The library will need to be read-only because only one
person at a time can access an EndNote library with read-write access, while an unlimited number of people
can access a read-only library at the same time. This means one person should be in charge of the master
library, and keep it on their own computer, then periodically put a read-only copy of the library on the network
drive.

Your network administrator can set up folders on network drives with security settings to allow only one
person to add files while everybody else has read-only access. If you can enlist your network
administrator’s help, this is best. Please note that you should not put a read-write copy of a library on a
network drive for two reasons—

1. Only one person at a time would be able to use the library.

2. Unless the server is in the same building as everybody who might be making changes, there is a
risk of corrupting the library because of Internet latency, much like the problems with cloud services.
In other words, trying to keep your master library on a network drive could cause corruption in the
library.

e When you open a read-only library, you will see a screen like the one below. Click the OK button
to open the library. You will be able to use the library with Cite While You Write, search it, print
from it, and do anything except change it.

'@ The file "Sarnple_Library_37.enl" is locked oris on a locked wolurme, Mo

@/ changes will be saved.

e The suggested “best method” for putting your read-only copy on the network drive is to first make
a compressed library with all records and all attachments on your hard drive, then copy that flie to
the network location and open it there. It will uncompress to create the .enl file and .data folder
necessary to work in the library.

If you are unable to use the methods described above, you could instead send a compressed library through
email, burn it to disk, or put it on a flash drive or on a shared cloud service. This method allows you to
control exactly which groups or references are included, and whether or not attachments are included.

The disadvantage of this method is that users are not working with the same copy of the library. Each

person would have their own copy of the library and changes to references could be made in each copy
differently.
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e With the EndNote library you want to compress open in EndNote, select Compressed Library
from the File menu. You should then see the screen below, which you saw earlier in this chapter,
but because you are not making a complete backup copy this time you can limit the references to
only those you want to send.

(®) Create () with File Attachments

() Create & E-mail (®) without File Attachments

() all References in Library: Sample_Library_X7.enl
() Selected Reference(s)

(@) all References in GroupfGroup Set: | Avian Intelligence

e Select the Create option to create a compressed library you can save on your computer and then
attach to an email. The Create & E-mail option will work with most MAPI-compliant email programs,
but may not work with all email programs. It will not work with web email programs such as gmail.

e Select the With File Attachments option to include all attachments for the references you are
sending, not just the PDFs. Select Without File Attachments to make the file smaller and to
remove PDFs and other attachments.

e The bottom part of the window gives you options on which references will be included in the
compressed file.

o All References in Library would include all of the references in your library. This option is
also an excellent way to create backup copies of your libraries. Please note that you may
be unable to attach very large libraries with attachments to emails or even put them on
disks because of operating system limitations on the size of zipped/compressed files.

o Selected Reference(s) will include only the references you have highlighted (selected) in
the library.

o All References in Group/Group Set will allow you to include only the references in a
specific group or group set.
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e Click the Next button to see the screen below, where you can choose where the compressed library
will be saved and rename it, if desired. In the example below the date has been to the library name
to help identify it later. Please note, again, that a compressed library can be saved to a SkyDrive
folder, as in this example, but it cannot be opened and worked with in a SkyDrive folder. The library
would need to be moved out of SkyDrive to be able to open it and work with it safely.

T ;o SkyDrive » Documents w| Search Documents

File name: \ Sample_Library X7 12-02-13.enky

Save as type: | EndMote Compressed Library (*.enk)

¥ Browse Folders Save

¢ Click the Save button to save your compressed library. Please note that a large library with many
attachments may take awhile to compress. The compressed library will have a .enlx extension.

e The compressed library can now be attached to an email, burned to disk, or put on a network or
cloud drive for distribution.

o When the recipient wants to use the library, they will need to place it on their computer in its working
location, then select Open>Open Library from the File menu in EndNote and select the
compressed library file as the file they wish to open. When the file uncompresses it will become a
.enl file and .data folder just as it was on the original user’'s computer.

5.5.1 Using the Traveling Library To Create Bibliographies in Shared Documents

If you need only to create a Word document with references from multiple libraries, and do not need to
share the actual data in the library or attachments, you can use the traveling library. This feature is only
available in Microsoft Word.

Whenever you insert an EndNote citation in a Word document, you are inserting a copy of the bibliographic
data for that citation in the field code for the citation. That data becomes part of the paper, and when an
EndNote-using colleague works on that paper, they don’t need a copy of your library because all of your
citation data is embedded in the paper’s traveling library.

e Here’s an example of a simple citation and bibliography entry from a sample Word document.

Text.(Pepperberg, 2011)

Pepperberg, 1. M. (2011). Avian cognition and social interaction: Fifty years of advances. Interaction
Studies, 12(2),195-207.doi: 10.1075/is.12.2.01pep
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However, that citation came from EndNote, so it has the data seen below “traveling” in the citation
and able to be used by any EndNote user editing the paper. This data is usually invisible to the
reader, but accessible to EndNote.

Text.{ ADDIN EN.CITE
<EndNote><Cite><Author>Pepperberg<fAuthor><Year>2011</Year><RecNum>2313</RecNum><Displa
yText>(Pepperberg, 2011)</DisplayText-<record><rec-number>2313<frec-number: <foreign-keys><key
app="EN" db-id="50wxdpzd9vd5r7e9t5b595djrfpttraw9avp"
timestamp="1363371157">2313</key></foreign-keys=><ref-type name="Journal Article">17</fref-
type><contributors><authors><author>Pepperberg, |. M.<fauthor></fauthors></contributors> <auth-
address>[Pepperberg, Irene M.] Harvard Univ, Dept Psychol, Cambridge, MA 02138 USA. [Pepperberg,
Irene M.] Brandeis Univ, Waltham, MA 02254 USA.&H#xD;Pepperberg, IM (reprint author), Harvard Univ,
Dept Psychol, William James Hall,33 Kirkland 5t, Cambridge, MA 02138

USA &ttxD;impepper@media.mit.edu</fauth-address> <titles> <title> Avian cognition and social
interaction: Fifty years of advances<ftitle> <secondary-title> Interaction Studies</secondary-title><alt-
title> Interact. Stud.</alt-title></titles><periodical><full-title> Interaction Studies</ffull-title><abbr-

1> Interact. Stud.<fabbr-1><abbr-2> Interact Stud<fabbr-2> <fperiodical> <alt-periodical> < full-

title> Interaction Studies<ffull-title><abbr-1>Interact. Stud.<fabbr-1><abbr-2> Interact Stud<fabbr-
2»<falt-periodical><pages>195-

207<fpages=><volume>12<fvolume><number>2</number><keywords: <keyword=avian
cognition</keyword><keyword>avian social learning</keyword><keyword>avian observational
learning< fkeyword> <keywor d>avian communication</keyword> <keyword>parrots psittacus-
erithacus</keyword><keyword>white-crowned sparrow<fkeyword> <keyword>african grey
parrot</keyword><keyword>song development=< fkeyword><keyword>videotaped
instruction<fkeyword:> <keyword>intelligence</keyword=<keyword>budgerigars</keyword> <keyword=i
nformation< fkeyword><keyword> context< /keywor d=<keyword=>pigeon< fkeyword> < /keywords> < dates
><year>2011</fyear><{dates><isbn>1572-0373<fisbn><accession-
num3>W0sS:000295010300001<faccession-num> <work-type>Editorial Material</work-
type><urls><furls><electronic-resource-num>10.1075fis.12.2 .01 pep</electronic-resource-
num:<frecord: <{Cite><{EndN0te>[}

Pepperberg, |. M. (2011). Avian cognition and social interaction: Fifty yvears of advances. Interaction
Studies, 12{2),195-207. doi:10.1075fis.12.2.01pep

Below is the same reference, but reformatted with the Vancouver style instead of the APA. That's
not anything special for EndNote. However, this citation and bibliography were formatted with no
libraries open in EndNote! That means the only information EndNote had to work with was the data
available in the traveling library.

Text.(1]|

1. Pepperberg IM. Avian cognition and social interaction: Fifty years of advances. Interact Stud.
2011;12(2):195-207.

This means you can send a copy of your paper to a colleague using EndNote, and they do not
need a copy of your library. They can add citations from their own EndNote library, and EndNote
will merge your citations and theirs together to create a single bibliography.



5.5.2 Exporting the Traveling Library
Data in a traveling library can be extracted and put in your own EndNote library.
e On the the Cite While You Write tab in Word for Windows, click Export to EndNote in the Tools

group, then select Export Traveling Library from the drop-down list. On Macintosh, select Export
Traveling Library from the Tools drop-down list on the floating EndNote toolbar.

Edit Library Referencel(s)

Convert to Unformatted Citations
Convert to Plain Text

Export Traveling Library...

Cite While You Write Preferences...
Export Traveling Library Help

Endhlote X7

Export to EndMote =

Windows Macintosh

e Select the EndNote library to import the references to, or create a new library. EndNote will filter
out duplicate references that came from the library you select.

Export Traveling Library

Export Library ba: Export Library to:
é}’ (®) &n existing Endiote library: » (*) An existing EndNote library:
- ' | Sample_Library_X7 +|| Browse...
Sample_Library_x7 v | | Browse.,,
() A new EndNote library
()& new Endmote library
Cancel ( :}‘ ) | Cancel | [ OK
Windows Macintosh

e For large documents with many references, it may take some time for all the references to be
exported, so be patient. EndNote will show a confirmation message when the export is complete,
as shown below.

Export complete.

o Export complete,
T

Windows Macintosh

The method of collaboration you decide to use will depend on your situation, but hopefully this overview will
help you decide which method is best for you.
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Converting a Reference Manager 11 or 12 database to an EndNote library is not difficult and requires no
importing or exporting of text files. If you have customized your Reference Manager reference types and
fields, you can even customize the mapping of those reference types and fields during the conversion
process.

Note that the conversion process will make no changes to the original Reference Manager database.

6.1.1 Converting the Reference Manager Database

¢ In EndNote, select Open from the File menu, then select Open Library.
@ EndNote X7
Edit References Groups Tools Window Help

MNew,,,

Open » Open Library... Ctrl+0

Close .
’ Recent File

e In the Select a Reference Library window, navigate to the folder containing your Reference
Manager database and select the Reference Manager Databases (*.rmd) option from the drop-
down list of file types.

& Select a Reference Librany:
@vv| » RM Sarmples - ‘ +y | | Search RM Samples 2 I
Organize « New folder = 0l @
M Computer 4 Name ’ Date modified Type

=2 Floppy Disk Dri
:_f Local Disk (C3) No itermns match your search,
Shortcuts
Temn | < UL ’
File name: - [Libraries *enl™lib*.enkx) v]
Libraries (*.enl:*.lib;*.enlk)
ProCite Databases (*.pdt)
Reference Manager Databases (*.rmd)
All Files (** =
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e You will now see the Reference Manager database in the folder. Select it, then click on the Open

button.

& Select a Reference Library: !
@U v| . » RM Samples - ‘ 44 [ l Search RM Samples )
Organize « New folder =« @
8 Computer ' Name ’ Date modified Type

= Fl Disk Dri
? oppy' e ® | Sample.rmd 6,/20/2008 5:22 PM RMD File
e Local Disk (C:)
. Shortcuts
Temn |~ n )
File name: Sample.rmd v [Reference Manager Databases ( '}
[ Open lv] [ Cancel ]

e If you have not customized any of your reference types or fields in Reference Manager, you can
simply click the Convert button to convert the database. If you have customized your database,
click the Customize button to customize the field mappings. (Click here to continue with the
uncustomized conversion instructions.)

Convert Reference Manager Database e o

Click "Convert..." to open this Reference Manager® database.
Conversion will not affect vour original Reference Manager files,

Click "Customize..." to modify the defaulk mapping of Reference Manager
fields to Endiote fields prior ko conversion,
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If you have selected to customize your conversion, in the top half of the field mapping window you
can select the EndNote reference type that each Reference Manager reference type will import as.
For example, in the screen shot below it shows that any reference that was entered as an abstract
in Reference Manager will be imported as a journal article in EndNote. You can change these
options if you wish using the drop-down list for each match in the EndNote column.

Reference Manager to EndMote Reference & Field Mapping
Reference Types
Reference Manager EndNote
Generic | Generic v | =
Abstract [Juurnal Article > J
art Work Film or Broadcast -
Generic
Audiovisual Material Government Document -
Grank

In the bottom part of this window you can select the specific fields in EndNote that each Reference
Manager field will map to for the shown Reference type. In the screenshot below, the Notes field
for the Magazine Article reference type in Reference Manager is being mapped to the Notes field
in EndNote.

Author Address
Fields For: Magazine Article  Figure
Caption
Reference Manager Access Date
Title Translated Author -
Translated Title
Authors Mame of Database
Database Provider
Pub Date Language —
Notes Motes Y| -
Reset to Default Map QK ] | Cancel
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e When all reference types and fields are mapped as you wish, click the OK button to finalize the
field and reference type customizations.

Reference Manager to EndMote Reference & Field Mapping S

o

Reference Types

Reference Manager EndNote

Journal [Jnurnal Article - J =
Magazine Article [Magazine Article v J
Map [Map v] 3
Motion Picture [Filrn or Broadcast vJ -

Fields For: Magazine Article

Reference Manager EndNote

Title Title v|
Authors [ Author - ]

Pub Date [Date v]
Motes [Nutes '] -
Reset to Default Map ] [ QK } [ Cancel ]

e Then click the Convert button to convert the database.

K R

Conwvert Reference Manager Database

Click "Convert.." to open this Reference Manager® database,
Conversion will not affect yvour original Reference Manager files.

Click "Customize..." to modify the default mapping of Reference Manager
fields to EndNote fields prior to conversion,

Convert... Cancel
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Give your new EndNote library a name. We suggest saving the new library in your main documents
folder. Never save an EndNote library in an online service such as Dropbox, SkyDrive, Google
Drive, SharePoint, or similar online (“cloud”) storage. These services will corrupt an EndNote
library. Similarly, do not put your library on a distant network server because the Internet lag times
in communicating with a distant server can corrupt an EndNote library. It is best to store your library
on your computer’s hard drive. Click the Save button to save your new EndNote library.

-

@ Save Converted Library as
QQ Y Samples - ‘ +5 [ search M Samples Lo
Organize » New folder 4= - '9'
¥ Favorites o MName i Date modified

B Desktop Mo iterns match your search.

4 Downloads

m

- 4 L b
A cample.enl -
Save as type: [EndNute Library (*.enl) v‘
4 Hide Folders save | | Cancel |

6.1.2 Converting Reference Manager Attachments to EndNote Attachments

s

If there were Reference Manager attachments in your database, EndNote will show the screen
below, asking if you would like to convert them to relative links (attachments) in the EndNote library.
This will copy the attachment files to the .data folder of the EndNote library and create links between
the attachments and the matching records in the library. Click the Yes button to convert
attachments. If you choose not to convert attachments, links to the original attachments will remain,
but if you move your library to a new computer those links may be broken if the same directory
structure does not exist on the new computer.

-

Convert Reference Manager Database 3

. Your Reference Manager database has been converted.
' Would you like to convert your file attachment links to relative for this
EndMote Library?

Yes l ‘ MNo

www.adeptscience.uk/endnote



e You will receive a message of how many links have been converted. Click the OK button.

Converting Links

5 links in 5 references were successfully converted to relative links.

ol |

| |

oK

e Your new EndNote library will be displayed. The paperclip icon below shows there is something in
the File Attachments field of the Brill 2001 record.

-

n

& Sample.enl
[E]o c|Annotated > h@ﬁ( ) Z | X
[ My Library - ] ] é Author Year Title -
] Brensing,K; Link... 2003 Can dolphins heal by ultra:
& Unfiled (155) ] & BrilLR.L.; Moore,... 2001 Assessment of dolphin [Ty, E
. " ] Buck,J.D.; McCar... 1994 Occurrence of non-ol vib =
T‘i U © [ ] Buck.JR;; Tyack,.. 1993 A quantitative measure o©
= My Groups ] CaswellH.; Braul... 1994 Rate of increase in harbor
[ ] ChealA.); Gales,... 1992 Growth, sexual maturity
&-Find Full Text 2 Chou,L; McClint... 1993  Technology and educatior
[ ] Cockcroft,V.G. 1992 Incidental capture of boti
[] CockcroftV.G,;... 1991 Distribution and status of
] CockcroftV.G.;... 1992 Estimates of abundance ai
] Coffey,D.). 1977  Dolphins, whales, and por|
] Connor,R.C;Hei.. 1996  Approach by great white :
] Connor,R.C;Hei.. 2001  Complex social structure,
] Connor,R.C.;Ric... 1996 Patterns of female attrac
] Connor,R.C;;Sm... 1996 'Pop’ goes the dolphin: a *
] Connor,R.C.;Sm... 1992 2 levels of alliance format
) Cowan,D.F. 1994 Involution and cystic tran: i
P

»5 P~

e | 0 | Quick Search
Preview @;ﬁamed PDFs g

Reference

oo ]

»

5

Reference Type: Bill =

Rating

Year

1996

Title

The "Dolphin-Death” bill
Code

IMMP

Code Yolume
Bill Number
HR 2179
Code Pages

Code Section

o -

-~

Showing 155 of 155 references.

lE‘ Layout ~

5
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6.1.3 Converting Word Documents with Reference Manager Citations

¢ Although you normally would not see the codes shown here, what you see below is an example of
the actual coding that is inserted into your documents when you use Reference Manager’s Cite
While You Write in Word. The code starts with the text “ADDIN REFMGR.CITE” because this
citation came from Reference Manager. These Reference Manager codes need to be converted to
EndNote codes if you want to continue working with them using EndNote. (The field codes are
shown by using the Toggle Field Codes command in Word. You do not need to do this to convert
the citations.)

W Sample RM.docx - Microsoft Word o @ =

CalibriBody) ~ 11 - AT A" Aa- & i=-

EndNate X7 Acrobat

asBbceoc | assbccoc AaBbCi AaBbce AAD

TNormal | ¥No Spach.. Headingl  Heading 2 Title

Paste i - 4 - N2, A .
™ Fromatpuinter | B £ I 7 e x x Y- a

d L B g

L { [ X 1

Legends of the friendliness and helpfulness of dolphins have existed for centuries.{ ADDIN REFMGR.CITE
<Refman><Cite><Author>Anderson</Author><Year>1978</Year><RecNum>77</RecNum><IDText>Ario
n and the dolphins: based on an ancient Greek legend</IDText><Pages>23</Pages><MDL
Ref_Type="Book, Whole"><Ref_Type>Book,
Whole</Ref_Type><Ref_ID>77</Ref_ID><Title_Primary>Arionand the dolphins: based on an ancient
Greek
legend</Title_Primary><Authors_Primary>Anderson,L</Authors_Primary><Authors_Primary>Adams,A.
</Authors_Primary><Date_Primary>1978</Date_Primary><Keywords>dolphin</Keywords><Keywords>
dolphins</Keywords><Keywords>folklore Greece</Keywords><Reprint=Not in
File</Reprint><Pub_Place>New
York</Pub_Place><Publisher>Scribner</Publisher><ISSN_ISBN>0684151286</ISSN_ISBN><7Z_Waorkfor
mID>2</ZZ_WorkfmmID></MDL></Cile><lRefman:-i

t womwd

Page;1of1 | Wordsi38 | of HE 2 = 136% (-

e The screenshot below is what you would normally see with your old Reference Manager citations
in it. The codes are shown above just to give you an idea of what is really there. In this window you
would first click on the EndNote tab on the ribbon, shown before the Acrobat tab below. The
EndNote library you converted from Reference Manager will need to be open in EndNote to convert

the codes.
Wi Sample RM.docx - Micrasoft Word 5 =
Home | Insert  Pagelayout  References  Mallings  Review EndNote X! Acrobat ~ @
. . B =g s ; 4 Find -
Colbrocy 1 - (A A | Aam [T = ® 21 T | assbceoc| assbecoe AaBbCe AaBbce AAB ‘% & Replace
At omatruinter | B 4 1L 7 e X X cw.A- [E 2o B - || tNomal |TNoSpac. Headingd Heading?  Twe | Change B cucs
o L B
| 5
Legends of the friendliness and helpfulness of dolphins have existed for centuries.(Anderson & Adams,
1978, p. 23)
Reference List
Anderson, L. & Adams, A. (1978). Arion and the doiphins: based on an ancient Greek legend. New York:
Scribner.
Page:Lor1 | Words: 38 | 5 EEEE R -
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e Select Convert Reference Manager Citations to EndNote from the drop-down Convert
Citations and Bibliography list in the Bibliography group.

yout References Mailings Review Wi e EndiMote ®7
Style: Annotated *  — Categorize References ~
=2 Update Citations and Bibliography 27 Instant Formatting is Off ~
@ Convert Citations and Bibliography *l

$ Convert to Unformatted Citations

G; Convert to Plain Text
Ryq Convert Reference Manager Citations to EndNote v+ 3

o EndNote will display the screen below, where you can select a style and set layout options much
as you can in the Configure Bibliography window in EndNote. Set your options, then click on the

OK button.

=

EndNote 37 Convert Reference Manager Citations S

Format Bibliography | Temporary Citations | Layout

Format document: [Sample RM,docx 'J

With output style: [.n.Pn 6th v]

Link in-text citations to references in the bibliography

| Junderline linked in-text citations

l OK Cancel J [ Help
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e The bibliography and citations look the same at first glance, but they are now EndNote citations

and bibliography instead of Reference Manager. Note that in this example even the page number
in the citation was converted.

W Sample RM.docx - Microsoft Word o = B
Home Insert Page Layout References Mailings Review View EndMote X7 Acrobat o 0
@ @ Go to EndNote Style:  APA 6th - Categorize References = %] Export to EndNote ~
=N 2 Edit & Manage Citation(s) 5§ Update Citations and Bibliography Instant Formatting is On = = ¢ Preferences
.j,ﬂ:,z; - 3 Edit Library Reference(s) 3 Convert Citations and Bibliography * ? Help
Citation: | Bibliography
d9-0va2-

Page:1of1 | Words: ST | <5 |[Epa 2 = 136% (- {

ax

‘.

l‘
» [&3;

Legends of the friendliness and helpfulness of dolphins have existed for centuries.(Anderson & Adams,
1978, p. 23)

Reference List

Anderson, L & Adams, A. (1978). Arion and the dolphins: based on an ancient Greek legend. New York:

Scribner.
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Backing Up a Library. See Compressed Libraries:For Backups
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Capture Bookmarklet. See EndNote Online:Capture Bookmarklet
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SharePoint, 55
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Network Drives, 55, 60
EndNote Read-Only Library, 60
EndNote Read-Write Libraries, 55
Send a Compressed Library, 60
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Compressed Libraries, 60
For Backups, 26
For Sharing Refences, 60
CWYW. See Cite While You Write
Direct Export, 5
EndNote Online Plug-In, 18
Firefox, 19
Internet Explorer, 18
Google Chrome on Windows, 20
PubMed, 9
Not Using the Clipboard, 11
Using the Clipboard, 9
Using EndNote Online Plug-In, 35
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Web of Science, 5
Not Using the Marked List, 7
Using the Marked List, 5
EndNote Library
Components, 55
Sharing. See Collaboration
EndNote Online, 18, 26
Capture
Capturing a Single Reference, 39
Capturing Multiple References, 35
Google Chrome, 37
Google Scholar, 36
Google Scholar Non-U.S. Sites Workaround, 37
Google Scholar with Internet Explorer or Firefox, 36
PubMed, 37
PubMed in Google Chrome, 38
PubMed in Internet Explorer or Firefox, 37
Capture Bookmarklet, 35
Google Chrome and Safari, 35
Safari on iPad, 36
EndNote Online Plug-In, 18
Firefox, 19
Internet Explorer, 18
Sharing Groups and References, 56
EndNote Online Plug-In, 28
Capture, 35
Installing
Firefox Extension, 33
From Downloaded .msi File, 33
From within Internet Explorer, 28
Internet Explorer, 28
EndNote Sync, 26, 27
Setup, 26
PDF Files
Importing, 21
Macintosh, 22
Windows, 21
PDF Handling Preferences, 23
Macintosh, 24
Windows, 23
Preferences, Setting
PDF Handling, 23
PubMed
Direct Export. See Direct Export:PubMed
Reference Manager, 65
Converting Attachments to EndNote, 69
Converting the Reference Manager Database, 65
Converting to EndNote, 65

Converting Word Documents with Reference Manager Citations, 71

Sharing EndNote References. See Collaboration
Sync. See EndNote Sync
Synchronizing Libraries. See EndNote Sync
Synchronizing References. See EndNote Sync
Web of Science

Direct Export. See Direct Export:Web of Science

| | ADEPT

l SCIENTIFIC

Adept Scientific Ltd

Amor Way, Letchworth,

Herts, SG6 1ZA, UK

Tel: +44 (0)1462 480055

Fax: +44 (0)1462 480213

Email: info@adeptscience.com
Webstore: www.adeptstore.com
www.adeptscience.com

SOLUTIONS, SOFTWARE, SERVICES
FOR SCIENCE & TECHNOLOGY

Adept Scientific A/S
Produktionsvej 26,

DK-2600 Glostrup, Denmark

Tel: +45 48 2517 77

Fax: +45 48 24 08 47

Email: info@adeptnordic.com
Webstore: www.adeptnordic.com/store
www.adeptnordic.com

Copyright © 2014 Adept Scientific Ltd. All rights reserved. All trademarks recognised. E&OE 14/01

Adept Scientific GmbH
VarrentrappstraBe 40-42,
60486 Frankfurt, Deutschland
Tel: +49 (0)69 970 841-18
Fax: +49 (0)69 970 841-41
Email: info@adeptscience.de
Webstore: www.adeptstore.de
www.adeptscience.de



	The Little EndNote How-To Book
	1 Using Direct Export To Import References from Online Databases
	1.1 Direct Export from Thomson Reuters Web of Science
	1.1.1 Using the Marked List
	1.1.2 Not Using the Marked List

	1.2 Direct Export from PubMed
	1.2.1 Using the Clipboard
	1.2.2 Not Using the Clipboard

	1.3 Browser Actions with Direct Export
	1.3.1 Firefox on Windows
	1.3.2 Firefox on Macintosh
	1.3.3 Internet Explorer on Windows
	1.3.4 Google Chrome on Windows

	1.4 EndNote Online Plug-Ins for Direct Export
	1.4.1 Internet Explorer
	1.4.2 Firefox
	1.4.3 Google Chrome


	2 Importing PDF Files and PDF Handling
	2.1 Importing PDF Files
	2.1.1 Importing a Folder of PDF Files on Windows
	2.1.2 Importing a Folder of PDF Files on Macintosh

	2.2 Setting PDF Handling
	2.2.1 Windows
	2.2.2 Macintosh


	3 EndNote Online
	3.1 Set Up EndNote Sync
	3.1.1 Back Up the EndNote Desktop Library
	3.1.2 EndNote Sync

	3.2 Installing the Internet Explorer Plug-In
	3.2.1 From within Internet Explorer
	3.2.2 Installing from the Downloaded .msi File

	3.3 Installing the Firefox Extension
	3.3.1 Windows and Macintosh

	3.4 Using Direct Export Online
	3.5 Capturing Multiple References
	3.5.1 Installing the Capture Bookmarklet
	3.5.1.1 Google Chrome and Safari
	3.5.1.2 Safari on iPad

	3.5.2 Capture a Page of References from Google Scholar
	3.5.2.1 Results for Capture in Internet Explorer or Firefox
	3.5.2.2 Results for Capture References Bookmarklet in Google Chrome
	3.5.2.3 Google Scholar Non-U.S. Sites Workaround

	3.5.3 Capture a Set of References from PubMed
	3.5.3.1 Results for Capture Button in Internet Explorer or Firefox
	3.5.3.2 Results for Capture Bookmarklet in Google Chrome on Windows


	3.6 Capturing a Single Reference

	4 Cite While You Write
	4.1 Cite While You Write in Microsoft Word on Windows
	4.1.1 Installing the Cite While You Write Tools
	4.1.2 Adding Citations to a Document Using Insert Citation
	4.1.3 Adding Citations to a Document Using Insert Selected Citations
	4.1.4 Selecting the EndNote Style for Your Citations and Bibliography
	4.1.5 Editing Citations in the Document

	4.2 Cite While You Write in Microsoft Word on Macintosh
	4.2.1 Installing the Cite While You Write Tools
	4.2.2 Adding Citations to a Document Using Insert Citation
	4.2.3 Adding Citations to a Document Using Insert Selected Citations
	4.2.4 Selecting the EndNote Style for Your Citations and Bibliography
	4.2.5 Editing Citations in the Document


	5 Collaboration: Sharing EndNote References
	5.1 How Not To Share an EndNote Library
	5.1.1 Don’t Put EndNote Libraries on “Cloud” Services
	5.1.2 Don’t Put EndNote Libraries on Distant Network Servers
	5.1.3 Don’t Send the .enl File for a Library When Sharing a Library

	5.2 Share Groups in EndNote Online
	5.2.1 Creating an EndNote Online Library
	5.2.2 Share Your Group in EndNote Online
	5.2.3 What the User You Shared Your Group with Will See

	5.3 Put a Read-Only EndNote Library on a Network Drive
	5.4 Send a Compressed Library
	5.5 The Traveling Library
	5.5.1 Using the Traveling Library To Create Bibliographies in Shared Documents
	5.5.2 Exporting the Traveling Library


	6 Converting from Other Referencing Software
	6.1 Converting from Reference Manager to EndNote
	6.1.1 Converting the Reference Manager Database
	6.1.2 Converting Reference Manager Attachments to EndNote Attachments
	6.1.3 Converting Word Documents with Reference Manager Citations


	7 Index



