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Getting started

1. Click on the Start button at the bottom left corner of your screen.
2. Clickon ALL programs
3. Click on Microsoft Office Choose EndNote Program.

In some clusters, EndNote is not found under Microsoft Office, but has its

own folder — you will see this when you click on All Programs.

4. You will be presented with the EndNote X6 welcome screen.

Getting Started with EndNote 5]

Learn about EndNote

‘ Learn aboutwhat's new in EndNote. For new users, there's a helpful
J tutorial that covers fundamental EndMote concepts and common tasks.

Create a new library

If you want to skip the tutorial, your first step should be to create a new

g { EndNote library.
Open an existing library
Open Open an existing EndMote library and get started immediately.
sample j—)
Library to
practise on.
Close

When you open EndNote, you will be asked whether you would like to create a
new library, or open an existing one.

To create a new library, just give it a file name and save a copy as an .enl file. If
you are working on a University cluster, remember to save it to your University
filespace (U drive) rather than the C drive, otherwise you will lose it when you log
out.

EndNote comes with a sample library, which we can practise on. Click on ‘Open
an existing Library’. Look in the program files for EndNote X6, locate the
Examples folder and double click on the file named Sample_Library.enl. If you
wish to change the name of your new library, click in the File name window, delete
the suggested name and enter a new name for your new library. The extension
“.enl” stands for “EndNote Library”. EndNote will add “.enl” automatically.
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Your EndNote Library window

Familiarise yourself with the different panes on a typical screen:

Latest imported

Current Styles
drop down menu

references

HEef re @

%O 0

Search pane
within your
library

P - & Hide Search Panel

& Imported References
@unfied
i Trash

= My Groups

= Online Search
@i Library of Congress
€ L1sTA (EBSCO)
& pubMed (uLM)
& web of Science (T5)

mare...

(= Find Full Text

M w & onotates
My Dggry,
A

]
(30)
©

©
©
©
©

Search Whole Library

+ | [JMatch Case [ [Match Words

Bl8)

Reference | Preview | T Attached PDFs | ) =

Organised
Groups
pane

Library.

No. of references showing
and total no. in your

/

Author +| | contains v |

And v || vear ~ | | Contains | B
and v | [ Tite || contzins || 3]
o D Author Year Title Rating Journal Last Up
9 Al-Anzi, Fawaz 5. 2001 Sentential Count Rules for Arabic Language Computers an... 07/03;
9 Al-Sweel, A. Aziz.. 1987 Verbal and Nominal Forms of Hajdi Arabic Anthropologic... 07/03;
9 Arberry, AJ., -. 1992 An introduction to the history of Siifism : the ... 22/03;
9 Bulliet, Richard W. 1987 Medieval Arabic Tarsh: A Forgotten Chapter in... Journal of the ... 07/03;
9 Cheikh, Hadia M... 2010 The gendering of death in "Kitab al-Iqd al-farid Al-Qantara: Re.. 26/11;
9 Daimi, Khalid J.... 1994 The Syntactic Analysis of Arabic by Machine Computers an... 07/03;
9 Daoudi, Anissa 2011 ion, comput diated Middle East Jo... 05/03;
9 Davis, Stuart 1995 Emphasis Spread in Arabic and Grounded Pho... Linguistic Inqui... 07/03;
9 Davis, Stuart; Za... 2001 Arabic Hypocoristics and the Status of the Co... Linguistic Inqui... 07/03;
9 Diez-Ttza, E; 5n... 2001 Scripts for Tom and Jerry: Spanish preschoole... Researchon C.. 30/11,
9 Donitsa-Schmid... 2004 The Effects of Teaching Spoken Arabic on Stu... The Modern La.. 07/03;
9 Gutas, Dimitri 2002 The Study of Arabic Philosophy in the Twentie... British Journal ... 07/03;
9 Jalal al-Din Rim... 1999 The essential Rumi / translated by Coleman B... 22/03;
9 Langer Science a... 07/03;
9 Olszowy-5cH H . From a sacred ... 07/03,
s o) Reference list pane: read/unread  [omo=o O
» oensooid  (Ot; SOrt by author, journal etc.; nthropologic... 07/03,
e Qutbuddin, § . IClassical Arabi.. 07/03,
s ramsn add arating. 22700]
e Rouhi, A. M. IChemical & En...  30/11;
e Sanni, Amidu 2010 The discourse on lahn in Arabic philological an... Middle Eastern... 05/03;
e Serri, Yaron; Lev... 2010 A Judeo-Arabic fragment of Ibn-Biklarish's Kit... Journal of the ..  05/03;
5 Sharman, L. F. 1993 ‘TOM AND JERRY THE MOVIE' - ROMAN,P Sight and Sound  30/11,
e Tang, Yiyuan; Zh... 2006 Arithmetic Processing in the Brain Shaped by ... Proceedings of.. 07/03;
-] Verna Robertso.. 1998 Lebanese Arabic Reverse Role Vocatives Anthropologic...  07/03;
Virani, Nargis 2008 Muhammad in Islamic literatures Classical Arabic h. 27/11/2

(] Walters, Keith 1996 ‘Gender, Identity, and the Political Economy of... Language in So... 07/03;
The Directionality of Emphasis Spread in Arabic Linguistic Inqui... 07/03;

An approach to pre-Islamic poetry in the light... Islam Arastirm... 05/03;

Prosody and the Initial Formation of Classical ... Journal of the ...  07/03;

< >

Reference Type: Joumgfigicle

MNo References Selected

Tabs pane:

tweak a
reference;
preview it;

view attached
PDFs; attach
PDFs from

another
location. To
change
position of
tabs click
‘layout’ button
below.

Showing 30 of 30 references.

[=] tayout -

o The File dropdown menu allows you to open, close, save and create EndNote
libraries. You can also import individual PDFs or folders of PDFs on already on
your PC etc.

The Edit menu:

e Cut copy and select references.
e Define the output styles that format the display of references.
e The Preferences option allows you to configure the software to your needs.

The References menu:

e Create, edit and delete references
e Find duplicates
e Find full text from a limited set of resources.
e You can also work with URLs (online files) and file attachments (PDFs)
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Adding new references to your EndNote Library from a
database

Typically, we first log into a database via the Exeter Electronic Library webpage, and
then export the search results to EndNote.

Exporting references from Bibliographic Databases: an exercise

While this exercise uses ISI Web of Science, many of the databases available will
transfer directly to EndNote. Typically, they will have an option to “mark” or “add”
records of interest, and then you can look at the marked items and find an export
option. Ask your Subject Librarian for advice regarding specific databases, and check
the EndNote webpage on the Library site. It's also a good idea to register with this
site — e.g. for enabling EndNote Web syncing, and receiving new article alerts.

Web of Science is set up for direct imports, (you can always tweak these after the
import, if you wish).

1. Make sure that you have EndNote X6 and your research library open.

no

Go to the Electronic Library http://as.exeter.ac.uk/library/resources/e-
resources/elibrary/

Choose General as subject, click ‘Find resources’

In the list click ‘ISI Web of Science’

Click the third tab Web of Science.

Type in a search string. I'll use “Tom and Jerry” in the search window.
Click Search.

You will get a list of all relevant articles. For each useful reference, you can

click on the selection box. You can also select a range of references quickly —
scroll to the Output Records section at the bottom to look for the link to add all
of the displayed records at once, or type a range of record numbers to include.

© N o 0 bk~ w
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Web of Science results:

o r valume: SSUE ages - uBlisne 004
Times Cited: 12 (from Web of Science)

- Aadditional
LCLUSICLN | &) view abstract |

7. Tile Coordination revisited - A constraint handling rule approach
Author(s): Aguilar-Solis, D; Dahl, v
Book Editor(s): Lemaitre, C; Reyes, CA; Gonzalez, JA
Conference: 9th Ibero-American Conference on Artificial Intelligence (IBERAMIA 2004) Location: Puebla, MEXICO Date: NOV 22-26, 2004
Sponsor(s). Microsoft Mexico
Source: ADVANCES IN ARTIFICIAL INTELLIGENCE - IBERAMIA 2004 Book Series: LECTURE NOTES IN ARTIFICIAL INTELLIGENCE Volume: 3315
Fages: 315324 Fublished: 2004
Times Cited: 1 (from Web of Science)

- Additional

LCLUSICLN | &) view abstract |

Title: Scripts for Tom and Jerry: Spanish preschoolers relate cartoons

C“Ck tO add a Autnor(s). Diez-liza, E: Snow, CE; Sole, MR

Book Editor(s): Almaren, M; Barrena, A; Ezeizabarrena, MJ; et al
. Conference: 8th Conference of the International-Association-for-the-Study-of-Child_Language Location: DONOSTIA SAN SEBASTIAN, SPAIN Date

single record

Sponsar(s). Int Assoc Study Child Language
H Source: RESEARCH ON CHILD LANGUAGE ACQUISITION, VOLS 1 AND 2 Pages: 399408 Fublished: 2001
atatime.... Times Cited: 0 (from Web of Science)

- Additional
Information

[ g. Tiie:Meet Tom and Jerry
Author(s): Rouhi, AM
Source: CHEMICAL & ENGINEERING NEWS Velume: 78 Issue: 46 Fages: 33-34 DOL 10.1021/cen-v078n046.p033 Published: NOV 13 2000
Times Cited: 0 (from Web of Science)

- Additional
Information

[ 40. Title: TOM AND JERRY THE MOVIE' . ROMAN,P C“Ck

Authar(s): SHARMAN, LF

Source. SIGHT AND SOUND Volume: 3 Issue: 8 Fages: 54-55 Published: AUG 1993

Times Cited: 0 (from Web of Science) Sa_ve to

Aadaditional
BN onaiion EndNote.
Results: 13 Page[1  |of2 (Ge oI O | P EneaToN Date — newest to oldest |+
Output Records
Step 1: Step 2: Step 3: [How de | export to bibliogrs software?)
@ selected Records on page @ authors, Title, Source [S Save to: [ ENDNOTE® WEB. ENDNOTE® 1 Wrote These Publications JiJ)
L plus Abstract
Save to other Reference Software Save
Qrecoss 0[] P rulimecors [Sax
plus Cited References +v ©

13 records matched your query of the 52,273,674 in the data

View in: TEHAT ST English B A58

ou selected

Or choose an option to select a
group of records.

® 2012 Thomson Reuters | Terms of Use | Privacy Policy

9. Click Save to EndNote.

10.You will see an ISI processing screen, and then be prompted to open the file
using a ‘Direct Export Helper’. Click OK.

RY STARTS HERE

Please wait while your request is processed.
{Mote: Depending on the number of records, this may take a few moments.)

Product: Web of Science

Selected action: Export to Reference Software
Processing 3 records:

3..Done.

the "Export” process does not start automatically, then click "Export.”

Back to Results When you are done exporting the file, click "Back to Results. "

(If a dialog box appears, click the box next to “Do this automatically” and click OK.)

11.The references will be transferred to your library as an imported references
group. Note that the transfer does not include full text.

The newly imported references are displayed in the ‘Imported References’ group AND
added to ‘All References’ in the summary screen, as shown.
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Importing references from Google Scholar

Google Scholar can also be customised to work with EndNote:

You will need to configure Google Scholar to send references to EndNote. Then you
will be able to send references to EndNote by clicking on the "Import into EndNote"
link.

1. Go to the Google Scholar home page at http://scholar.google.com

2. Click on the "settings" link (next to the cog icon in the top far right of the
screen).

3. Under "Bibliography Manager" select the option "Show links to import
citations into" and choose "EndNote" in the drop down box.

4. Click on the "Save Preferences" button.

Follow these steps to import search results into EndNote:

1. After performing a search on Google Scholar click on the "Import into
EndNote" link for the reference you want to import.

2. If you are presented with a window asking if you want to "Open" or "Save" the
file, choose to open the file.

3. If you have an EndNote library already open, the reference will be saved into it.
If not, a "Select a Reference Library" window will appear, use this window to

select the EndNote library you want the reference imported into.


http://scholar.google.com/
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Editing EndNote Library references

Selecting and opening a reference

If you want to work with a reference, first select it. You can then view its contents,
copy, cut, delete, or edit it.

To select a record, you can:

e Click on the reference using the mouse
e Use the arrow keys
e Type the first few letters of the field by which the library has been sorted.

You can then double click on the selected record to open it or drag the selected item
to a group or add a PDF.

After an import you may want to tweak the reference because:

e Title field — all titles in all capital letters or coding instead of punctuation.

e Reference type - may show "Generic" instead of a Newspaper or Journal article. It
won't look right in your bibliography.

e Keywords - you may need to press the Enter key after each keyword to put them
on separate lines, so that EndNote will recognise each separate keyword. You can
also use a semi-colon to separate keywords.

At this stage you can also:
e Check the notes field and delete any information you do not require.

e Manually add useful information such as the viewing date, database name and
vendor

e Ask EndNote to download available full text articles from a limited range of online
sources. (page 10)

¢ Manually download PDFs and drag them to the relevant records (page 11)
e Import PDFs you already have (page 11)
e Manage your references by creating groups to sort them. (page 12)

Close a record by using the Control-W shortcut, or by clicking on the Close button in
the right corner of the grey toolbar.

To go back to showing all the references, click All references in the Groups window.

You can sort references by clicking on a column heading such as Author, Year, or
Title.
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Finding Full Text for a Reference

EndNote can attempt to locate full text files from these sources on the Web (works
best on campus):

e |SI Web of Knowledge Full Text Links

e DOI (Digital Object Identifier)

e PubMed LinkOut — for medical and science resources

If found, EndNote downloads and attaches the files to the references. You can search
for up to 250 records at a time this way.

You may need to turn on the Pubmed search option.

Click the Edit menu.
Click Preferences.
Click Find Full Text.
Click Pubmed LinkOut.
Click OK.

o r w0 N E

To search for the full text:

1. Control-A to select all of the references.

2. Click the References drop down menu

3. Click Find Full Text, then Find Full Text again.
4. Click OK to accept the copyright warning

10
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The Find Full text in the Groups pane reports the progress of the search. If
EndNote cannot find the full text file, it will sometimes be able to attach the URL of
the provider's Web page for the article for easier future access. EndNote will attach
any found full text.

&% EndNote X6 - [arabic-Saved.enl]

‘6‘@ G | Hervard Inti ) Press-Politics

®) Fie Edit References Groups Tools Window Help

-PEaf 2E L ENED OO

My Library |
W Al References.
D syncstatus...
EUnfied @
£ Trash @
My Groups (0]
& Find Full Text
[El Found PDF (6]
[ Mot found (26)

o & Author

®

Al-Anzi, Fawaz S.
Al-Sweel, A. Aziz...
Arberry, AJ. -
Bulliet, Richard W.
Cheikh, Nadia M...

Year
2001
1987
1992
1987
2010
1994
2011
1985

... 2001

2004
2002

Title

‘Sentential Count Rules for Arabic Language
Verbal and Nominal Forms of Najdi Arabic

An introduction to the history of Sifism : the ...
Medieval Arabic Tarsh: A Forgotten Chapter in...
The gendering of death in "Kitab al-Igd al-farid
The Syntactic Analysis of Arabic by Machine

Emphasis Spread in Arabic and Grounded Phonology
Arabic Hypocoristics and the Status of the Co...
The Effects of Teaching Spoken Arabic on Students' ...
The St Philosophy in the Twentie...

An early palimpsest scroll of the Book of Kings...
‘Case and Proto-Arabic, Part IT

n of All Orphans
Arabik i

Gender, Identity, and the Political Economy of Langu....
The Directionality of Emphasis Spread in Arabic
An approach to pre-Islamic poetry in the light...
Prosedy and the Initial Formation of Classical ...

Full text PDF
attachment at
reference

P -+ F Show Search Panel
Journal nce | preview fiTang-2006-Arithmetic szessm.pdl‘ g « »r =
comput |, = -
anthrop O - L 2 @ O &= -

EEFX

~

Arithmetic processing in the brain shaped by cultures

Showing 27 of 27 references.

[I=] tayout -

Manually adding full text articles and other attachments

11

If EndNote cannot automatically retrieve the full text you can manually save the full

text from databases to the desktop of your computer, and then add the PDFs and

other file types into the record.

=l A

Select the record by clicking on it
Press Control-Alt-A

Find the PDF or other format file on your computer

Click Open. The file will be attached to your EndNote reference and library.

Note: if you attach Word or Excel files, please be aware that EndNote makes a copy of
the original file and adds it to the DATA folder. Any changes made to the original file
will not be saved to the copy in the DATA folder. Do not attach files that you haven'’t

finished modifying.

11
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Importing PDFs from your files

EndNote X6 can also import folders of PDFs you already have and attempt to find the
bibliographic (publication) information for the more recently published articles. This will
only work with PDFs created with current forms of software and where the publishers
have embedded bibliographic data.

To import a folder of saved PDFs:

Open your EndNote library.
Click on File.

Click on Import.

Click on Folder.

Import Options > PDF should already be selected. If not, use the dropdown

o Hr w D oE

menu to select PDF or Folder

6. Check the Duplicates option. Select your preference.

7. Click Choose

8. Find the folder of PDFs and click on it.

9. Click OK.

10.Click Import

11.Any PDFs with embedded DOI data will be imported to new records with basic
bibliographic data.

12. All others will be added to individual default journal article records and the file
name of the PDF will be listed in the title field. You will need to manually add

bibliographic data for those references.

If you choose to import duplicates to a duplicate library, EndNote will create one and
report the number of standard and duplicate imports. Note that after transfer, EndNote
may display the duplicate library — it is important to check the library’s file name at the
top of the screen.

Opening attached files

1. Select the record or hold down the control key to click and select several
references.

2. Click the References dropdown menu.

3. Click File Attachments.

4. Click Open file.

12
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Managing your references: Creating groups

Groups make it easy to organise a large library into folders or subsets for later
access. You might want to create a group to gather the research materials for a
particular assignment or journal article. Some researchers use groups to collect
resources for each chapter in their thesis.

Tip: Create a group to collect any imported items that you do not currently have in
print or electronic full text in your research collection. This will make it easier to
identify items that need to be obtained by interlibrary loan.

Click the Groups dropdown menu.

Click on Create group.

Call the new group Need full text and hit Enter.

Click the Not Found group that resulted from the Find Full Text search.
Control-A to select all of the references if they aren’t already highlighted.

Scroll to the bottom of the summary screen.

N o gk~ wbd R

You can add the highlighted references to the group in a number of ways:

a. Drag and drop them onto the group Find Full Text.

b. Click the Groups dropdown menu, click Add References To, and select

the group Find Full Text.

c. Right click on a selected item, click Add References To, and select the

group Find Full Text.
8. Click on the group name to see its contents.

Notes:

e You can add a reference to a particular group only once. However, you can add

that reference to any number of groups.

e Deleting a reference from a custom group does not delete it from the library.

e Deleting a reference from a library also deletes it from all groups in that library.

13
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Backing up your library and attachments
EndNote on more than one computer
If you want to use EndNote X6 on more than one computer:

Create a Research directory on a USB Flash Drive
Keep your current Word files, PDFs and EndNote library in that directory.
Copy the working files to the computer you will be using.

w0 DnhPE

Copy them back to the Research directory on your flash drive when finished.

You can then copy that entire directory to a CD or DVD to back all of your research up.

Using the files on the USB prevents accidents like over-writing the most recent library
with an older one, and stops you from “breaking” links between EndNote and Word
files.

Create a compressed file

You can create a backup of your library and attachments by clicking

1. Click the File dropdown menu

2. Click Compressed library

3. The default settings will back up all of your references and attachments. Click
Next

4. Click Save.

The created file (.enlx extension) can be emailed or saved to a flash drive as a
backup.

Back up to EndNote Web

You can also use the web version of EndNote (ENW). You would typically use ENW in
the following ways, syncing with ONE library for a 1:1 desktop:web set up.

Any changes made in ENW will affect the desktop version and vice versa. ENW is
used:

. as a backup

. as a way to accesses all your references when you are away from your
main machine but have access to the internet

. as a way to record new references when you are out and about and transfer
them back to your main machine

. if you are working from a PC that doesn’t have EndNote installed

14
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Keep in mind ENW has a more limited functionality. With X6 you can synchronise your
EndNote Library with Your EndNote Web Library. To do this, you must register on
ENW — (you may have to install an update before you can use ENW):

1. Click on the sync button:

¥
L

*\'; |“$ Annotated - [+ ‘Q‘ ) é}o P

2. A dialog box will appear:

£ >

Using an EndMote Web account makes it easy to keep vour EndMote library in
sync. more informaton

If yvou don't have an EndMote Web account or aren't sure, then dick Sign Up.

EndMote Web Account Credentials
E-mail Address:
Password:

Forgot Password

—c— T

1. Click the Sign Up button to go to a User Registration dialog.

2. Enter an e-mail address in the User Registration dialog. Retype your e-mail
address, and then click the Continue button.

3. Enter your personal information in the required fields on the next User
Registration form. For example, enter your name, a password, and a title.

4. Select the appropriate radio button to Opt in or Opt out for e-mail
communication.

5. Click the | Agree button indicating that you agree to the Terms and Conditions.

You do not have to enter your e-mail address and password each time you sync your
references between EndNote and EndNote Web.

* You can update your EndNote library with your EndNote Web library whenever you
open or close your default EndNote library.

* You can have EndNote automatically begin the Sync process every 15, 30, or 60
minutes (or manually if you prefer).

To access Sync Preference, go to the Edit menu, select Preferences, and then
click Sync in the list of preferences.

15
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Using EndNote with Word 2010 : Output styles.

An output/bibliographic/referencing style determines how the selected reference
will be formatted and displayed in Word. Please check with your department to see if
there is a preferred style. EndNote X6 has 5,000 included styles.

Activating a style within EndNote:
1. Click the Style drop down menu (the drop-down box in the top left).

2. Click Select another style.
3. Scroll through and click the style you wish to activate.
4. Click Choose. The style is now available and active within EndNote.

Activating a style within Word 2010:
1. Start Microsoft Word 2010.

2. Open a new document.

3. When you install EndNote X6 onto your computer, it automatically adds the
necessary EndNote tab to the tools in your Word 2010 software. Click on the
EndNote X6 tab.

4. Click the Style drop down menu.

CIIR™ e R N Endnotelmages.docx - Microsoft Word
Home Insert Page Layout References Mailings Review View EndMote Xo

_:@\ EM Go to EndMote Style: Harvard Intl J Press-Folitics 'T' * Export to EndMote -
N _zf Edit & Manage Citation(s} = Upd| Select Another Style.., ‘gB Preferences
Cit[:tsie.; ~ y# Edit Library Reference(s) = Com f';T';tt::Ed ? EndNote Help
Citations o Tools

Author-Date

Chicago 16th A

Harvard Intl J Press-Politics
MHRA

Mumbered

Show All Fields

Turabian Bibliography
Vancouver

5. Click Select another style.
6. Click the ‘Name’ or ‘Category’ headers to sort the styles alphabetically.

7. Click the first style, then type the first couple of letters of the style name to jump
down the list.

8. Type e.g. amer

9. Click the style you wish to activate. For this example, find and click on Amer
Economic Review.

10.Click OK.

If you need to change the style of your bibliography at a later date, use the Style
section of the EndNote X6 tab to choose an active style or activate a new one.
EndNote X6 and Word 2010 will automatically reformat your document.

16
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Inserting citations into the text

Word and EndNote can work together so that you can create a Word document with
correctly formatted citations and a bibliography. This feature is called Cite While You
Write (CWYW).

You will be able to concentrate on writing your essay or thesis, with the knowledge
that EndNote will handle the correct punctuation and formatting of your references.

1. Make sure the EndNote library that contains the references you wish to cite is
open. For the example and exercise below, we will use our sample library.

Open a new Microsoft Word 2010 document.

3. Type in the following code to generate some random sentences we can work
with:
=rand(2,5)

Press Enter.
5. Click at the end of the first sentence.

EndNote allows you to insert references in a number of ways. If you are comfortable

switching between screens using Alt-Tab, you can also select an item from EndNote’s

summary screen and use the Insert Citation icon to drop the reference into the

Word document.

You can also use the EndNote X6 tab of the tools ribbon.

6. Click on the magnifying glass icon above ‘Insert Citation’

- | = Document2 - Microsoft Word
Home Insert Page Layout References Mailings Review View EndMote Xa
M Go to EndMote Style: Harvard Intl J Press-Politics - =] Export to EndMote =
¥ Edit & Manage Citation(s) = Update Citations and Biblicgraphy 3:9 Preferences
Citation - g_/ Edit Libbrary Reference(s) 3_1' Convert Citations and Bibliography ~ ? EndMote Help
Citations Eibliography Tools
Find Citation ||-2-|-1-|-E-|-1-I|-2-|I-E-|-|4| 1 6+ 1 ‘|I-| S 110

Search EndMote libraries to find and
insert citations in your Word
document.

{7 EndMote Cite While You Write
Press F1 for add-in help.
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EndNote displays a Find & Insert My References dialog window.

1 | wordsio | G Engiish (UK) | IEFT 2% ) ) o

Page: 1 of

Type an author's last name, keyword or year into the "Search for" box. For

this example, type sonar and click Search.

EndNote compares the identifying text to your EndNote references and then lists the
matching references. When multiple references match the search, they are listed so
you can identify, highlight, and insert the appropriate reference.

10.

11.

Click on a reference to select it. If several papers might be relevant for an in-text
citation, hold down the Ctrl key and click on the references you wish to cite.
Click Insert. A single reference will be inserted into the text within its own
bracket; multiple references will be inserted into a bracket, sorted according to
your chosen output style, which will be discussed later.

Once the bibliography has been generated, the in-text citation will list the papers
in an order specified by your output style.

Keep their EndNote libraries and Word documents in the same file.

Do not move this file out of that directory later. You may break the links between
EndNote and Word and strange things may happen to your bibliography and in-

text references.

18
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You can quickly customise a formatted citation's appearance by:

e moving the author name out of the brackets
¢ hiding the author name or date
e or hiding the in-text reference completely

To do this:

1. Right-click on the citation to select it.
2. Scroll down the pop-up menu to Edit Citation.
3. Click on the option you need.

Adding text and pagination

You may wish to modify citations to add pagination details or "see also" references.

The following modifications are available:

Sample Bender's discovery (Bender, 2004)
citation
Prefix Add preceding text, such as "Cited in " Make sure you

leave a space after the text
e.g. the discovery (as cited in Bender, 2004)
e.g. the discovery (see Bender, 2004)

Suffix Adds following text. Use this to add page numbers after
the citation. Make sure you put a space before the
text

e.g. the discovery (Bender, 2004 p.4)

Pages This field does not work with all output templates. We
recommend you use the Suffix modification instead.

To customise a formatted citation by adding a prefix, suffix or page numbers, or to
modify several citations:

1. Click on the citation to select it.
Click on Edit & Manage Citation(s) in the Word EndNote toolbar.

The Edit & Manage Citations dialog box will be displayed. All the citations
within the document will be listed. Click the citation you want to customise.

4. Customise the citation as needed. If you wish to change one reference within
a group, make sure you click on the correct reference from the list in the “Edit
& Manage Citations” window first, to ensure you change the correct reference.

5. Click OK.
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Deleting Citations safely
(i.e. How not to corrupt your Word files with one easy keystroke!)

Please do NOT delete unwanted citations by highlighting them and hitting the delete
key in Word. While doing so does remove the unwanted citation’s text, it leaves all of
the “behind the scenes” coding that allows EndNote X6 and Word to work together.
This orphaned code can cause all sorts of problems later, including citations appearing
out of order, and is hard to fix.

If you wish to remove a citation properly:

1. In your Word Document Click on the citation to select it.
2. Click on Edit & Manage Citation(s) in the Word EndNote toolbar.

3. The Edit & Manage Citations dialog box will be displayed. All the citations
within the document will be listed. Click the Edit Reference dropdown arrow
next to the citation you want to delete

4. Click Remove Citation.
5. Click OK.

J ﬂT THE TOM AND JERRY STORY.d = o
“ | This is the only safe way to

remove EndNote references.

" Style: - € -
W E— | B R Do NOT use the delete key
- Edit & Manage Citation(s) | §-¢ Update Citations and Bibliography 2 Preferences

i |
Citation = g,g Edit Library Reference(s) é} Convert Citations and Bibliography - ? EndMNote Help In Word
itati EBibliography ]

File Home Insert Page Layout References Mailings Review View EndNote X8

oozing jam.

The kitchen battle wages on, its final outcome unknown to the participants. But to the people
watching in the warm darkness of the theater, there is little doubt as to the identity of the victor - it

will be the little mouse._

Forthe cat and mouse are Tomand Jerry, and this, of course is a Tom & Jerry cartoon.

EndNote X6 Edit & Manage Citations
Citation Count | Library
(Rouhi, 2000)
I rouhi, 2000 #142 Sample_Library_X5

artoons still

Edif. REIEIENCE,
Edit Library Reference
Find Reference Updates...

P — (2 rred i
Remove Citation
Nsert Litaton

Update from My Library...

around

s anxious to
sion, mouse;

d or

Edit Citation | Reference |
n lotin

ng

paint girls,

Prefix: |

suffi: |

][ Cancel ][ Help ]

Totals: 1 Citation Group, 1 Citation, 1Reference

ROUHI, A. M. 2000. Meet Tom and lerry. Chemical & Engineering News, 78, 33-34.
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Cite While You Write: an exercise

10.

11.

12.

13.

Open the EndNote library that contains the references you wish to cite. We will

use our new library.
Open a new Microsoft Word 2010 document.

Type in the following code to generate some random sentences we can work
with:

=rand(2,6)
Press Enter.
Click at the end of the first sentence.
Add an in-text citation to the end of the sentence.
Edit the citation and hide the author’s name from the brackets.
Add a different citation at the end of another sentence.
Safely and correctly remove the citation — don’t hit the delete button!

Add another citation within a sentence. Highlight and drag the reference to a
different part of the document. (Moving citations within the same document will

not corrupt the document.)
Edit the citation to add a page number.
Edit the citation to hide the publication year.

Activate a new style of your choice within Word
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Where can | get further help with EndNote?

TIP: First make sure you have updated your EndNote X6 software with the latest
patch as this may resolve your problem. Within EndNote, click Help > EndNote
Program Update

Exeter University Library’s Reference Software pages: look here for further
information on EndNote Web and also for access to our Researcher’s guide (more
advanced use of EndNote)
http://as.exeter.ac.uk/library/using/help/general/informationskills/referencingsoftware/

ELE : Library and Research skills = Referencing
http://www.exeter.ac.uk/libraryexpert

The EndNote website:

http://www.EndNote.com

You can download thousands of output styles, import filters and templates from this
website as well as view online tutorials.

EndNote discussion forum:
http://forums.thomsonscientific.com/ts/?category.id=EndNote

EndNote Official Support email:
Support@adeptscience.co.uk

EndNote Official FAQs:
http://endnote.com/support/fags
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