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Introduction to EndNote X7

What is EndNote X7?

EndNote is a reference management tool which helps you to save and manage bibliographic
references. EndNote X7 enables you to organise references into separate libraries and into smaller
groups within each library. It can store copies of files with your references (e.g. .PDF, TIFF, HTML,
XLSX, MP3 documents), so you can take all of your research with you in one easy package. EndNote
X7 will display your references in the reference style of your choice (e.g. APA 6), and will format your
research papers for you, placing references and footnotes where necessary, compiling a bibliography
as you reference. EndNote can also be used as a search interface to some databases and library
catalogues, and can be used collaboratively with other researchers with the EndNote Online version.

The University of Tasmania has purchased an institution-wide license to the software that allows all
current staff and students to use the software. EndNote X7 is the latest version that is supported by the
University of Tasmania Library.

You can download EndNote from the EndNote subject guide http://utas.libguides.com/endnote

Before you start

This document uses the word ‘reference’ (or references) when referring to a record in an EndNote
library. This follows the convention used in the EndNote software.

The terms ‘reference’ and ‘citation’ can be used interchangeably, and you may find people use either
term, or both.

A citation can be broadly defined as a reference to a published or unpublished source. In other words, a
citation is a record in your EndNote library which contains information that refers to a journal article, a
book, a picture, song, musical score, or any other published or unpublished item.

A citation style refers to the way reference information is displayed in a written document. For example,
APA 6th is a citation style which has rules governing how citations should be formatted in a written
document.
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1. EndNote Libraries

1.1 Creating an EndNote X7 Library

1. Open EndNote X7 - either displays a grey screen, ready to create a library, or may create a default
library with the title My EndNote Library

2. Go to the top menu on your screen — select File > New

3. Name and save this library to your preferred location and select <Save>

Please note: A .Data folder will be automatically created when you create a new EndNote library. It
will have the same name as your library with a .Data extension. This folder is part of the
library, and any images or files you insert into your library will be stored in the .Data

folder.
i

T =

If you shift your EndNote library .enl file to another computer location or device, the .Data
folder must also be shifted

Take note of the different areas of the screen. Menus, toolbar, reference list section and reference
preview and search sections, which are all empty at the moment.

EndNote X7 Home Screen

After your EndNote Library has been created, but before it has content, your EndNote page should look
similar to this:

& My EndNote Library.enl == ol =<
@g G2 | Annotated - ‘ SEQf e @ x| ) ZZ}‘ é‘ e‘ Quick Search £ - ¥ showSearch Panel
Mylibrary || e & Author ~ Vear  Title Rating  nce | Previev f) 4 b %
3 Trash © No References Selected
=~ My Groups
& Find Full Text EndNote display area
with tabs
o preview of a selected
reference in a given
style
o full reference display
for easy editing
E.ndNOFe My o view attached .PDF
Library” display EndNote display area will document on a
area, including show the references added L reference
groups to your library Bt 7)o attach a document
from your computer to

a reference
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1.2 Open an Existing EndNote Library

Once the library has been created and saved, EndNote will remember that the library exists. When you
restart EndNote, your last opened EndNote library will automatically open.

If you need to open an existing library

e  From the File menu, select Open. The saved library's file name should be displayed in the
submenu
If the library is not displayed, select Open Library and locate the library file on your computer

1.2.1 Setyour library to open automatically

When EndNote is opened, you can have your preferred library to open automatically.
Open the library or libraries you would like to open automatically

From the Edit menu, select Preferences

In the left side of the EndNote Preferences window, click on Libraries

From the drop down menu, select Open the specified libraries

Click on the Add Open Libraries button to add all open libraries to the list
Click on OK

1.3 Saving and Backing-Up an EndNote Library

It is good practice to make regular backup copies of your EndNote library. It is useful to save a copy
onto a mobile storage device such as a USB drive.

e  From the File menu, select Save a Copy...

e  Select the location where you want the copy to be stored, such as a removable disk
e The filename will be given the default addition, Copy

e Save as type option should be .enl

e C(Clickon OK

You should have a copy of your EndNote library and its .Data file saved
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2. Manually Adding References to Your Library

2.1 Typing a New Reference

e Select menu References > New Reference (or Ctrl + N), or click on the © icon in the
EndNote X7 toolbar

e  Select the reference type you wish to add from the Reference Type drop-down list (e.g. book,
journal article) and create a simple record

& New Reference
% Reference @éttachéd PDFs g
" | : —
; 1 7 ‘ﬂ‘ '{&\ &| %7 | Plain Font - painsze - | B ] U |P A' A, = Aa -
v 3 At |
Reference Type:IJoumal Article v
Rating
Author
Year
Title
Journal
Volume
Issue

e Close the ‘New Reference’ window, and you will be prompted to save changes, to reveal your
EndNote X7 library, which now includes your new reference

Please Note: The use of capital letters for article and chapter titles, book and journal titles, will depend
on the citation style used by your school, supervisor or publication. EndNote does not
always change the way you use capital letters so you must learn to recognise your
chosen style elements. Click the Preview tab to check layout.

2.1.1 Personal Author and Organisation names

Personal Authors

There is more than one way of entering personal author names

e type family name first, followed by a comma and then the given name, e.g. Mathews, Christine
e type the given name followed by the family name, e.g. Christine Mathews.
e separate initials with a space or full stop, e.g. Mathews, C.O. or Mathews, C O

For more than one author - Add each extra author on a new line. Press Enter after typing an author's
name so that each author appears on a separate line.
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Organisation Names

e Add a government or organisational author followed by a comma — this keeps words in order,

e.g. Apple Computer Inc., or

Ministry of Education,

e Use two commas for part of an organisation, e.g. World Trade Organisation,, Geneva

2.2 Editing a Reference in a Library

e Double-click the reference in your library to reveal the full details to alter or add new details. You will
be prompted to save the changes when you exit from the reference screen

Reference (Quick Edit) tab

e  From your EndNote library, highlight the reference you wish to edit
e Click on the Reference tab to reveal the reference details pane to alter or add new details
e Click outside this pane to be prompted to save the changes

@ Fleas.enl [S=]r=]
[Bﬁ [ ‘ Annotated v 1 B q‘r\ Qf 2s ‘ 7 | * D 73}| e[ o‘ Quick Search £+ ¥ Show Search Panel
Mylibrary ||e & Author = Year  Title Rating Journal Reterence | Preview "B 1
° Baker, R.T.; Bev... 2001 i of ials for fleas (Pygic hoplia) Journal of Z o »
Unfiled ) | ® Blagburn, Byron... 2010  Effects of orally administered spinosad (Comfortis®) in dogs on ad... Veterinary || € ~ T
P o|°® Bush, S.E; Villa,.. 2012 Influence of bill and foot morphology on the ectoparasites of barn... Journal of F || Rating
o Carli, E; Trotta, ... 2012 Cytauxzoon sp infection in the first endemic focus described in do... Veterinary * %
=~ My Groups o Chomel, B.B.;H.. 2009 Dogs are more permissive than cats or guinea pigs to experiment... Veterinary || Author
° Cox, R.; Stewart,... 1999 The ectoparasites of the European badger, Meles meles, and the b... Journal of I || Lappin, M. R. L
& Find Full Text o Flux, John E.C. 1993  Relative effect of cats, myxomatosis, traditional control, or comp... New Zealar || Hawley, J.
° Huang, D.; Engel... 2012  Diverse transitional giant fleas from the Mesozoic era of China Nature Year
Lappin, M. R; Ha... 2009 Presence of Bartonella species and Rickettsia species DNA in the bloo... ¥ Veterinary D || 2009
o Marquez, . J.; M... 2009 Detection and identification of Bartonella sp in fleas from carnivo... Medical anc || Title i
9 McCoy. C; Broce.. 2008  Fleablood feeding patterns in cats treated with oral nitenpyram a... Veterinary || Presence of Bartonella species and
®  Mokhtar, A.S;T.. 2011  Short Report: Molecular Detection of Rickettsia felis, B lla h... American Js || Rickettsia species DNA in the blood,
5 2 & 3t : 5 T : oral cavity, skin and claw beds of cats
o Rahbari, S.; Nabi... 2008 Flea infestation in farm animals and its health implication Iranian Jour || ;. the United States
o Roberts, Mere 1991  The parasites of the polynesian rat within and beyond new zealand Internation ||\
° I}oberts. M 1991  The parasites of the Polynesian rat within and beyond New Zealand Internation || yeterin. ary Dermatology
o Slapeta, Jan; Kin... 2011 The cat flea (Ctenocephalides f. felis) is the dominant flea on dom... Veterinary Valass
® Smit, . G. A. 1979  The fleas of New Zealand (Siphonapter) Journalof t || 5y
o Stewart, P.D.; M... 2003 Badgers and badger fleas: Strategies and counter-strategies Ethology Tsiia
® Tsai, Y.L;Lin,C... 2011  Bartonella Infection in Shelter Cats and Dogs and Their Ectoparasi... Vector-Bor || 5 6
o Xhaxhiu, D.; Kusi... 2009 Ectoparasites of dogs and cats in Albania Parasitolog Pages
509-514
Start Page
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2.2.1 Find Reference Updates

EndNote will search the www for references in order to update incomplete references in your library.
The EndNote supplied reference and your incomplete reference will be displayed next to each other for
comparison. Differences will be highlighted in the records and the data can be inserted into the
incomplete reference.

o Highlight the reference or references in your library to be updated

e From the References dropdown menu, select Find Reference Updates

e EndNote will retrieve an alternative matching reference in which to select information to update
your reference. The EndNote retrieved reference is in the left hand pane, and your reference is in
the right hand pane

@) Review Available Updates - [McCoy, 2008 #8] ‘,8 ]

The available updates are shown on the left and highlighted in blue. "Update All Fields” copies every updated field from the Available Updates to My Reference, replacing
anything already existing in the field(s) in My Reference. "Update Empty Fields” copies available updates only when the corresponding field in My Reference is blank. Text can
also be manually copied and pasted into fields.

Available Updates My Reference
Rating A Rating =
= Update All Fields -> * =
o [pcee Enoty > ] | ey '
McCoy, C. Update Empty Fields > McCoy, C.
Broce, A. B. Broce, A. B.
Dryden, M. W. Dryden, M. W.
Year Year
2008 2008
Title Title
Flea blood feeding patterns in cats treated with oral Flea blood feeding patterns in cats treated with oral
nitenpyram and the topical insecticides imidacloprid, nitenpyram and the topical insecticides imidacloprid,
fipronil and selamectin fipronil and selamectin
Journal Journal
Vet Parasitol Veterinary Parasitology
Volume Volume
156 - 156 -
Reference Type: Journal Article Save odates Skin

e You can select all the variant information into your reference, or update the empty fields, or select
pieces of information and paste into your reference

2.3 Attaching Full-Text Documents

2.3.1 Find Full Text

EndNote will attempt to locate the full-text files of literature from data stored in the references of your
library. EndNote uses the information from the URL, DOI, ISSN fields of a reference. The full-text
document is placed in the accompanying .DATA folder for your library, a paper clip icon is added to the
attachment column for the reference, and a full-text icon is inserted into the reference.

e Forthe Find Full Text feature to work in the university setting, you need to add pathways for proxy
servers and authentications into your EndNote preferences. See the UTAS Library’s EndNote
subject guide for further information  http://utas.libquides.com/endnote
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Retrieving full text documents

EndNote can search and retrieve full text documents for up to 1,000 references in your library at one
time.

Check the references in your library and remove any unwanted data in the DOI, URL, ISSN fields

Check that you are working in the Local Library g or Integrated Library and Online Search
mode |

<

Highlight the reference or references that you require full text document retrieval
From the References dropdown menu, select Find Full Text, and select Find Full Text...
(Alternatively, right click on an individual reference and select Find Full Text from the menu)

If you are displayed the File Download Warning screen, click on the Cancel button

In the left hand pane the progress and success of the search is recorded in temporary groups
under the Find Full Text heading (Searching..., Found PDF, Found URL, Not found).

2.3.2 Manually attaching full text documents

If the search did not find full text documents for references, you will need to locate the full text
document, and attach the document to the EndNote reference.

e  From the opened reference in your library, click on the empty File Attachments field

e From the References drop down menu, select File Attachments > Attach File

e Locate your full text document on your computer and click the Open button

e The full text document will be attached to your reference, and a copy of the document will be
added to your .Data folder

If you maintain a print collection of documents, use the EndNote record number on the references as a
filing system for your printed documents

To display the record number in your library references window

Edit dropdown menu > Preferences... > Display Fields option > Choose a column and select Record
Number from the dropdown menu

3. Creating References from .PDF Documents

If you have saved .pdf documents on your computer or device, EndNote can detect the Digital Object
identifier (DOI) from a .pdf document and find citation details to create an EndNote reference. A copy of
the .pdf document will also be attached to the reference. If you have more than one .pdf document,
create a folder and place these .pdf documents into the folder. EndNote will ook at a folder of .pdf
documents and create references for each document.

EndNote X7 Introductory Guide for PC Users 9



To create a reference in your EndNote Library from a .pdf

e  From the File dropdown menu, select Import dropdown list, and select File (for a single .pdf) or
Folder (for a collection of .pdfs). An Import Folder window appears

EN] Fleas
Y W - - |5 & 6 @ ) 2] % | Quick search .
w® G| e FQf 1€ 9 NED = @ £ ¥ sm
| My Library ’ » & Author : Year Title Rating Journal A

B All References )] | © Bates, Peter 2012 External Parasites of Small Ruminants [electro...

- - o Blagburn, Byron ... 2010 Effects of orally administered spinosad (Comfo... Veterinary Parasitol

Unfiled (70) Y P vy

§§ Trash © 9 British Museum ... 1953  Anillustrated catalogue of the Rothschild colle...

ras ® Buckley, Julie A; PP P P S S R x—"“

= My Groups > Bush, S. E; Villa, Import Folder : Journal of Parasitology
o Byrne, Joseph

=)~ Find Full Text o Byrne, Joseph P, fmport Folder: IC: \Users\lan\Desktop\Readings\ ‘Choose, o ‘ Health and Wellness in
0 Carli, E.; Trotta, - Veterinary Parasitology
® Chomel, B. B.; H [ induude files in subfolders Veterinary Research
o Conover, Micha ["] create a Group Set for this import
o Cooke, Brian D¢
® Corradetti, Augl | mport Option: PDF 4
o Cortazzi, Hugh - Bloomsbury Academic (
2 Cox, R.; Stewari Duplicates: Hpoc ¥ Journal of Insect Behav
o De Meillon, Bot. ANARE reports. Series |
® Dhang, P. Import Cancel
o Farrar, Jeremy;
-

Farrar, Jeremy; ... Manson's tropical diseases

Under Import Folder: locate the .pdf document or folder on your computer

Click the checkbox Include files in subfolders if the documents are inside other folders
Optional to make a Group set by clicking on the checkbox, Create a Group Set for this import
Under Import Option: select PDF

Click on the Import button

Please Note: The amount of information extracted from the PDF is dependent upon the amount of
information put in the PDF when it was created. Sometimes you will only get a reference
without an abstract in your library. If you get a reference in your library with a title in <
then the search for reference details was unsuccessful. It is advisable to delete this
reference.

Vv

4. References from Databases

Records from databases can be transferred to an EndNote Library by 3 different methods, depending
upon the features of the database or library catalogue. These methods are Direct Export, Filters, or
Connections.

4.1 Direct Export

Many databases allow marked records to be exported directly from the database into your EndNote
library. Most databases allow multiple records to be exported at the same time, while some databases
such as Google Scholar allow single records only. The exporting of references is seamless without you
needing to save database records to a text file and knowing what EndNote filter to use. EndNote
automatically selects the filter to use.
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Most of the UTAS Library subscription databases now support direct export including:

e SciVerse Scopus

Web of Science (e.g. Web of Science Core Collection, CAB Abstracts, Inspec)
ProQuest (e.g. ASFA, ERIC)

Science Direct (Elsevier)

Engineering Village (e.g. Compendex, GeoBase, GeoRef)

Informit (e.g. A"Education, APA-Fulltext etc.)

Ebsco (e.g. Business Source Premier; CINAHL)

IEEE Xplore

UTAS Library MegaSearch (Ebsco)

4.1.1 Direct export from Web of Science databases

There are two methods of exporting records in Web of Science databases; records imported from a
single results page at a time, or creating a marked list of records to import.

Option 1 (To export records page by page)

e Perform a search within a Web of Science database

e  Mark the records you require by clicking on the checkbox next to the record

e Click on the arrow next to the button labelled Save to EndNote online, and select Save to
EndNote desktop from the dropdown menu

[ Select Page { = | Save to EndNote online ~ \ Add to Marked List
Save to EndNote online
Save to EndNote desktop

M 1 Akathisia in association \ ralitis relapse and opercular syndrome in
P y
children Save to ResearcherlD - | wrote {

By: Kocak, Ozan; Yarar, Cosk Save to Other File Formats
BRAIN & DEVELOPMENT Volume: 36 lssue: 2 Pages: 167-170 Published: FEB 2014

Full Text View Abstract

2 A Syndrome of Bilateral Symmetrical Basal Ganglia Lesions in Diabetic Dialysis Patients

By: Finelli, Pasquale F.; Singh, Joseph U.
AMERICAN JOURNAL OF KIDNEY DISEASES “olume: B3 Issue: 2 Pages: 286-288 Published: FEB 2014

Full Text View Abstract

e A Send to EndNote window appears
e From the Record Content: dropdown menu, select the level of information you want added to
your references, such as Full Record and click Send button

Send to EndNote

3 records selected
Author, Title, Source
Record Content: v Author, Title, Source, Abstract B
Full Record
Full Record and Cited References

e If you are displayed a File Download window, your references should be automatically imported
into your EndNote Library (you may have to click the button Allow to accept changes by programs)

e If you are prompted with a Opening Savedrecs.ciw window, ensure the button is selected for
Open with: ResearchSoft Direct Export Helper (default) and click the OK button
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e Your references will be imported into your open EndNote library. If EndNote is not open, EndNote
will be activated and you may be required to Select a Reference Library. Your database records
should now be displayed in EndNote.

Option 2 (To export records from various results pages using the MARKED LIST)

Perform a search within a Web of Science database

Mark the records you require by clicking on the checkbox next to the record

Click on Add to Marked List button

Continue searching and marking records and Adding to Marked List on other pages of records
When finished marking records, click on the Marked List button at the top right of screen

My Tools + Search History = Marked List

On the Marked List page

Click on the checkboxes for the information you want downloaded into your EndNote library

e Click on the arrow next to the button labelled Save to EndNote online, and select Save to
EndNote desktop from the dropdown menu

e Ifyou are displayed a File Download window, your references should be automatically imported
into your EndNote Library (you may have to click the button Allow to accept changes by programs)

e If you are prompted with a Opening Savedrecs.ciw window, ensure the button is selected for
Open with: ResearchSoft Direct Export Helper (default) and click the OK button

e Your references will be imported into your open EndNote library. If EndNote is not open, EndNote

will be activated and you may be required to Select a Reference Library. Your database records
should now be displayed in EndNote.

Check the individual references to ensure data has been imported correctly. Minor corrections can be
made by cut and paste.

4.2 Filters

EndNote Import Filters are used in the process of importing database search results into EndNote. A
filter interprets each piece of text within the fields of a record and places it in the correct EndNote library
field. To successfully import records from a saved database search into EndNote, the correct filter is
required. The EndNote software that you download comes with a selection of import filters for
databases from a variety of database providers. Not many UTAS Library subscribed databases require
the filter method of importing references, but other library catalogues and free www databases may
require it.

It is important to note the name of the database that you are using and the name of the provider of the
database. As database retrieval software improves, more databases are shifting from filters to direct
export.
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Databases that use a filter are:

e PubMed (Medline — Alternatively use PubMed’s direct export option)
o Anthropological Index Online

4.2.1 PubMed (Medline) database
In PubMed...

e Perform a search
e  Click on the checkboxes to mark the desired citations you want to save.
e Click on the Send to: link at the top of the results list of citations

¢ Inthe Choose Destination section of the window, click on the menu option File (If you wish to
continue selecting references from subsequent pages of results, leave this window and come
back to the Send to: link later)

e  After choosing the destination, from the Format menu select the option Medline

o Atextfile is created called Pubmed_results.txt in your Downloads folder of the www browser

Choose Destination

(s)File Clipboard
Collections E-mail
Order My Bibliography

Citation manager

Download 4 items.

Format
MEDLINE H

Sort by
Recently Added =

Create File

In EndNote ...

e  Ensure that your EndNote library is open
e
An Import File dialogue window is opened.

e Click the Choose File button
e Select the Pubmed_results.txt file of citations you saved

e  Click the down arrow icon, or select Import from the File menu.

EndNote X7 Introductory Guide for PC Users
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e  From the Import Option dropdown menu, select the PubMed (NLM) filter. If the filter is not listed,
click on Other Filters..., select PubMed (NLM) from the list of filters and click on the Choose
button

e  From the Duplicates dropdown menu, select Discard Duplicates or Import All
¢ Inthe Text Translation box, select No Translation

e  (Click on the Import button

Import File ? IES
Import File: Ipubmed.txt Choose...
Import Option: PubMed (NLM) v, .—— | Choose the correct
Duplicates: Discard Duplicates v filter from the list of
Text Translation: No Translation v Other Filters...
LImpT} Cancel

e Your database records should now be loaded into your open EndNote library. If you don’t have an
EndNote Library open, EndNote will be activated and the records will be loaded into the library you
last had opened.

4.3 Connection Files

Library catalogues and some databases are searchable from within EndNote. To search these
databases and catalogues you need the correct connection file. Some connection files are provided
with EndNote and others, including the connection file for the University of Tasmania Library catalogue,
can be obtained from the Library’s EndNote page: http://utas.libguides.com/endnote. We recommend
using the UTAS Library MegaSearch for locating catalogue records and MegaSearch’s direct export
method for transferring references.

The EndNote search interface offers a restricted search function compared to the database or
catalogue's own search interface. The connect function is most useful for transferring specific
references into your EndNote library.

Setting the Display Mode

EndNote will automatically set your display mode to Online Search Mode
(Temporary Library).

Alternatively, you set the EndNote display mode to Online Search Mode (Temporary Library) prior to
commencement of searching using connection files.

This will store references from your online search into a temporary library for preview and editing prior
to inclusion in your EndNote library.
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Alternatively, the Integrated Library & Online Search Mode

will automatically add all the references from your online search directly into your opened EndNote
Library without the chance to preview the references. You do not get the option to select and edit
references before inclusion into your EndNote library.

4.3.1 University of Tasmania Library catalogue

Open your EndNote library
On the EndNote toolbar click the Online Search @ icon hosin Sanout x|

Utah St U

(Alternatively select from the Tools dropdown menu Online Search...) vs Gkl ser

v

. FrF)m the Choose a Connection window, click on UTAS_Catalogue |
e Click on Choose button
e The display mode should be automatically changed to Online Search

rday, 9 February 2013, 8:26:35 PM

(Temporary Library) mode @ ‘ Cc‘:ii ot
2013 mlllerj\ym UTAS, I;\prgvy calalogggn <

Showing 495 of 495 connection files.

The Online Search - Library Catalogue at the University of Tasmania pane appears in the top
section of the screen

I My Library I [ Search ] [ Options ] Search Remote Library - Match Case Match Words
" Online References 0)
H : Keywords v Contains - lfleas E] B
9 Online Trash )
And v Keywords v  Contains v I B
(=)~ Online Search
And Titl Contait +
QLibrary of Congress (0) Y i T e b l E]
€L LISTA (EBSCO) 0 | o & Author & Year Title Rating Journal

€ PubMed (NLM) (0)
‘UTAS Catalogu )

e Type in your search words, being careful to select the appropriate searchable fields
e  Click on the Search button

e The search result will be loaded and viewable in a temporary window. Highlight the references to
copy into the Library

e Click on the Copy to Local Library @ icon from the toolbar

(Alternatively, click on the References dropdown menu and select Copy References To and
choose the library from the submenu

)
Click on the Local Library < G; ‘ mode button to view the references transferred
into your library =
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e  C(Click on the Integrated Library & Online Search mode ‘l button which will

prompt you to discard the references from your online search

e  Click on the Local Library mode button

If the connection file is not in EndNote

e Check the EndNote subject guide for connections that match the databases subscribed to by the
Library http://utas.libguides.com/endnote

e Also, from the EndNote connection manager window
(Edit dropdown menu > Connection Files > Open Connection Manager... )

e C(Click on the Get More on the Web... button. You are taken to the EndNote www site to
select connections to download

When you have located a copy of the connection file

e Create a “connections” folder in your “My Documents” folder on the C: drive.

e Add the copy of the connection file into your connections folder. EndNote will locate the
connection file.
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5. Organising Your EndNote Library

5.1 Searching Your Library

There are 2 ways to search, Quick Search and the Search Tab

5.1.1 Quick Search

e  Open the EndNote library you wish to search
e Type the word directly into the quick search box, located in the toolbar at the top of the screen

Quick Search P~

5.1.2 Search Tab

e  Open the EndNote library that you wish to search
e (Click on the Show Search Panel link at the top right of screen
e A search pane will appear at the top of screen enabling you to search the open library

¥ Show Search Panel

Preview | Search | PDF & Quick Edit

Search Whols Library ~| Dmatchcase  [Match words
[ author 'v_j | Contains v | 8
and v/ | Title | | contains v | ®
and v/ [Title v;‘ Contains V| E]

Wildcard character

The * can be used as a right hand truncation symbol on search words, e.g. diseas* will find disease,
diseases, diseased

5.2 Grouping References

Groups make it easy to break a large library into subsets for current report writing or later viewing and
retrieval. You can create your own custom group and smart group, as well as combining references
from existing groups into a new group.

EndNote also has its own default group settings such as All References, Unfiled and Trash; Online
Search (lists of connection files for quick connection); Find Full Text (temporary storage of groups that
appear during a full text search); and Sync Status and Sync Conflicts if you have synchronised your
desktop EndNote to an online (www) version of EndNote.
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5.2.1 Smart groups

Smart Groups are the automatic filing of references into a group from imported references that match
your predetermined search strategy.

e Ensure you have the entire library of references displayed in the pane
e  From the Groups dropdown menu, select Create Smart Group. A search dialogue box appears.
(Alternatively, position your mouse over the My Groups bar on the left; right click your mouse to

select Create Smart Group from the menu)
e Provide a name for your smart group, a search strategy and then click the Create button

Any references added to your library that match your search strategy will be copied into your smart

group.
Smart Group ﬂ
Smart Group Name: IDogs|
Keywords v | | Contains v ldogs +| |-
Or v/ |Keywords v | | Contains v Icanine +| |-
And v | |Title v | | Contains v | | |=
Cancel Options... » [[Imatch case [ ]Match Words

5.2.2 Custom groups

Custom Groups are collections of references you manually transfer and are copied from your main

library into the groups.

e From the Groups dropdown menu, select Create Group
(Alternatively, position your mouse over the My Groups bar on the left, right click your mouse to

select Create Group from the menu)

2 Fleas
1“1@ @‘ APA 6th -~ | S @ﬁ( 2 ¢ | 7 ‘ E L‘Z’:)‘@{L“o Quick Search o~
| My Library ‘ I o & Author : Year Title Rating Journal
M All References (70) g 1987 Gwen Harwood
Unfiled 0) o Alexander, John T. 2003 Bubonic plague in early modern Russia : public ...
§ i Trash © o Allen, Pamela 1999 Mr McGee and the biting flea
o Baker, R. T; Bev... 2001 Imidacloprid treatment of marsupials for fleas ... Journal of Zoo and \
(=) My Groups ile Barnard, Peter C. 2011 The Royal Entomological Society Book of Britis...
Create Group 2012 External P. of Small R [electro...
=) Find Full T Create Smart Group 2012 External P of Small R [electro...
Create From Groups... . 2010 Effects of orally administered spinosad (Comfo... Veterinary Parasitol
1953  Anillustrated catalogue of the Rothschild colle...
Create Group Set 2010 Healing Our Autistic Children [electronic resou...
Rename Group Set . 2012 Influence of bill and foot morphology on the e... Journal of Parasitolc
Delete Group Set 2012 Encyclopedia of the Black Death [electronic re...
| 2013 Health and Wellness in the Renaissance and Enl... Health and Wellnes:
o Carli, E; Trotta, .. 2012 Cytauxzoon sp infection in the first endemic f... Veterinary Parasitol
2 Chomel, B.B.; H... 2009 Dogs are more permissive than cats or guinea ... Veterinary Researct
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e  Give the group a name

¢ Highlight the references you want to place in that group and drag & drop over the group name.
These references will now appear in that category

Australia’s War Against Rabbits [electronic res...

EI‘@‘APA&" v| &(}|0' |$‘e£“'& o’Qui(kSear(h L~
My Library ‘ ® & Author ° Year Title Rating Journal
v ° Buckley, JulieA. 2010  Healing Our Autistic Children [electronic resou...
& Unfiled (64) Bush, S.E; Villa, .. 2012  Influence of bill and foot morphology on the e... Journal of Parasitolo¢
a = © Byrne, Joseph Encyclopedia of the Black Death [electronic re...
Byrne, Joseph P. Health and Wellness in the Renaissance and Enl... Health and Wellness
= My Groups Carli, E; Trotta, ... Cytauxzoon sp infection in the first endemic f... Veterinary Parasitolo
B Cats ®) Chomel, B. B; H... Dogs are more permissive than cats or guinea ... Veterinary Research
Conover, Michae... Human Diseases from Wildlife [electronic reso...
= Find Full Text Cooke, Brian Do...

® Corradetti, Augu... 2014  Proceedings of the First International Congres...
o Cortazzi, Hugh 2013 Victorians in Japan [electronic resource] : In an... Bloomsbury Academ
° Cox, R;Stewart,... 1999  The ectoparasites of the European badger, Mel... Journal of Insect Beh
® De Meillon, Both... 1952  The fleas of sea birds in the Southern Ocean ANARE reports. Seri¢
L ] Dhang, P. 2014 Urban Insect Pests [electronic resource] : Sust...
o Farrar, Jeremy; ... Manson's tropical diseases
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6. Citing References and Creating Bibliographies Using

Microsoft Word

EndNote will automatically create in-text references or footnotes and bibliography entries in a word
processed document according to a specified referencing style. This is called Cite While You Write
(CWYW). In EndNote, referencing or bibliographic styles are called Output Styles. You need to select
the output style that you want to use to cite references from your EndNote Library and to format
reference lists or bibliographies. Some output styles are installed with the EndNote software. EndNote
supports output styles for in-text citations, numbered in-text citations, and footnotes. This introductory
guide is demonstrating EndNote with Word, but EndNote will also function with other word processing

softwares.

6.1 Selecting an output style

e From the EndNote Library toolbar, click on the styles dropdown menu

EN. Fleas
2] S =| S A=) & 5\ A %S | g A 2
7'!‘& '& AEAstn o= | ﬁ ( ) {7‘ @ l 1= ‘7 Z’/: e “E. ‘ o Quick Search pe
My Library Annotated hor Year Title Rating Journal
= | APA 6th
Lt Author-Date 1987  Gwen Harwood
= Harvard xander, JohnT. 2003  Bubonic ue in early modern Russia : public
Unfiled Harvard 2002 utas el 1999 MrMcG Plagnd i b.ﬂ? f E '{k
Ti Trash Intl ) DajryTechnology n, Pamel r McGee and the biting flea
) Organic Chem er, R.T; Bev.. 2001 Imidacloprid treatment of marsupials for fleas ... Journal of Zoo and V
= My Groups Nl&ﬁ;bered nard, Peter C. 2011 The Royal Entomological Society Book of Britis...
& Cats Show All Fields es, Peter 2012 External Parasites of Small Rumi [electro...
e bibiagohy es, Peter 2012 External Parasites of Small Ruminants [electro...
(=) Find Full Text v Blagburn, Byron... 2010 Effects of orally administered spinosad (Comfo... Veterinary Parasitok
o British Museum ... 1953 An illustrated catalogue of the Rothschild colle...
2 Buckley, Julie A. 2010 Healing Our Autistic Children [electronic resou...
o Bush, S. E; Villa, ... 2012 Influence of bill and foot morphology on the e... Journal of Parasitola
o Bvrne. Josepoh 2012 Encvclopedia of the Black Death lelectronic re...

e  C(Click on Select Another Style

e From the Chose a Style window, check to see if your style is available in EndNote. If so, highlight

the style from the window and click Choose

If the output style file is not in EndNote

e Check the EndNote subject guide for the output style http://utas.libguides.com/endnote

e Also, check the EndNote www site. From the EndNote output styles manager window

(Edit dropdown menu > Output Styles > Open Style Manager...)

e Click on the Get More on the Web... button. You are taken to the EndNote www site to select

output styles to download
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Installing an output style in EndNote

e Inyour My Documents folder on the C: drive, create a folder called Styles inside the EndNote
folder (if there is no EndNote folder, you will have to create this folder as well)

e Add the output style file into the newly created styles folder

e The style should now appear in the list of output styles accessed from the EndNote library toolbar
styles dropdown menu

If the style does not appear in the styles dropdown menu

e (o to the EndNote Preferences window (Edit dropdown menu > Preferences...)

e Inthe EndNote Preferences window, select Folder Locations

e  From the Style Folder pathway, click on Select Folder and locate your newly created Styles folder
e (Click OK button on the EndNote Preferences window

From your EndNote library

o Click on Select Another Style...
e Locate and select the required style
e C(Click on Choose

6.2 Inserting in-text citations using Word

From Word 2007 onwards, EndNote adds a toolbar tab as part of the ribbon to access the EndNote
inserting citations and formatting options of citations and bibliographies. In previous versions of Word,
EndNote adds a floating toolbar that can be repositioned into your Word toolbar. You can add in-text
citations within EndNote and within Word.

Home Insert Page Layout References Mailings Review View EndNote X7
@ & Go to EndNote Style: APA 6th v = Categorize References v " Export to EndNote v
N ;’ Edit & Manage Citation(s) = =¥ Update Citations and Bibliography 27 Instant Formatting is Off ~ g’; Preferences
oigffc:; v oj Edit Library Reference(s) 3) Convert Citations and Bibliography ~ ? Help

Citations Bibliography " Tools

e Ensure that the output style in the Word EndNote toolbar matches the output style to be used from
the EndNote Library toolbar

6.2.1 Insert citations within EndNote

e Position your cursor in the document where you want an in-text citation
e From the opened EndNote library, highlight the reference in your library

e Click on the Insert Citation ﬁ'ﬁ icon in the EndNote toolbar

e You are taken to the Word document, where the in-text citation is inserted and a bibliography entry
is created at the end of the document
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6.2.2 Insert citations using the Word toolbar

e Position your cursor in the document where you want an in-text citation

e From the dropdown menu, either select Insert Citation... to find and choose a citation from your
EndNote library and click the Insert button; or if the reference is already highlighted in your
EndNote library, click on the Insert Selected Citation(s) button

E’& & Go to EndNote

= | 7 Edit & Manage Citation(s)

Ci{g:ieor:‘ | 32.' Edit Library Reference(s)

‘-’ Inseri't”titation...

r: Insert Selected Citation(s) |||

Insert Note...

{1 Insert Figure...

Research Report

Firstly, youneed to have an output style selectedin EndNote (Lappin & Hawley, 2009). Next, you

need to have one or more references highlighted in your library (Baker & Beveridge, 2001; McCoy, @—_| Multiple references
Yo, BT e 200%) as in-text citations

Baker, R.T., & Beveridge, 1. (2001). Imidacloprid treatment of marsupials for fleas (Pygiopsylla
hoplia}. [Article]. Journal of Zoo and Wildlife Medicine, 32(3), 391-392.

Lappin, M. R., & Hawley, J. (2009). Presence of Bartonella species and Rickettsia species DNA in the
blood, oral cavity, skin and claw beds of cats in the United States. [Article]. Veterinary
Dermatology, 20(S-6), 509-514. doi: 10.1111/j.1365-3164.2009.00800.x

McCoy, C., Broce, A. B., & Dryden, M. W, (2008). Flea blood feeding patternsin cats treated with oral
nitenpyram and the topical insecticides imidacloprid, fipronil and selamectin. Veterinary
Parasitology, 156(3-4), 293-301. doi: 10.1016/j.vetpar.2008.04.028

B You can insert multiple in-text citations into a document by highlighting the references in your
T [®  EndNote library and clicking on the Insert Citation icon in EndNote or Insert Selected
Citation(s) in Word

—d
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6.3 Editing an In-Text Citation

Editing in-text citations must be performed using the Word EndNote toolbar. Common editing actions
are formatting citations in Author (Year) format, excluding an author's name or excluding the year from

the in-text citation. You can edit in-text citations with Cite While You Write turned on (formatted citations)
or with Cite While You Write turned off (unformatted citations).

6.3.1 Cite While You Write Turned On

This allows an in-text citation to be edited as a formatted citation
e In Word, highlight the in-text citation that you want to change

In the Citations section of the EndNote toolbar in Word

) Co to EndNote

e C(lick on the Edit & Manage Citation(s) @\

Insert
Citation ~

o Edit & Manage Citation(s) icon

g~ Edit Library Reference(s)

Citations

e From the Edit & Manage Citation(s) window, click on the Formatting: dropdown menu, select the
required editing option
e  Click on the OK button

Ctation Count  Library
{Lappin & Hawley, 2009)
Lappin, 2009 #14 1 Library staff demonstration 2012
(Baker & Beveridge, 2001; McCoy, Broce, & Dryden, 2008)
4| Baker, 2001 #18 1 Library staff demonstration 2012
+ McCoy, 2008 #5 1 Library staff demonstration 2012

Edit Citation | Reference
Formatting: Default v

Prefix:

Suffix:
v & Year

Pages: Show Only in Bibliograp

[ OK ][ Cancel ][ Help ]

Adding Page Numbers

Page numbers can be included as part of the in-text citation from the Edit & Manage Citation(s) Word
toolbar option. Some output styles allow direct entry of page numbers

e Inthe Edit Citation tab, add the page number/s in the Pages: line, e.g. 36

e Ifthe pages do not display in the formatted in-text citation by using the Pages: line, add the pages
in the Suffix: line, e.g. , p.36

EndNote X7 Introductory Guide for PC Users 23



6.3.2 Cite While you Write Turned Off

You may wish to turn Cite While You Write off so that you can more easily perform some editing
functions directly to the citation (e.g. adding page numbers, or excluding authors from the in-text
reference), using Word to edit the in-text citations in an unformatted mode. This is sometimes simpler
than using Word’'s EndNote toolbar Edit & Manage Citation(s) to perform the same procedure

e From the Word EndNote toolbar Bibliography section, click on the Convert Citations and
Bibliography icon dropdown menu
e  Click on the Convert to Unformatted Citations

Style: APA 6th M Q: Categorize References -
= Update Citations and Bibliography Instant Formatting is Off ~

1 3 Convert Citations and Bibliography v‘f

Convert to Unformatted Citations

[-11

E £ |G

Convert to Plain Text Sl R e
Convert Reference Manager Citations to EndNote

Convert Word Citations to EndNote

In-text citations are changed to unformatted citations and the bibliography is removed. When you turn
off CWYW, the citations will appear as temporary ‘pointers’ to the reference in the EndNote library,
e.g. {Ambrose, 2003 #4}. The citations will remain this way and the bibliography won’t appear until you
format the bibliography.

Formatting Citations

If you need your unformatted citations changed to formatted citations in the selected output style, or if
your citations did not change to the selected output style:

In the Bibliography section of the EndNote toolbar
Style: APA 6th v

e (Click on Update Citations and Bibliography ~% Update Citations and Bibliography

9 Convert Citations and Bibliography ~

Bibliography
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6.4 Changing Output Styles in Word
In the Bibliography section of the EndNote toolbar in Word

e  From the Style drop down menu, select the desired style from the list, or a style from the window
under the Select Another Style... option =i
e Your citations in the Word document should be updated automatically. N e er———

) Conl Annotated
APABth
Aquaculture
L2+ 1 1 Author-Date
Chicago 16th Footnote
Ecology
Harvard
I Harvard 2002 utas
Harvard 2012 AMC MLM
IEEE
Marine Freshwater Research
MLA
Numbered
PNAS
Show All Fields
Turabian Bibliography
Vancouver

6.5 Turning Cite While You Write On and Off

Cite While You Write may become deactivated if you have been changing styles in your Word
document or editing unformatted citations.

In the Bibliography section of the EndNote toolbar in Word

|

= Categorize References ~ “- Export to

e  (Click on the Instant Formatting is On drop down menu
e  Select Turn Instant Formatting Off

1

Turn Instant Formatting Off
To Turn Cite While You Write On i Configure Instant Formatting...

’ Instant Formatting is On v| 29 Preferenc

Tool

o Click on the Instant Formatting is Off drop down menu
e Select Turn Instant Formatting On

EndNote X7 Introductory Guide for PC Users 25



7. Help and Problem Solving

Technical Support

Contact the UTAS Service Desk, service.desk@utas.edu.au

phone 62261818 (xtn 1818), 1300 304 903 (freecall on landline
phones)

Advanced IT Support at the Morris Miller Library and Launceston Campus
Library (Monday to Friday 8:30 a.m. — 5:00 p.m.)

Download EndNote

Staff and students of the University of Tasmania can download EndNote
from: http://www.utas.edu.au/service-desk/uconnect/software-and-utilities

UTAS email account username and e-mail password required for
authentication. Mac and Windows versions available

Online modules and

http://www.youtube.com/user/EndNoteTraining

webinars http://www.endnote.com/training
UTAS Library EndNote http://www.utas.edu.au/library/help/tours-and-workshops
workshops

EndNote manual

Use the help button from your EndNote library &)
Click on the Help dropdown menu in EndNote -

.PDF manual installed with EndNote. Located at C:\Program Files
(x86)\EndNote X7\ EndNoteX7WinHelp.pdf

UTAS Liaison Librarians http://www.utas.edu.au/library/help/RLS-librarians
EndNote subject guide http://utas.libguides.com/endnote

EndNote technical support http://endnote.com/support/search-knowledgebase
knowledgebase and FAQ http://endnote.com/support/fags

webpage:

“EndNote how to” technical
support community forum

http://community.thomsonreuters.com/t5/EndNote-How-To/bd-p/en-howto

EndNote technical support
www submission form

http://science.thomsonreuters.com/techsupport/?prodname=EndNote

Australian distributor of
EndNote

http://www.crandon.com.au/
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