TASMANIA

Library | Division of Students and Education

UNIVERSITY of ENDNOTE X |

& "% THOMSON REUTERS

EndNote X7 Introductory
Guide for MAC Users

University of Tasmania Library
http://utas.libquides.com/endnote

April 2015


http://utas.libguides.com/endnote

Contents

1. ENANOLE LIDIaries ... s s s s s s s s 4
1.1 Creating an ENANOIE X7 LIDFArY......c.ccciriiriccsesce e 4

1.2 Open an Existing ENANOLE LIDrary ........ccccoicuiiiuiiiicsces ettt bbb 5
1.2.1 Set your library to open automMAtICaIlY ...........criveveirierieiree s 5

1.3 Saving and Backing-Up an ENANOLE LIDFary ..o 5

2. Manually Adding References to YOUr LiDrary ... s ens 6
2.1 TYPING @ NEW REFEIENCE ......cvuiicee b b 6
2.1.1 Personal Author and OrganiSation NAMES.............ccueueviirireieisieese e b e 6

2.2 Editing a RefErence in @ LIDTAIY ..o 7
2.2.1  Find RefEreNCE UPAALES........c.cuieiieeriieeeirciesceis ettt ses st 7

2.3 Attaching FUI-TEXt DOCUMENES..........cviieieieieisisisiieceiete ettt ss s s st bbb ns s s snnenas 8
2.3.1 FINA FUITTEXE. ..ottt sttt 8

2.3.2 Manually attaching full text dOCUMENLS.........c.cuviiiiiriecirce e 9

3. Creating References from .PDF DOCUMENES ........cruvursmrrinsmsmsmenmssmsnessssssesssssssss s sessssssesssssssesssssssesssssssessssssses 9
4. References from Databases ... ——————— 10
o N =Yoo o] TP 10
4.1.1 Direct export from Web of SCIENCE dAtabaSES ..........cuevieriiiririreire s 1

B2 FlIEIS .ottt bbb 13
4.2.1 PubMed (MedlinNg) databaSE .........cccvvuriurirririiriiriseiriiniseisiie ettt ss bbb ss s nes 13

4.3 CONNECHON FlES .....vuiiiiiiicicte et bbbttt 15
4.3.1 University of Tasmania Library Catalogue ............cccoeuieuiiciiniiccscece ettt 15

5. Organising Your ENANOtE LIDrary..........cumnsssssss s sens 17
5.1 SEATCHING YOUR LIDIATY .....vuieieceieir ettt bbb 17
5.1 QUICK SBAICH ...ttt bbb 17

5.1.2 SEAICH FOM....oiiiiiieiieiee et 17

5.2 GrOUPING RETEIENCES. .......uuieireiieieiie ettt bbb 17
B.2.1  SIMAM GIOUPS ..eeeie ettt bbbt 18

5.2.2  CUSLOM GrOUDS ....uveeiaeeeieieitie ettt 18

6. Citing References and Creating bibliographies Using Microsoft Word ... 19
6.1 Selecting @n OULPUL SEYIE......cueieiee ettt ettt 19

6.2 Inserting in-text Citations USING WOTT...........c.iuiiiiirieiiree e 20
6.2.1 Insert citations Within ENANOTE ..o 20

6.2.2 Insert citations using the WOord t00IDAr ..ot 21

6.3 Editing an IN-TexXt CItALION .......cc.eviirieicirecse e 21
6.3.1 Cite While YOU WIite TUMEA ON ......ouivieiiiiieeciiee ittt 22

6.3.2 Cite While you Write TUMEd Off..........cririreee ettt 23

6.4 Changing OUtPUL SLYIES IN WOFH ........uoirieeirieier ettt 24
6.5 Turning Cite While You Write On and Off (Instant formatting)..........ccooerrnirrnicecece e 24

7. Help and Problem SOIVING ... st s s s s 25

EndNote X7 Introductory Guide for MAC Users 2



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 toolbar with dropdown menu ready to create a library, or
may EndNote may create an library called My EndNote Library

2. Go to the top menu on your screen — select File > New
3. Provide a name for your library

4. Itis optional to click on the checkbox Save as Package

5. Click Save
0 New Reference Library
Save As: Thesisj “
<4/ 83 | = gy pmi & ~ || (& Desktop ¢ (Q
FAVORITES ] EndNote X...es for MAC

#\ Applications o My EndNote Library.Data
— L] Readings

%1 Documents
) Downloads
-1 Movies

J9 Music

L) Pictures

DEVICES

1 itsadmin’'s iMac

(M Save as Package

|
|
|
| The EndNote Library Package is a single document that
‘ contains both the library and the data folder.

New Folder Cancel | [ Save |

Why Save as Package?

EndNote creates two files when you create a new EndNote Library. Your library has a file extension

of .enl, while an accompanying folder has the same name of your library and 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.

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

Save as Package combines your library and .Data folder into one file so you only see your library
name with a .enlp extension. If you shift, copy or save the single .enlp file, your library and
hidden .Data folder will automatically be shifted, copied or saved at the same time.

EndNote X7 Home Screen

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.
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Atter your EndNote Library has been created, but before it has content, your EndNote page should look

similar to this:
My Liscary Astror © &- ©
ference Selec THare ave no ' .
I Ursied Pene oo FOPS cves EndNote display area with
¥ s reference tabs
o Preview of a selected
reference in a given
style
o Full reference display
EndNote ‘My for easy editing

Library’ display

View attached .PDF

area, including EndNote display area o s document on a
groups will show the references reference
added to your Library e Attach a document from

your computer to a
reference

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, often your last opened EndNote library will automatically open.

If you need to open an existing library

e  From the File menu, 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 EndNote X7 dropdown menu, select Preferences...

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

From the When EndNote starts: 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 Save

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 Click the checkbox Save As Package if you wish your library and .Data folder to be saved as a
single .enlp file

e C(lick on Save

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 dropdown menu > New Reference, or click on the New Reference ——
icon in the EndNote X7 toolbar l é 1
e Select the reference type you wish to add from the Reference Types drop-down list (e.g. book,
journal article) and create a simple record

8086 New Reference
> Ijoumal Article :I(a} Y SR e Bw E
Rating S 8
Year
Title
Journal
Volume
Issue
Pages
Start Page

e Close the New Reference window 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 Return 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 A Quick Edit pane is displayed on the right hand side of the screen, so you can alter or add new
details

e  Click outside this pane to be prompted to save the changes

o B Flaas oot
clialielln Ele oo na Bl Q- ses
Wy Lizean vl e @ Asthor » Year Tow o> © o T ©
- it " There are no PDFs
- Owinlieruecd e are N0
— . Alaxanger, Jotn T 2000 Duboric plague in early modem Auss | Mg Letachad o this
£ untied ° Allen, Pamels 1999 Mr McGes and the biting fes e bofarence
LAl . Baker, R T:Daveridge, L 2001 imideciopeid weatmant of marsuplels |'fuacnien e - |
. Baenard, Peter C 011 The Roysl Enssmalogical Sockety Boc | || Yourg, Davd A |
v MY GR | Moran Cotumon
° Bates, Pater 2012 External Parastes of Small Ruminar | oo (ol L
R o Bates, Peter 2012 Extornal Parasites of Small Ruminart ;F_w'mh\ym_;‘nu
| Prarteny, Ta:
<& . Blaghurn, Byron L Yourg, D 2010 Effects of ceally administered apinos: ihﬂm ot Ale:
° Oritish Museum (Natural Mis... 1953 An Bustrated catalogoe of the Romec | Mowrey, Denel
| Wiserran, Scot
. Buckiey, Jube A. 2010 Hoaling Our Autistic Chikdren [#heetra || 5 cer, O £
. Dush 5. Vils, & M; Bove. 2012 nflsence of Bl and foot morphology ¢ 73 N T—
v
° Byrne, Josepn 2012 Encyclopeda of the Black Death [eler m.l.o
° Dyrre, Josaph P. 2013 MHesth and Welness in the Aensiease |
v Cark, E. Troma, M. Chinell_. 2012 Cylauszoon sp infection in the first e £ Pects of craty
° Chomel D, B Menn. J, B K... 2000 Doge are more parmissive Mancats | S3mntennd inosad
. Conover, Michael R: Vall Ro_ 2014 Human Disasses rom Wikia (slees | Lo v D000 00
° Cooka, Drian Douglas 7014 Australia’'s Wi Againet Rabbis (ekec o 0w Cat Sea
® Coeradett, Augusio 2014 Procesdings of the First imernational | 10T oooenaides teky)
' Cortazas, Wogh 2013 Victorians in Japan [electronic resou
" Cox, i; Ssewart, PO Maca. 1999 The ectoparaaiies of the Eurcpesn be B B L Vourg DA
. Do Medion, Dothe; Zumpe, Fritz 1952 The fiaas of 563 bircs in the Souern
L

Dhang, P,

Casrar lasnme: Mamsnn Set

2014 Urban haoct Pests [electronic resou

Mamannie trarial deasans

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.

e 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
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5] Review Avalable Updates - [flagburn, 2010 #28}

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

Avallable Updates My Referance

M&‘E‘L

Aumor
Bagbum,

sl

Yousg. 0.R. Young,

3 Imm—-
Moy A Update All Fields -> Moyer, JoSery A
Loghoion A LaghHemon. Arns
Pastoer, T. e Update Empty Fields -> .""'"_—L'ﬁ.a
5""'; 2l Mowrey, Daviel
Wiserman. 5. Wseman. Soo
Syder, D.E. Sycer, Daniel .
Year Yoar
2010 w10
35 Tite
Jowreal Sowmnal
Vit Paasn Vetwsnary Paressiogy
Vohame s
) 168
maue e
34 3
Pages
nz7 33T

L Aeference Tyoe Journat Artecie

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

oo
T | P  [fyouwish to update a single reference from your library, open the reference in its P
reference display window and you will find a Find Reference Updates icon =C

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

Retrieving full text documents

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

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

Check that you are working in Local Library mode !E! or the Integrated Library and

Online Search mode [9

—

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...
If you are displayed a File Download Warning screen, click on the Cancel button
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¢ Inthe 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 to your 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

o  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

EndNote X7 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 look at a folder of .pdf
documents and create references for each document.

To create a reference in your EndNote Library from a .pdf
e  From the File dropdown menu, select Import... An Import window appears

e Locate your .pdf document or folder of .pdf documents
e From the Import Options: dropdown menu, select PDF File or Folder

EndNote X7 Introductory Guide for MAC Users 9



<) 28 = py i @ v || [ Readings 3] (Q

“_; All My Files Empty library screen
Find Reference Updates
Find Refer...pdates icon

= Integrated mode

# Local Library mode

My EndNote Library.Data

#% Applications

7 Documents

© Downloads ™ My EndNote Library.enl
=1 Movies New reference
B Online search mode

JJ Music
Quick edit

2l Pictures
DEVICES
Ll itsadmin’s i...
NO NAME =

Import Options: PDF File or Folder
Duplicates Import All

Text Translation: | No Translation

Cancel )' Import |

e (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.

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, and
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.

NOTE: Some database platforms do not support the MAC Safari www browser. You will have to use a
different www browser such as Internet Explorer, Mozilla Firefox, or Google Chrome.

Some databases/vendors that support direct export:

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)
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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.

Results: 140 Scrtby | Publication Date ~ newest 1o oldest
froes Web of Sctemoe Care Collearion)

You searched for: TOPIC: (feas &
s Select Page g = Save to EndNote desk.. ~ || Add 1o Marked List
& Create Aot

~ J | Fluazyron-induced morphological changes in Ralpicephalus sanguineus Latreille, 1806 (Acart
I ) nymphs: An ultra-stroctural ) of the cuticle formation and digestive processes
Refine Results By: do Clveirs, Patricis Rosx: Calligaris, Lratela Bragoiac: Nunes, Patio Herricue: of o
ACTA TROPICA Volume 133 Pages 4555 Published MAY 2014

R view Avernc

4 2 N 8 ofa SmOoth muscle construct around chitosan scatfoid

By. Zakhers, Ebec Raghavan, Sheoya: Bitae, Khalil N
BIOMATERIALS Volume: 35 fssvec § Pages: 1852.1850 Pubiished: FEB 2034

Web of Sclence Categories v e
R view Absact

VETERINARY SCIENCES 29)
PARASITOLOGY (20|

3 Nancy E. Beckage (1950-2012): Pioneer in Insect Host-Parasite interactions
20CL00Y {19

By. Riddifors, Lynn M.; Webd, Bace A

ENTOMOLOGY (18] Edted by: Bererbaum, MR
PUSLIC ENVIRONMENTAL ANNUAL REVIEW OF ENTOMOLOGY. VOL 60, 2014 Bock Sedes: Arnusl Review of intomaliogy  Viakeme: 50
OCCUPATIONAL HEALTH (17) Pages: 112 Pudlished 2014
moee options / values... m View Abswact
Refine
C A Genomae Scale Evolution of Myxoma Virus Reveals Host. o and Rapid
Document Types - Spread

v Kerr Dater 1 - Roosrs. Matthew il - Fitch Adam: o ol

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

Send to EndNote

3 records selected

Record Content: | Full Record

Send Cancel

e Inthe Downloads folder there should be a file labelled savedrecs-1.ciw (or similar). You can find
the Downloads folder from the desktop toolbar or in the Finder

e  Click on the Downloads folder, and drag the savedrecs-1.ciw file on top of the EndNote icon ENONOTE
on the desktop. Your references will be imported into your open EndNote library. Alternatively,
click on the savedrecs-1.ciw file in the Downloads folder, and click on the Settings icon and J
select Open With from the menu and select Other from the submenu and select EndNote from
your Applications folder
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|@] Downloads

"uﬁ"‘ﬁ;r;m[;a:; a

Name New Folder jed §
B savedrecs (4) YL
- pubmed_res Y bl > 35, Papers (default)
savedrecs (3) Move to Trash Kb Sioie...

savedrecs-1.1 .
savedrecs (2)  Get Info e =(

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 on other pages of records

When finished marking records, click on the number in the Marked List button at the top right
hand side of the screen

On the Marked List page

e 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 A Sending Records to EndNote screen appears, and a file of references is added to your
Downloads folder

| 3 records from Web of Sclence ™ Core Collecti
H Output compiete data from His product 1or Hese reconss
Output Records [ - Hide Output Options )
Step 1: Select records Step 2: Select content Step 3: Select dostination.  fLearm about saving 10 bblographe sotware]

(=) AN rocords in this list (up to 500) Seloct from the fieids below. 6 - Save to EndNote desktop
Al records on page
Records o

Soloct Al | Reset

o Authoris) / Editor(s)  Title  Source  Conference Information
Abstract* Cited References® Document Type Conference Sponsors
Addresses ™ Times Cited Keywords Publisher Information

M ISSN/ISBN Cited Refersnce Count Source Abbrev Page Count
10S Numnber Language Web of Science Categories Ressarch Areas
Funding Infoemation ™ Accession Number o Author Identifiers ™ PubMed 1D

*Sefecting these tems will incroase he processing time.

e Inthe Downloads folder there should be a file labelled savedrecs-1.ciw (or similar). You can find
the Downloads folder from the desktop toolbar or in the Finder

e Click on the Downloads folder, and drag the savedrecs-1.ciw file on top of the EndNote icon ENONOIE
on the desktop. Your references will be imported into your open EndNote library. Alternatively, ;71
click on the savedrecs-1.ciw file in the Downloads folder, and click on the Settings icon and
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select Open With from the menu and select Other from the submenu and select EndNote from
your Applications folder

|@J Downloads

H - BOc5) t8 a

Name New Folder ied $
B savedrecs (4) RS =7

R Open With > 35, Papers (default)

savedrecs (3) Move to Trash Kb Stoie,..

savediec- ¥ | Other.. |
=

savedrecs (2)  Get Info 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.

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
e From the Format menu, select the option Medline

e Atextfile is created called Pubmed_result.txt in your Downloads folder
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Choose Destination

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

Citation manager

Download 4 items.

Format
MEDLINE =

Sort by
Recently Added

Create File

In EndNote...
e Select Import... from the File menu. An Import dialogue window is opened.
e Locate the text file of citations you saved
e  From the Import Options: 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
e Inthe Text Translation box, select No Translation
e  Click on the Import button
~ Y [ o) EI +
t e : ‘/z < »|[22 = JE = [ m - || & Oownloads i@
r{;m : '1;“‘!;\1 Files i :’p"c‘l':%&z e PHID- 23587235
¥ Trasn : #\ Applications  _ :::;::3( oy ;:gn(
ps w Desktop « outpdf E;m gt;ﬂg
¥ MY GROUPS % Documents LR - 2M141116
o . Ll | < i o o Pt
S tri Movies sawd'ecs;)).cm . ‘:‘:*:‘“;‘
— e i
: m::ill:admin'sa .
: Import Options: | PubMed (NLM) s \ Choose the COITGCt
b Duplicates: | import Al : filter from the list of
: Text Translation: | No Translation : : Other Fi|ters_._
: Cancel |;h_|~w3_n;_( ‘
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
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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 subject guide http://utas.libquides.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

It is recommended that you set the EndNote display mode to Online Search Mode | Q E 7
(Temporary Library) prior to commencement of searching using connection files. This | == F\_ay E
will store references from your online search into a temporary library for preview and

editing prior to inclusion in your EndNote library.

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

4.3.1 University of Tasmania Library catalogue

In EndNote... e Canonci [x]|
. Hame Information Provider Eol

e  Select from the Tools dropdown menu Online Search... e e s

e From the Choose A Connection window, click on UTAS_Catalogue ot vt

Utsh StU Library Catalogs
UTAS_Catalogue Library Catalogue
Library Catalogs

e C(Click on Choose button

Note: The UTAS_Catalogue catalogue file needs to be added into your
Connections folder on your computer. See the EndNote subject guide for

further details http://utas.libquides.com/endnote

S_Catalogue.enz
day, 9 February 2013, 8:26:32 PM
', 9 February 2013, 8:26:35 PM

ary Catalogue

~

2013 millenium UTAS Library catalogue o

Showing 495 of 495 connection files.

The Online Search pane appears in the top section of the screen

L Rala = Online Mode
=] & E-NIN: .9 v 0-

Searen © ¥ | Search Remose Library 3 ' [>] . © & Q
5 Oniine Rt Tie Comtans fleas . No Reference Selected hece are %o POFS

attached to this
wne Trash .
wom And Yeu Cortans reference

My Library

O Loary
O st
O Pon

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

The search result will be loaded and viewable in a temporary window. Highlight the references to
copy into the Library
Click on the Copy to Local Library icon from the toolbar | —;-I}-— |

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

Click on the Local Library mode button to view the references transferred into your library

Click on the Integrated Library & Online Search Mode button which will prompt you to discard
the references from your online search, and return you to the full functionality of EndNote

If the connection file is not in EndNote

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

Also, from the EndNote connection manager window

(Edit dropdown menu > Connection Files > Open Connection Manager... )

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

If EndNote has not already created this folder, you need to create an EndNote folder inside
the Documents folder on your computer

In the EndNote folder, create a Connections folder

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 form

5.1.1 Quick Search

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

Q- Search Library

5.1.2 Search Form

e  Open the EndNote library that you wish to search. At the top of the screen above your references
is a search form

Search £ v | [Search Whole Library g Match Case Match Words
Title : Contains : fleas +
And ° Year : Contains : +
And * Title : Contains A +

o  If you do not see the search form, click on the screen layouticonto =]} a- search Library

reveal a menu, and select Show Search amm-

Hide Groups

Bottom -~ PDF
Bottom - Split
Bottom - Preview

Wildcard character Riaht - PDF

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); and Find Full Text (temporary storage of groups
that appear during a full text search); and if you have synchronised your desktop EndNote to an online
(www) version of EndNote there are Sync Status and Sync Conflicts groups.
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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.
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

Smart Group Name: Dogs

Keywords : Contains dogs
Or Keywords : Contains canind
And © Title : Contains
| Create | Cancel & Match 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.

References Tools Window Help

Create Group
Create Smart Group
Create From Groups...

e  From the Groups dropdown menu, select Create Group

e Inthe left hand panel give the group a name

e 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 =

Add References To >

Create Group Set

(== Yei  Hide Groups

e  (Alternatively, from the Groups dropdown menu, select Add
References To > and select the group name from the submenu

BT Tools  Window Help
Create Group
Create Smart Group
Create From Groups...

‘ ' P Fleas.enl
Add References To > Create Custom Group...
Create Group Set Cats !
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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 located at the lower right of

the screen
@ Baker, R. T.; Beveridge, L 2001 Imidacloprid treatment of marsupiais for fle Place Published
o Barnard, Peter C. 2011 The Royal Entomological Soclety Book of B Camberwell, Vic.
Q Bates, Peter 2012 External Parasites of Small Ruminants [elec Publisher
P Bates, Peter 2012 External Parasites of Small Ruminants [elec Puffin
Blagburn, Byron L.; Young, D... 2010 Effects of orally administered spinosad (Comh Volume
o British Museum (Natural His... 1953 An lllustrated catalogue of the Rothschild ¢«
® Buckley, Julie A. 2010 Healing Our Autistic Children [electronic re:
® Bush, S. E.; Villa, S. M_; Bove... 2012 Influence of bil and foot morphology onthe . | - o 2
9 Byrne, Joseph 2012 Encyclopedia of the Black Death electronic | " 0 S0, B MeGse and
@ Byrne, Joseph P. 2013 Health and Wellness in the Renai an Cambderwell, Vic.: Putfin
® Carll, E.; Trotta, M,; Chinelll,... 2012 Cytauxzoon sp Infection in the first endemic

Chrmal A A Hann | B ¥ 2OM0 Nane ara mara narmisolua than cata A mule

e C(Click on Select Another Style from the dropdown menu
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

@ peres . amvee

'‘Comfk Select Another Style...

hildet  Annotated

nic re¢ APA 6th with journals bold
v APA 6th

nthe) Author-Date

itronic  Harvard 2002 utas

ce an Harvard Copy journal title altered

Harvard

demic MHRA

guir  Numbered

onic re Show All Fields

Turabian Bibliography

Vancouver

tronic

[pr e

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 Inthe Documents folder on your computer, 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  (Go to the EndNote Preferences window (EndNote X7 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 Open button on the EndNote Preferences window

From your EndNote library

e Click on the Styles dropdown menu
e C(Click on Select Another Style
e From the Choose a Style window, highlight the style from the window and click Choose

6.2 Inserting in-text citations using Word

In Word, EndNote adds a floating toolbar on top of your Word document which contains the inserting
citations and formatting options of citations and bibliographies. You can drag the toolbar into the Word
toolbar. You can add in-text citations within EndNote and within Word.

p X7 Q Citations * Harvard 2002 utas - E 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

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

Click on the Insert Citation icon in the EndNote toolbar | ;-’5, =L

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 opened EndNote library, highlight the reference in your library

e From the Word toolbar, click on Citations dropdown menu

o Select Insert Selected Citation(s) from the menu. You can also search your library for a citation
from within Word, by selecting the menu option Insert Citation(s)

: J Q ‘Citations 'i Harvard 2002 utas

Edit & Manage Citation(s)...

Insert Citation(s)...

Insert Selected Citation(s)
Insert Note...
Insert Figure(s)...

Research Report

This paperis to demonstrate how EndNote inserts in-text citations into a word processed 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, -
Broce, & Dryden, 2008) Multiple references
| as in-text citations

Baker, R.T., & Beveridge, 1. (2001). Imidacloprid treatment of marsuplals for fleas (Pygiopsylia
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), 503-514. doi: 10.1111/j.1365-3164.2009.00800.x

McCoy, C., Broce, A. 8., & 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 caninsert multiple in-text citations into a document by highlighting multiple references in
T-§#= your EndNote library and clicking on the Insert Citation icon in EndNote or Insert Citation(s) in
Word

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).
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6.3.1 Cite While You Write Turned On
This allows an in-text citation to be edited as a formatted citation

In Word
e highlight the in-text citation that you want to change

In the EndNote Word toolbar

e Click on the Citations dropdown menu | % | Q [Gtonsy|: | Harvard 2002 utas
e Select Edit & Manage Citation(s) from the

menu Insert Citation(s)...

Insert Selected Citation(s)
Insert Note...
Insert Figure(s)...

e From the Edit & Manage Citations window, click on the Format: dropdown menu, select the
required editing option from the menu

0.0.6, EndNote X7 Edit & Manage Citations
e  Click on the OK button o= Ml e
+ % Bollard, 2014 #27 3 My EndNote Library (&)
¥ (Eckstein et al., 2000)
© O Eckstein, 2000 #6 2 MyEndNote Library 2
¥ (Bollard, 2014a)
* Bollard, 2014 #25 1 My EndNote Library BV
¥ (Bollard, 2010; Bollard, 2014b)
4 '+ Bollard, 2010 #24 1 My EndNote Library &
+ * Bollard, 2014 #28 1 My EndNote Library v
¥ (Nakanishi and Ototake, 1997)

* Nakanishi, 1997 #13 2 My EndNote Library B
sk Ak

Format: | Display as: Author (Year) +
Prefix:
Suffix:
Pages:

) (#~ Cancel oK

Totals: 18 Citation Groups, 20 Citations, 15 References

Adding Page Numbers

Page numbers can be included as part of the in-text citation from the Edit formatted citations 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
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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 Citations window to perform the same procedure

e From the Word EndNote toolbar, click on the Tools dropdown menu
e Select Convert to Unformatted Citations from the menu

Tools *

Edit Library Reference(s)

Convert to Unformatted Citations

it Convert to Plain Text

Export Traveling Library...

7 Cite While You Write Preferences...

n Help

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. {fAmbrose, 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:

e From the Word EndNote toolbar, click on the Bibliography dropdown menu
e Select Update Citations and Bibliography from the menu

new Nati . Update Citations and Bibliography

n, Brisbane City, in preparation for his first Configure Bibliography...
ralia’s next Rugby Champioaship clash with
, Dudman, Larenas, & Bollard, 2000),

Group References by Custom Categories
Configure Categories...

stalwar is a serious chance of jumping from
oks in Perth following last weekend's 51-20
oach Ewen McKenzie has admitted he's

and will run the rule over a number of hungry
lolkard, 2010, 2014b),

Turn Instant Formatting On
Configure Instant Formatting...

bies eiven chances to show their wares. after
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6.4 Changing Output Styles in Word
In the EndNote toolbar in Word

e  (Click on the Output Style dropdown menu, and either select the style already present in the
dropdown list or select the Select Another Style... option

e If you choose Select Another Style... option, you will be given a Styles window, and highlight the
style required

e C(lick Choose

e  Your citations in the Word document should be updated automatically.

XJ Q citations ~

APA 6th B E sibliography -
Select Another Style...
Annotated
~ APA 6th .Rothschild, N. C,
itrated catalogue of th

APA 6th with journals bold
Author-Date

Harvard

Harvard Copy journal title altered

MHRA

Numbered

Show All Fields

t British Museum (Natt

6.5 Turning Cite While You Write On and Off (Instant formatting)

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

e From the Word EndNote toolbar, click on the Bibliography dropdown menu
e Select Turn Instant Formatting Off to turn off Cite While You Write
e If Cite While You Write is turned off, select Turn Instant Formatting On

e o™ . — |

new National Rughy Champicnship this. Update Citations and Bibliography
1, Brisbane City, in preparation for his first Configure Bibliography...

alia’s next Rugby Championship clash with
. Dudman, Larenas, & Bollard, 2000)

aatwartfs 3 secious chanco of kimplng fhom Group References by Custom Categories
alwarnisa o i . .
aks in Perth following tast weekend's $1-20 Configure Categories...
sach Ewen McKenzic has admitted he's

and will run the rule over & number of hungry
ollard, 2010, 2014b).

Turn Instant Formatting Off
Configure Instant Formatting...

bics given chances to show their warcs, after

7 e [0 T —

new National Rughy Championship shis. Update Citations and Bibliography
n, Brisbane City, in preparation for his first Configure Bibliography...

rlia’s next Rugby Champioaship clash with
, Dudman, Larenas, & Bollard, 2000).

Group References by Custom Categories
Configure Categories...

stalwan is a serious chance of jumping from
oks in Perth following last weekend's 51-20
oach Ewen McKenzie has admitted he's

and will run the rule over a number of hungry
lolkard, 2010, 2014b).

Turn Instant Formatting On
Configure Instant Formatting...

bies given chances to show their wares. after
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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/junk-folder/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 dropdown menu in your EndNote library

.PDF manual installed with EndNote. Located in the Applications folder >
EndNote X7 > EndNote X7.pdf

UTAS Research Librarians

http://www.utas.edu.au/library/help/RLS-librarians

EndNote subject guide

http://utas.libquides.com/endnote

EndNote technical support
knowledgebase and FAQ
webpage:

http://endnote.com/support/search-knowledgebase

http://lendnote.com/support/fags

‘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/

EndNote X7 Introductory Guide for MAC Users 25



mailto:service.desk@utas.edu.au
http://www.utas.edu.au/service-desk/junk-folder/software-and-utilities
http://www.utas.edu.au/service-desk/junk-folder/software-and-utilities
http://www.youtube.com/user/EndNoteTraining
http://www.endnote.com/training
http://www.utas.edu.au/library/help/tours-and-workshops
http://www.utas.edu.au/library/help/RLS-librarians
http://utas.libguides.com/endnote
http://endnote.com/support/search-knowledgebase
http://endnote.com/support/faqs
http://community.thomsonreuters.com/t5/EndNote-How-To/bd-p/en-howto
http://science.thomsonreuters.com/techsupport/?prodname=EndNote
http://www.crandon.com.au/

