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Set up EndNote to suit yourself

Using the computer in your AUT office, your laptop or your computer at home, you can be

more efficient by making some small changes to customise EndNote. While these changes

can also be made on PCs in open access labs and postgraduate study rooms, they will not

save permanently and so you would need to do them for each session.

1.1 Set a default library

You can set a default library to automatically open each time you start the EndNote program.

With the library of your choice open, click Edit>>Preferences.

<

Digplay Fonts
Reference Types
Ternporary Citation:
Sorting

Change Case
Formatting
Display Fields
Duplicates
Cnline

Folder Locations
Term Lists

Spell Check
LRLs & Links

>

EndNote Preferences

Open the following libraries when Endhote starts: /

X
[ Add Open Libraries ] [ Remove Library

[ Show Library Mame in Reference Window

[EndNoteDefauIts][ Revert Panel ] QK. l[ Cancel ]

X]

in the box.

Click OK.

open.

<

Libraries

Display Fonts
Reference Types
Temporary Cltation:
Sarting

Change Case
Formatting
Display Fields
Duplicates
Cnline

Folder Locations
Term Lists

Spell Check
URLs & Links

¥

EndNote Preferences

Open the following libranes when EndMote starks:

H:\Thesis researchhThesis references.enl

I Add Open Libraries l ’ Remove Libram

[ Shaw Library Mame in Feference Window

X

EndMote Defaults] [ Fievert Panel ak ] ’ Cancel ] [ Apply

/@OK.
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L Click Add Open Libraries
/ and the path to your
currently open library (or
libraries if you have more
than one open) will appear

Next time you start
EndNote this library will

If you wish to change your
choice of default library,
highlight it and click
Remove Library.

Note: you can only remove
one library at a time.
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1.2 Get the APA 5" style every time
Sometimes when you start EndNote you find that the current reference style displayed on the

toolbar of your library window is not the one you want, for example often the style showing is
Annotated. This can be changed by choosing APA5" orSel ect Anot fromitheSt yl e é
drop-down menu alongside the current style on the toolbar. However, you can avoid having

to go through these steps each time you use EndNote by making a change in the Output

Style Manager. Click Edit>>Output Styles>>Open Style Manager.

4/EndNote X1 - [EndNote Styles] This will bring up a list of

File Edit References Tools ‘Window Help Elggﬁoféyliiji%%:ﬁg ;vég]

g = S B Apiratate /i[?akAnnotated is
ighlighted and has a tick
beside it. Scrolling down,
you will see that
CAPA 5™ AUT is not

Hame ticked
[] annals Rheumn Dis

[] annals Rheumatic Diseases
[] annals Surgery

[ ang

|:| Ankarchic Science

[] anthropos

[] antimicrobial Agents Chem
[] antiviral Therapy

[] aPa_sth_auT

Click in the tick boxes to

4 EndNote X1 - [EndNote Styles] rormove the tick from
File Edit References Tools Window Help Annotated and add a tick
E=E= g spp_5t | 1o APA_5"_AUT. Click to

highlight this style

Close this window.

Marne

S Annals Sudr-;erv Next time you open an

= iznntate EndNote library the

o tQ - current style should show
ntarctic Science as APA_Sth_AUT.

[] anthropos
[] antimicrobial &gents Che
[] antiviral Thera

[] APLAR J Rheumnatology

[] apoptosis

I Sy I = T B Uit
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Tag your EndNote references to make them easier to find

EndNote X1 has introduced a Groups feature which allows you to create groups that are
somewhat like the folders you might create on your computer to store files. You may assign a

reference to one or more groups. For more information on Groups, see t he AUT Libr
guide: Using EndNote X1.
In addition to using the Groupsf eat ur e, you can also Atagod your
make it easier to find the references you require for a specific task or purpose. There are a
number of fields that can be used for this purpose. Open any reference to view the available
fields.
& EndNote X1 - [0'Toole, 2002 #42] B | Useful fields include:
F\Ia Edit References Tools Window Help g x Label
ER=A=] B lg] | AP _Sth_AUT v 2
Flain Font v|FanSee v| B 7 U[P| A A, F Keywords
4m mp Feference Type: Book Section i £ Hide Empty Fields Notes
Call Number ! | Research Notes
Call Number
Label
Keywords These fields occur in every
reference type and can be
Abstract found by scrolling down
Notes beyond the first 6-10 fields
which are the essential
Research Notes ones to fill in to create a
URL complete reference list
entry.
File Attachments
e P
Consider adding information to these fields which will help you to categorise your references
by subject and/or intended use, to identify items that you intend to request via interloan, or to
remind you of the reason you considered the item to be worth tracking down. Using the
program in this way turns your EN library into your own database in which you can easily
locate the items you want. You may add as much or as little data in these fields as you
choose. It pays to be consistent with your entries to make the searching process (see
Section 3) more successful.
Note: the references in a group may not necessarily all have the same tags.
2.1 Label
Possible entries in this field include:
- The filing number or location of a hard copy document;
Getting Organised with EndNote X1 Page 3 E
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- Which part of your thesis or which project is it for? For example, chapter 5 or Sydney
conference paper;

- Do you need to follow up on this reference in some way? For example, request by

interloan.

Accession Number For the purposes of
illustrating how this field
Call Number can be used, we will add
Label some text to the Label
Thesis chapter5 € field of the reference we
Keywords have opened.
Abstract Notice that some data is
Notes already present in the
Cited By (since 1996} 8 P Notes field because this
gﬁ?& DSaE%DQUYS August 2007 T reference was exported
' from the Scopus database

Research Notes

We will return to this reference in Section 3.

2.2 Keywords
Use this field to indicate the important subjects in the reference. When you export a

reference from a database into your EN library, some keywords may come across
automatically. You may edit these as well as add any further keywords (or phrases) you
wish. Keywords and phrases can be entered on separate lines or separated by a semi-colon

or a backslash.

You should try to maintain consistency in the keywords you use. This is important when you

wish to search for all references containing a specific keyword or phrase.

2.3 Notes
There are many possible uses of this field. You might use this field to add an explanation of

why you thought this reference could be a useful one to follow up on, for example: Cited in
Smithers or Recommended by Joe Bloggs. You might use it to include a direct quotation
which you intend to use (make sure to include the exact page number(s) for the quotation).
Sometimes when you export references from a database or a library catalogue, data will be
transferred into this field. This information may be useful (for example, some databases will
add the date of export and the name of the database) but is not necessarily so and you may

choose to delete it.

2.4 Research Notes
This can be used in a similar way to the Notes field but, again, it pays to be consistent and

stick to using one particular field for a specific type of information.

AU
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2.5 Call number
This is another useful field which may already contain data if you import a book reference

from the AUT Library catalogue. You may wish to add the AUT Library location to the call
number (or this data for any other library you use), for example:
City Campus Main Collection 378.240941 DEL

Find what you want in your EndNote library

Rather than relying on your memory to find a particular reference or several related
references in your EndNote library, use the Search function to search your whole library in

much the same way as you would search a database. Click References>>Search

References or Ctrl+F or the # button on the toolbar to open the Search dialog box. You
can adjust the search parameters in a variety of ways. You can also construct a search with
several parameters, ie search for a combination of words and phrases across several fields

at once.
«#d Search Thesis references.enl _ In this example we
Search For: In Field: are searching for any
|mentor Any Field b (Ml v ord begins with w | [And v _references which
include a word
| ‘ear » | | Caontains w | And v beg | nn | n g W|th
| The | | contains v mentor in any field.

Click Search at the
bottom of the box.

Search In: | Thesis references.enl L Search l ’ Close ]

F More Options:

1| EndNote X1 - [Thesis references.enl] _ The Search finds 7
Flle Edit References Tools window Help - 8 x references OUt Of our
=& & i T |aPa_bth_auT v 2 4 v
= CAETR IS AR A total of 47 references
Groups | B Author Year | Title Journal and these are
Al References Mullen 2006 A graduate student guide: Making th. .. assig ned to a
5 h Resul Baber 2004 Teaching and mentoring training pra... Chemical E. |
SEIED REELiE Hollingswiorth 2002 The role of faculty mentors in the rese... Journal of . temporary group
2007 The role of mentorsfadvisors inthe d.. EssaysinE.| | called Search
Custom 2006  Gender and doctoral studies: The pe...  Genderand..
Does adviser mentoring add value? .. Researchi. . ReSUItS-
Doctoral student experiences ingen...  Journal of E..
To return to the
display of the
. S complete EndNote
No References Selected \\Ilbrary’ CIICk A”
References.
Showing 7 of 7 references in Group. (All References: 47) £ Hide Preview
Ready MUK

LIBRARY
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The Search function is particularly useful if you have adopted the practice of tagging your
references in meaningful ways at the point at which you have entered them into your
EndNote library. In this example, we will search for the reference which we have previously
labelled as being pertinent to chapter 5 of our thesis.

Type thesis chapter 5
in the first search box
Search For: In Field: and choose the field
fthesis chapter 5 «— Label Corkain you wish to search
from the drop-down
| Vear k list, in this case:

Label.

£ Search Thesis references.enl

| Title * | | Contains

Click Search at the
bottom of the box.

Note: as an alternative you can use the Quick Search box on the EndNote toolbar but this
provides a less precise search. A word or phrase entered in the Quick Search box will be

searched in all fields of all references. Press <Enter> to execute the search.

Resist the temptation to create separate EndNote libraries for different purposes as this can
give you problems when trying to use more than one library with a Word document. It is
much better practice to have only one permanent EndNote library (plus a backup copy) and
to use Groups to organise subsets of references and/or to search in the Label, Keywords,
Notes or other fields to extract the subset of references you need for any particular project or
piece of writing.

4. Edit afield in several references at once

You may sometimes wish to perform the same editing operation on a number of references
in your EndNote library, i.e. to make a global change. For example, you may want to enter,
delete or add to the data in a particular field. Rather than do this one reference at a time, you

can do it in one step using the References>>Change and Move Fields function.

Suppose the plan for your thesis includes a chapter on mentors, say chapter 3. We will find
all the references in your EndNote library about mentors and then label each of them with

Thesis chapter 3 so that you can retrieve them all later when needed.

First you need to find the appropriate references and display these as a subset in the library

window. Either:

AU
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(a) Scroll through the references and highlight all the ones you wish to operate on. To do
this, click the first reference to highlight it then hold down the CTRL key and highlight each of

the others. Then click References>>Show Selected References.

or (b) Use the Search References function as shown in Section 3.

For this example we will continue working with the set of 7 references retrieved in the search

in Section 3.

l#] EndNote X1 - [Thesis_references]

[ Fie Edit | References Tools Window Help

Change and Move Fields

Groups »
Find Duplicates

Figure: »
File Attachments »
URL 13

active one.

il Change and Move Felds I

Change Fields | Move Fields I

In: |Label

=~

Insert Spedal » |

— Change
& Insert after field's text:
" Insert before field's text:

i~ Replace whole field with:
" Clear field

ThESiS Ehapter 3 \

¥ Indude a space before the new text

¥ | Inclide & space after thie new bexk

this case: Label.

~box on the right.

changes.

Ok I Cancel

Help

Eachofthes el ect ed

ref er e nThesischapted30 n d.abel helv e

Use one reference to make several similar references

On the toolbar, click

Change and Move

Y= :ls::;::ﬂn(z Eg:f; | & M |[ApAsn_AuT =l 2 | #4 [2uick Search =] References>>

FET e Delete References Chrl+D T‘ z ‘ | | | I
= Y | Year | Title Journal Ref Type .

All Refere :a:ﬁemems"' E;::j 2004 Teaching and mentoring training pro... Chemical E... Journal Arti... Fi el d S.

Search Rt mos rrorons Prm— 2002 The role of faculty mentors inthe rese . Journal of . Journal Arti
Brevious Reference Ciri+Pags Up 2007 The role of mentors/advisors inthe d..  EssaysinE.. Journal Arti... If this Option is
Shaw All References Cirl+M 2006 Gender and doctoral studies: The pe...  Gender and... Journal Arti... -

Custom | g, certed Refererces 2006 A graduate student guide: Making th. . Book ngreye d Oou-
Hide Selected Referentes . .
Bt 2006 Does adviser mentoring add value? ... Researchi.. Journal Arti... Somewhere in the

2000 Doctoral student experiencesingen . Journal of E__ Journal Arti

white space of the
library window and
the command should
then revert to an

Select the Change Fields
tab and then choose the
field you wish to change
from the drop-down list, in

Selectl nsert aft
text: and type an
appropriate entry in the

Click OK. EndNote will ask
you to confirm the

i

If you wish to cite more than one chapter from an edited book, an easy way to do this is to

create one reference, then use copy, paste and edit techniques to create the references for

other chapters from the same book with the minimum of re-keying.
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#| Rowarth. 2006 #51
-

Author

Jacqueline Rowarth
Pam Green

Year

2006

Title

Sustaining inspiration and motivation
Editor

Carey Denholm
Terry Evans

Book Title

Doctorates downunder: Keys to successful doctoral study in Aus
1| City

Camberwell, Australia
Publisher
ACER Press
Pages
112-119
Call Number

378.1550993 DEN City Campus Main Collection

Reference Type:

IBDDK Section

and New Zealand

Enter the information for
the first of the chapters
you wish to cite, using the
Book Section reference
type. Remember to
include the page numbers.

Family Pro...

Rowarth 2006

Novera 2004 Indonesian postgraduate students st..  Internationa... Joul Close the reference and
OToole 2002 Aloneina crowd or going native? A .. Doingado... Bod check the preview pane to
Paglis 2006 Does adviser mentoring add value? ... Researchi... Joul make sure it is correct.
Piercy 2005 ltwas the best of times, it was the wo.. Jou

doctoraa' studv in Australia and New Zealand (pp. 112-119). Camberwell, Austral

Sustaining inspiration anc New Hefce In the Ilbrary WlndOW, rlght
Rudich 2001  Aninterdisciplinary COUrS|  gdi References Joul click on the highlighted
Santos 1998 Research degreesinlibre.  Delete References G0 fJou reference and click opy.
Schurer 1996 On transnational exchang ~ A9d Refersnces To  Jou /C
Soriano 2007 Seasonal variations in mc
Tercanlioglu 2004 Postgraduate students' us  Copy Fomatted Jou
Tortorici 2007 A model for supporting an_ Paste Jou
Ulku-Steiner 2000 Doctoral student experier  Search References... Jou
Walford 2002 Doing a doctorate in educ gsﬂfgﬁﬂeﬁﬁms |Edi
Watt 2005 Educationalviews and att e im0 Jou
Weidman 2003 Socialization of doctoral ¢ Hide Preview Jou
Wright 2003 Postgraduate research st| g atachmerts v [Jou
VAT b TATAR | Tha lanrmino sowmor nomoes URL | P29
Rowarth, J_, & Green, P. (2006). Sustaining mspwathw &1

Piercy 2005 Itwas the best of imes, it was the wo... Family Pro... Journal Arti._.
Rowarth 2006 Sustaining inspiration and motivation iqactorates .. Book Section
Rowarth 2006 Sustaining inspiration and motivation Doctora . Dock Section

Academic

Rudich 2001  Aninterdisciplinary course in the bas.___ Journal Arti__
Santos 1998 Research degrees inlibrarianship an_= Journalof L Journal Arti
Schurer 1996 On transnational exchanges of postgr . Internationa . Journal Arti

" Right click again and
choose Paste so that a
duplicate reference
appears in the library
window.
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i Rowarth, 2006 #51

4u|m)
Author

Reference Type: I Book Section

I~

Open the duplicate
reference and replace the
SAuthor, Title and Pages

Peter Macauley <—

Year

2006

Title

The librarian - The candidate's forgotten friend
Editor

Carey Denholm

Terry Evans

Book Title

Doctorates downunder: Keys to succesg
City

Camberwell, Australia
Publisher
ACER Press
Pages
50-58
Call Number

376.1550993 DEN City Campus Main Collection

doctoral study in Australia and New Zealand

Kurtz-Costes 2006 Gender and doctoral studies: The pe... Genderand... Journal Arti...
§ Lee 2000 Publication trends of doctoral student... Journal oft...  Journal Arti....
Linden 1999 The contribution of narrative to the pr...  Studiesin ... Journal Arti...

Macauley 2006 Doctorates ... Book Section

The librarian - The candidate's forgot...

Mangematin 2003 The two faces of PhD students: Man...  Science an... Journal Arti...
McCormack 2004 Tensions between student and institu... Studiesin ... Journal Arti...
Mittal 2006 Training experiences of international ... Journal of .. Journal Arti...
Moyer 1999 Challenges facing female doctoral st...  Psychology... Journal Arti...
Mullen 2006 A graduate student guide: Making th... Book

Nettles 2006 Three magic letters: Getting to Ph.D Book

Novera 2004 Indonesian postgraduate students st...  Internationa... Journal Arti...
O'Toole 2002 Alonein a crowd or going native? A .. Doingado... Book Section
Paglis 2006 Does adviser mentoring add value? ... Researchi... Journal Arti...
Piercy 2005 It was the best of times, it was the wo... Family Pro... Journal Arti...

Rowarth
Rudich

2006
2001

Book Section
Journal Arti...

Doctorates ...
Academic ...

Sustaining inspiration and motivation
An interdisciplinary course in the bas...

fields with information
relating to the second
chapter you wish to cite.
You will not need to
change any of the
information about the book
itself. Close the reference.

You now have two correct
references for two
chapters from the same
edited book.

Access full text articles from your EndNote library

If you have access to the full text of a journal article in electronic format, you may wish to

have easy access to this from your EndNote library rather than maintain a file of hard copies.

You can create this access by actually storing the PDF with your EndNote library or by

including a website address (URL) in the EndNote reference.

6.1 Link to PDF

To link a PDF to a reference in your EndNote library:

(i) Find the article you want in a database and export the reference into your EndNote

library.

(i) Return to the database and open the PDF of the article. Save it to a temporary location

on your computer, eg desktop. You can delete the PDF from your desktop once you have

inserted it into EndNote.

Getting Organised with EndNote X1
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Kador 2007 The role of mentors/advisors inthe d.. EssaysinE... Journal Ari...
Kurtz-Costes 2006 Gender and doctoral studies: The pe... Genderand... Journal Arti...
= ce Babbaasaaisaadls of doctoral student... Journal oft..  Journal Arti....
Linden Edit Refersnces lof narrative tothe pr..  Studiesin ... Journal Arti. ..
Macauley | Delete References c+D e candidate's forgot.. Doctorates ... Book Section
Mangema #dd Refersnces To * |PhD students: Man... Sciencean... Journal Arfi...
McCormar o, bn student and institu..  Studiesin . Journal Arti_..
Mittal Copy Fomatted nces of international ... Journalof ... Journal Arti...
Moyer aste lg female doctoral st..  Psychology... Journal Arti...
Mullen Search References... bnt guide: Making th... Book
Nettles ::::gl:;‘::;:;wes brs: Getting to Ph.D Book
Movera Hide Selected References raduate students st...  Internationa... Journal Arti...
OToole Hide Preview or going native? A .. Doingado.. Book Section
Paglis File Attachments .'lrtan::h FiIEe... T Researchi... Journal Arti...
Piercy URL b [ OpenFilE l Family Pro...  Journal Arti. ..
D nunrarth INNA_ Sictaininn incni Convert to Relative Links Nnrtaratac Rnnl Sarctinn
Lee, W. M. (2000). Publication trends of doctoral students in three fields from 1965-1995. Journal of
Technology, 51(2), 139-144.

v)

highlight it and click Open.

(i) Highlight the reference
in your EndNote library.

(iv) Right click the
reference and select File
Attachments>>Attach
File. (alternatively, click
References>>File
Attachments>>Attach
File)

The Select a file dialog box opens. Locate the PDF which is saved on your desktop,

Kador

2007

The role of mentors/advisarsinthe d...

EssaysinE._.

Journal Arti.

The File Attachment

_Kurtz-Costes

2008
2000

Gepderaretoctorat SaES. 1he pe. .
Publication trends of doctoral student_..

Gender and...
Journal of t__

Journal Arti...
Journal Arti. ..

Linden 1999 The contribution of narrative tothe pr..  Studiesin .. Journal Arti...
Macauley 2006 The librarian - The candidate's forgot.. Doctorates .. Book Section
IMannamatin 2007 The twn facec of PhD ctndente” Man Srionre an Aowirnal Arti

icon will appear next
to this reference in
the library window.

AU

To open the document, either:

(a) Highlight the reference in the EndNote library window, right click and choose File

Attachments>>Open File; or click References>>File Attachments>>Open File.

(b) Open the reference, scroll down to the File Attachments field

PDF symbol to open the document.

and double click on the

This method creates what is called as a relative link to the PDF file. This means that a copy

of the PDF is stored in the data folder associated with your EndNote library. This folder is

automatically created when you create an EndNote library and has the same name with the

file extension .Data. If you share your EndNote library with a colleague you should also share

the data folder (see Section 8: Compress your EndNote library and its data folder)

Notes

1. If you prefer, you can create an absolute link to the PDF which means adding a pathway

to wherever you have stored the PDF on your computer. To do this, use the above

procedure, steps (i) to (v) but at step (v) uncheck the box Copy this file to the default file

attachment folder and create a relative link. Using this method, you will not be able to

share the document with a colleague.

2. If you wish to, you can later convert an absolute link to a relative link: right click the

reference, select File Attachments>>Convert to Relative Links.

3. You can attach more than one file to an EN record.

Page 10
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4. Another way to link a file to the File Attachments field is to drag and drop the file onto the
reference in either the Library window or the Reference window. Whether the file is saved
in the .Data folder (a relative link) or is linked with an absolute path to its original storage
location is determined by the default file attachment setting (see
Edit>>Preferences>>URLs & Links to change this).

6.2 Add a persistent URL
Storing a large number of PDFs may use up your memory allocation so an alternative is to

include the URL in the EndNote reference so that you can link to the full text of the article on
the Internet. Often when you look at a full text article in a library database or on a publisher's
website, the URL associated with the article is dynamic, meaning that if you save it and try to
use it to access that article later, it will no longer work. Fortunately, many databases
subscribed to by the AUT Library now have permanent web addresses known as persistent,
stable or durable links that allow easy incorporation into your EndNote library and will give
you straightforward access to the article at a later date. Furthermore, many online journal
articles now have an assigned DOI (Digital Object Identifier) which is guaranteed never to
change and can be used to link permanently to the online document.

When you directly export a reference from a database into an EndNote library, sometimes a

URL will be included, but you need to check that it is the correct format for a persistent link

and, if necessary, replace with a persistent link. Seet he AUT Li b Relerejcihng gui de
with persistent links: DOIs and URLSs for advice about including DOIs, URLs and database

names in your EndNote records. That guide also includes detailed instructions for finding

DOls and persistent URLs in a number of Library databases.

7. Make Word documents independent of EndNote

7.1 Create a standalone reference list
Sometimes you need to create a correctly formatted list of some or all of the references in

your EndNote library without having this list linked to a particular Word document as a
bibliography (reference list) at the end. This could be for a purpose such a course reading
list.

Open your EndNote library and ensure the style you wish to use is showing on the toolbar. If
it is not, use the drop-down menu and Select Another Style.

Getting Organised with EndNote X1 Page 11
March 2009
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#4 EndNote X1 - | I hesis_reterences|

B Fie | Eai Refersnces Toms Wimdow Hep Find the references you
& U S AN Y *,';|ﬁ|j‘:|||APA_5m_AUT | 2 |MP i want to include in the list
Panfa  Cut SR A . ) !
(P:::’; g::ﬁ Author = |Year |Ti1|e IJoumaI |Renype | elther by US|ng the SearCh
All Rel e et Anderson 2001 Assignment and thesis writing Book References function or by
Clear 2004 Teaching and mentoring fraining pro... Chemical E... Journal Arfi... .
Custc i il B 2007 Racial and ethnic differences instud_.  Joumal of . Journal Arti__ SCI‘OIlIng through the
Change Ted.. Information skills for an electronic wo...  Joumal of In...  Journal Arti...

library. Highlight them

= Importing a pre-existing word proces... Electronic ... N
e E 2000 Teaching doc  Studiesin . Journal Arti using the Ctrl key If you
Style 2006 ; S - Book H H
———— T T WISh to mclude_ the whole
e Delamont 2004 guide fo__. Book library, use Edit>>Select
rnecton files DeMayo 2002 Acac eriences . Profession_  Joumal Arti_ . .
Preferences... ... Innovations ... Journal Ari... A” to hlgh“ght a”

Evans 2007 e exp ce of international docto.. Nurse Educ._. Journal Arfi__. references
Golde Should uld | go? Student .. Review of . Journal Arti_.
Docte tudent: agement withi... Portal Journal Arti...

Harman 2003 PhD student s on with course ... Prometheus  Journal Arfi_.. C“Ck Ed|t>>C0py

Harman 2002 The research training experiences of . Higher Edu... Journal Arti_.

Hollingsworth 2002 ... Joumalof ... Journal Arti... Formatted.
Hyslop 1998 The expansion of postgraduate and ...  Australian ...  Journal Ari...
Johanson Association of importance of the doc...  Physical Th...  Journal Arti_.
Kador The role of mentors/advisors inthe d... ssays in E... Journal Arti...
Gender and docf tudies pe... en Journal Arti...

Kuriz-Costes

Kurtz-Costes, B., Helmke, L. A., & Ulku-Steiner, B. (2006). Gender and doctoral studies: The percep
Gender and Education, 18(2), 137-155.

Open a Word document. Click Edit>>Paste to produce the list of selected references. You
may safely edit this document using normal Word editing as it has no links to the EndNote

library.

7.2 Remove field codes
E n d N o Cite W/kile You Write function places field codes around and inside your formatted

citations in Word. Each formatted citation in your Word document is saved with embedded

reference data in the document. The document <con
cited.
This is a very short document which | have created in Word so that | can practise Click on any of the in-text

adding citations from my Endiote library (Green & Macauley, 20073, | am learning to citations and YOP W_'” Se?
that the whole citation will

be shaded mid-grey. This
indicatesthat this part of
willl be a great help in getting my in-text citations carrect and in compiling my the cument has field

codes around it.

use Endhote X so that | can be more efficient when | write my assignments and also

wihen | write my thesis (Johanson, 2005). It seems that being able to use EndMote X

reference list. This is a wery good skill for a postgraduate student to acquire
iMcCormack, 2004,

Itis wery easy to insert citations into this document. Thisis an example of ip=érting
twio references in the same place (Barry, 1997, Caffarella & Barnett, 200cf).
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Australian perspective. FPortal 7(3), 317-332.
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Because reference data is kept with each formatted citation, you can collaborate with other

authors on a paper without each author having the same EndNote library, provided that you
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are all using the same version of Word. However, if your collaborator uses a different word

processor or an incompatible version of Word, you should remove the field codes to share

your final document. In addition, most publishers require that field codes be removed.

Removing field codes saves the formatted citations and bibliography as text, and does not

allow reformatting. It removes only Cite While You Write field codes, and not all other Word

field codes.
M) H9-0 Q& )+
Y,
—/‘ Home Insert Page Layout References Mailings Revi
{:ﬂ EM Go to EndMote Style: APA_Sth_AUT hd
= Edit Citation(s) § Update Citations and Bibliography

Insert

Citation = g/) Edit Library Reference(s) F_] Convert Citations and Bibliography =

Citations [Kj_] Convert to Unformatted Citations
[f{] Convert to Plain Text
[ || Convert Word 2007 Citations to EndM
AU Chiduonrs
use EndNote X1
EndNote X1

This command will create a new copy of your Word document and
remaove all special EndMaote markers from it. The new document will
appear in a new unsaved document window. The original file will
remain opened and untouched.

N
Do you wish to continue?

o]

Cancel

In Word 2007, on the
EndNote tab, click
Convert Citations and
Bibliography and select
Convert to Plain Text.

As a safety precaution, the
Convert to Plain Text
command makes a copy
of your document without
the field codes.You will get
this warning message.
Click OK.

A copy of the document, without field codes, appears in a new document window. Save this

in the usual way.

Notes

1. The copy does not contain Cite While You Write field codes, so you cannot reformat your

bibliography with Cite While You Write. To reformat, start with the original document,

which retains EndNote field codes.

2. If you are working with master and subdocuments in Word, the Convert to Plain Text

command warns that it will strip codes from the original documents. You should first

manually save copies of the master and subdocuments, and convert the copies to plain

text, ie remove the field codes.
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8. Compress your EndNote library and its data folder

If you wish to send your EndNote library by email (eg to a research collaborator), you must
also send the associated data folder which contains any linked PDFs as well as various other
important sub-files. You can do this by using the Compress Library function. From your
EndNote library window, click File>>Send To>>Compressed Library and the Send to

Compressed Library dialog box will open.

The compressed library
will have the same

¢ filename as your library
but with the file extension
.enlx . Choose a location
to save the compressed
library and click Save.

This is also a good way of
making a backup copy of
your EndNote library to
save to a USB drive or a
disk.

To regenerate the EndNote library and the data folder from the compressed library file,
double click on it. This will extract the .enl file and the .Data folder to the same folder in

which the .enlx file is located. This is possible with EndNote X or later.

9. Import a pre-existing Word reference list into EndNote
There is no especially easy way of doing this. A fairly straightforward way, and one which

involves the minimum of re-keying, is to copy a single reference from your Word document

and simply paste the whole thing into the title field of an EndNote reference. Then move the

data into the appropriate fields using cut and paste (or drag and drop) techniques. Repeat

this for each reference. You will need to remove extraneous punctuation and spaces and

ensure you have each author on a separate | ine.
has written an excellent guide on this procedure which is available at:

http://homepages.gold.ac.uk/duncan/biblio/importing-wp-biblio.pdf . If you have a lengthy

reference |ist, you may find it worth following
which involves some preliminary reformatting of your Word document containing the

reference list, then importing it into your EndNote library using a special filter which he

provides on his website: http://homepages.gold.ac.uk/duncan . This procedure, if followed
correctly, will create one new reference in your EndNote library for each of the items in your
reference list. All the information for each reference will be in the title field so you will still
need to edit each one, as above, by moving the data into the appropriate fields. The default
reference type in this process is Journal Article so this may need to be changed for individual

references.
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