>
e
()]
[+ 4
w
2
4
=

Using EndNote X
with Word 2003 or Word 2007

AUT User
VYolume License Copy
EndNote X.0.2 (Bld 2283)

www.endnote.com

Contact your EndMote License administrator
for more information.

THOMSON
e ———

_ ©1988-2006 Thomson
Contains source code that is The try Spelling-Checker Engine 2000 Wintertree Software Inc.

Prepared by Craig Murdoch and Robyn Ramage

July 2008



Contents

9.

10.

What EndNote can and cannot do for you
Training and help

Getting started with EndNote

3.1 On campus

3.2 Installing the software off campus
3.3 Starting the program

3.4 Terminology used in EndNote

3.5 About this guide

Creating an EndNote library

Entering references into an EndNote library (manual entry)
Example 1: a journal article
Example 2: a book chapter
Example 3: a book

Using EndNote with Word 2003

6.1 Inserting citations in the text

6.2 Formatting the bibliography

6.3 Editing in-text citations

6.4 Creating a standalone list of references

Downloading references from databases

7.1 General principles
7.2 Direct export example T ProQuest 5000 International
7.3 Import filter example 1 AUT Library catalogue

Working with your EndNote library and references

8.1 Viewing and editing a reference
8.2 Sorting a library
8.3 Searching a library

Tips for using EndNote successfully

EndNote shortcuts

Appendix A: Instructions for downloading filters

Appendix B: Using EndNote with Word 2007

Page

NDNNDNDNDN -

w

23

23

23




What EndNote can and cannot do for you

EndNote is reference management software which can assist you with academic writing and
research. You can use it to:

I Store, manage and organise your references;
1 Import references from many online databases and the Library catalogue;

9 Insert citations in a word-processed document and create a bibliography or reference list
in the reference style of your choice (eg APA 5" which is widely used at AUT).

Although EndNote makes referencing much quicker and easier, it does not free you from the
need to know anything about the referencing style you are using. You will need to know the
basics of the style in order to be able to enter data into EndNote accurately so that the
reference list will be output correctly.

A number of guides to the APA 5" style are available on the Library website:
http://www.aut.ac.nz/library/information skills/managing information/managing references/

Training and help

This guide is intended to teach you how to use the main features of EndNote X. It does not
show you everything about EndNote. There are several places you can go for help if you
have difficulties:

T EndNote helpi E n d N o hekp &ature is comprehensive. Simply click on Help on the
EndNote menu bar.

1 EndNote manual i the EndNote manual is installed on your computer when you install
EndNote. It is a PDF file so you will need Acrobat Reader to read it.

1 The EndNote program comes with a sample library paleo.enl which you may find useful
for practice. This is located in the Examples folder with Endnote X.

T The Libraryds EndNote web page rontains inform
http://www.aut.ac.nz/library/information_skills/managing information/endnote/

The Library is able to offer limited assistance with EndNote X:

Staff - contact Craig Murdoch craig.murdoch@aut.ac.nz phone 921 9999 ext.8550
Postgraduate students - contact Jasna Romic jasna.romic@aut.ac.nz phone 921 9999
ext.8532.

Endnote workshops are available for AUT staff through the CEPD programme and for
postgraduate students as part of the Postgraduate Seminar Series.

Online video tutorials are available on the official EndNote website:
http://www.endnote.com/training/tutorials/EndNoteX tutorial/EndNote.asp
and the University of Newcastle Library website:
http://www.newcastle.edu.au/service/library/tutorials/endnote/

This guide is based on EndNote X running on a Windows system. EndNote X is also
available for Macintosh systems. Both versions are very similar and Mac users should be
able to use this introduction.
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3. Getting started with EndNote

3.1 On campus
AUT University has a license for EndNote which means the software is available to all AUT
staff and students on the AUT Network. For installation and upgrade queries on campus,
phone the IT Service Desk on ext 9888 or email ithelp@aut.ac.nz .

3.2 Installing the software off campus
AUT staff and students are able to install one copy of EndNote X on a home computer. You
can download EndNote X from the IT Knowledge Base. Please note the Conditions of Use.
Windows and Mac versions are available.

Alternatively, if you take a blank CD to one of the Open Access labs on campus you can burn
a copy of EndNote X.

Once you have downloaded the EndNote X file, double click on the EndnoteX-installer.exe
icon and follow the instructions on screen to install EndNote X. If you have a previous version
of EndNote on your computer, you should uninstall this before installing EndNote X. You
cannot run two versions of the program on the same computer.

Please note that the AUT IT Service Desk does not offer installation or on-going support for
EndNote X on your home computer.

3.3 Starting the program
Open the EndNote program from the Start menu:
Start >> All Programs >> EndNote >> EndNote Program

Or, from an AUT computer, if the above route does not work, try this:
Start >> All Programs >> AUT General Apps >> EndNote Program

3.4 Terminology used in EndNote

library a database of references

record a single reference in an EndNote library

field part of a record designated for a specific type of data, e.g.
author or title

EN abbreviation for EndNote

3.5 About this guide
f The examples shown in this guide are based on the APA 5" reference style.

1 There is often more than one way of doing things in Endnote. Usually only one way is
given here but you will be able to explore shortcuts once you feel confident with the
program.

1 Itis assumed that you have basic computer knowledge and skills (how to use a mouse,
work with several windows open, and how to navigate to file locations on your PC) and
that you are also able to use Word.

When a command is shown like this References >> New Reference this means click
once Refatendes0 on t he t ool b ascreeosothatthedrap-downmehu t h e

appears, then click 6New Referenceo from this
E Page 2 Using EndNote X
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4. Creating an EndNote library

' To begin, you need to set
EndNote X ’
L5808 E' up your own EndNote
Get Started with Endhiote ¥ library:
{I (%) Create a new Endiote library g—] Create a new EndNote
= library >> OK

lH () See what's new in Endiaote ¥

é () Open an existing Endrote library:

[Alternatively, if you
already have an EndNote
library, click Open and
Browse to navigate to the
[ ] Do nat display this message again folder in which you have
saved your EndNote
library. Highlight the library
>> OK]

[ Ok ] [ Cancel

You will be prompted to choose a location in which to save your EndNote library and you
may choose a filename to over-write the default filename which is Untitled.

New Reference Library Do not save your EndNote
library within the EndNote

Savein: |Lf) EndMate X libraries v| QT G- program folder. Instead
3 you should save it where
Le you would normally save
My Recent
Dacuments your Word documents. For
= instance, on an AUT
L computer, you would save
D e your EndNote library on
_ your home directory (H:/
) drive).
ty Documents
Type in a filename >>
31}3 Save
by Computer //
‘% File name: |Untitled.enl e V| [ Savf‘ m: an.EndNOte .Ilbrary
i has the file extension .enl
My Metwork  Save as bpe: | EndMate Library [*.nl] v | [ Cancel ]

LIBRARY
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Your new EndNote library will appear like this:

&)l EndNote X - Training,.enl

File Edit References Tools Window Help

g & 1 5| A [aPa 5t v| 2

& Training.enl
B E Author Year Title _ dJournal Ref Type LIRL

<

Mo References Selected

Showing 0 out of O references, 4 Hide Preview

You are now almost ready’to begin entering references into your EndNote library but there
are some settings yoyan change which will make it easier to use your library:

1 Click the Maximise button to make the library fill the screen (as shown below).

1 The currently active reference style is shown in this box.

#)| EndNote X - [Training.enl]
File Edit References Tools “Window Help

g = £ “ ] B Annotated v|?\

R Author Year | |Title Journal EeX Type LRL

Note: if this toolbar is not showing, click:
Tools >> Show Toolbar >> Main

If the style is not showing as APA 5" click the down arrow to
change it.

Mo References Selected
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4l EndNote X - [Training.enl]
FiIe Edit References Tools Window Help

/

g = 09 On W
Select Another Style. .
Annotated
‘ B Author Year | Title ﬁﬂi:g;?e‘;‘e
Show All
Choose An Output Style
M ame Categary e
Annalz of Plastic Surgerny Flaztic Surgery
Annalz of Science Science —
Annalz of Tourizm Research Sociology
Annals Pharmacatherapy Pharmacalagy
Annals Rheumatic Diseazes M edicine
Annals Surgeny Surgerny
Annotated Generic
AMO Literature
Antarctic Science Science
Anthropoz Anthropalogy
Antimicrabial Agents Chema Pharmacalagy
Antiviral Therapy Wirology
Pzychology
Apoptoziz Cell Binlogy
App Animal Behaviour Sci Zoology ){

Cancel Choosze

2 Less Info: | Style Info

v

File Mame: &P& Bth.ens

Your EndNote library should now look like this:
&l EndNote X - [Training.enl]

If APA 5" appears on the
drop-down list, click on it.

Otherwise, click Select
Another Style.

In the next window, scroll
down to find APA 5™ and
highlight it.

Click Chqose.

File Edit References Tools Window Help

| 4P4,5th

i = $ 0 Bm W

v|?

B Author Year  Title

Journal

Ref Type LRL

Mo References Selected

This is called the library window and is where you will see your references listed.
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5. Entering references into an EndNote library (manual entry)

There are three ways to input references into an EndNote library:

1
1

T

Type them in manually 7 covered in this section;

Download or import) them from a database or library catalogue - covered in Section 7 of
this guide;

Search a database or library catalogue from within EndNote via a connection file i this
method is not in use at AUT due to a firewall.

We will manually add a reference to the new EndNote library we have just created. Click

References >> New Reference or click the New Reference button: (shortcut CTRL+N).

The New Reference window opens:
il EndNote X - [New Reference (Training.enl) ]

File Edit References Tools Window Help

g =& i e | L3 & | AP Sh v| 2
Plain Fort v|Fshsze v| B 7 U|P A A X
Reference Type: Journal Article b
B N

Author

Tear

Title

The default%ference type is Journal Article. You
can click on the drop-down box to view the other
Yolume reference types. There are 38 different reference
types plus a generic type which includes all fields.
When you change the reference type, the

Pages available fields will change to headings
appropriate for the particular reference type. You
can also design your own reference types (see

pate EndNote Help).

Journal

Issue

Start Page

Type of Article

Short Title

Example 1: a journal article
We will add the details of this article to our new library. The page numbers are 3751 388.

Higher Education Research & Development Eil‘za:;ll’sl:ﬂshing
Vol. 23, No. 3, August 2004

The generic skills debate in research
higher degrees
Rob Gilbert*, Jo Balatti, Phil Turner and Hilary Whitehouse

Fames Cook University, Australia

Generic or transferable skills as outcomes of research higher degrees have been the subject of
considerable development and debate in universities in recent times. The development of generic
skills has been motivated by the belief that there are skills which all graduates should possess, and
which would be applicable to a wide range of tasks and contexts beyond the university setting. This
paper reviews these developments and debates drawing on a literature from the USA, the UK, with
particular reference to Australia. It cites examples of generic skills programs and considers evidence
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The first step is to choose the reference type which in this case is Journal Article (the
default). Not all the information needs to be added to the EndNote record. The information
which EndNote needs to create a correct citation is author, title, source and publication
details. So, in the case of a journal article reference, you must complete the first 7 fields, at
least. You can move between fields by pressing the Tab key or by clicking in the field you
wish to move to.

When you have finished entering the data the New Reference window should look like this:

# EndNote X - [New Reference [Training.enl) ]
File Edit References Tools  window  Help

g = & g e | L& & | |&PA St v| o
Plain Font v|Painsize «| B 7 U|P| A" A, =
Reference Tupe: Journal Article hd
Author
Fob Gilbert
Jo Ealatt
Fhil Turner

Hilary Whitehouse

Year

2004

Title
The generic skills debate in research higher degrees

Journal
Higher Education Research & Development

¥olume

23

Issue

3

Pages

375-388

Start Page

Date

There are several points to note about entering a reference:

1 Author names can be entered in two ways, either:

firsthame lastname: Rob Gilbert
or
lastname, firstname Gilbert, Rob

Instead of the firstname you may enter an initial. You can choose either style but if you
choose the latter you must put a comma directly after the lasthame. You may include a
middlename (Gilbert, Rob David) or middle initial (Gilbert, Rob D).

1 Multiple authors must be entered on separate lines (see above). Press enter on the
keyboard between each author name.

1 When entering a corporate author (that is, an organisation) in the author field you must
enter the name with a comma directly after it, for example:
Ministry of Health,
If you do not do so, EndNote will assume Health is the lasthame of the author and will
cite it as Health, M. o.

1 Spelling and capitalisation must be entered correctly. This is most important for the title

Using EndNote X Page 7
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field. Most reference styles (including APA 5™) require that only the first word and proper
nouns are capitalised in the title field. So, in the example above, for the article title only
the first word begins with a capital letter. However, for the title of the journal each
significant word begins with a capital letter. If you are unsure of the rules regarding
capitalisation it pays to check an APA 5" guide (or a guide to the reference style you are
using).

1 Note that some of the information you entered is in red. EndNote is adding these new
terms to its Terms Lists. Most EndNote users will have no use for terms lists but they are
a useful indexing tool if you are creating an annotated bibliography and they help speed
up entering and searching of libraries. See the EndNote Manual for more information.

The above example shows only the information required to create a correct citation. Scroll
down and look at the other fields available in this reference type. When you have learnt the
basics of using EndNote you will probably wish to start adding information to some of the
other fields, eg you could also add data to the abstract, keywords, label, or notes fields.

When you have completed the data entry, close the New Reference window by clicking the
2| button in the top right hand corner of this window. Closing the reference automatically
saves it.

You should now be seeing your EndNote library window containing one reference.

¢4 EndNote X - [Training.enl]
File Edit References Tools ‘Window Help

=& 4 B s st O L O AP, Bt v| o

B E Author Year | Title Journal Ref Type URL
Gilbert 2004 The generic skills debate inresearch... Higher Edu..  Journal Ari..

If you ﬁghlight the reference, it will also appear in the
preview pane at the bottom of the screen.

Gilbert, R, Balatti, J_, Turmer, P_, & Whitehouse, H. (2004). The generic skills debate in research higher degrees. Higher Education Ress
Development 23(3), 375-388.

The preview shows you how this reference would appear in a reference list formatted in APA
5™ style. This enables you to check that you have entered the data correctly. If not, you
should edit it (see Section 8.1).

Example 2: a book chapter

Author: A.N. Wiens, P.J. Brazil
Title: Structured clinical interviews for adults
Pages: 108-125

In

Title: Handbook of psychological assessment
Edited by: Gerald Goldstein, Michel Hersen
Year of Publication: 2000

Publisher: Pergamon

Place of Publication: New York, NY.

Page 8 Using EndNote X
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Create a new reference and change the reference type to Book Section by clicking the drop-

down arrow next to Journal Article |2urnal Aticle W
Here is what the second reference should look like:
[ = & gl W el | | |APA S v 2
Plain Font v|Pansze v| B 7 U[P| A" A, E
E' @@ Reference Type: Boak Section v
Author
Wiens, AN
Erazil, P ..
Year
2000
Title
Structured clinical reviews for adults
Editor
zoldstein, Gerald
Hersehn, Michel
Book Title )
Handbook of psychological assessment Note thatinthe Cityf i el d (t he

City
Mew York

location) it is not necessary to include an
abbreviation for the state (NY) because

Puhlisher:
Fergamon
Yolume

Mumber of Yolumes

Series Yolume

Pages

108-125

New York is on the APA 5th list of major
cities that are well known for publishing
(see p. 217 of the spiral bound edition of
the Publication Manual of the American
Psychological Association, 5 edition).

Close 2l the reference to save it. Now enter this reference:

Example 3: a book

Author: Uma Sekaran

Title: Research methods for business
Year of Publication: 2003

Edition: 4th

Publisher: John Wiley

Place of Publication: New York

| EndNote X - [Training.enl]

You should now

File Edit NEEEGEEN Tools  Window  Help - have 3
gES ¥ # £ 0 Op ki) AP Bih v ? eferences in
your EndNote
B Author Year | Title Journal Ref Type URL libraxy:
Gilbert 2004  The generic skills debate inresearch... Higher Edu...  Journal Arti. ;
Sekaran 2003 Re 'ch methods for business |
2000 Structured clinical reviews for adults Handbook ... Book Section To closethe
library, click X.

This saves the
library. Close the
EN program with

Sekaran, U (2003). Research methods far business (4th ed.).

Mews York: John Wiley. the red/white X.

Using EndNote X
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6. Using EndNote with Word 2003
See Appendix B for instructions for using EndNote X with Word 2007.

You can use EndNote to insert citations into a word-processed document and then
automatically format those citations into your chosen reference style and produce a
reference list (bibliography). The EndNote Cite While You Write (CWYW) feature allows you
to access EndNote directly from the Microsoft Word toolbar. When you install EndNote on
your computer, commands are added to the Word Tools menu:

example.doc - Microsoft Word

ile  Edit Wiew Insert Format | Tools | Table Window Help

RN ot | Endbiote % » | @ Find Citation(s)... | Read !
4 Mormal + 11 pt = Arial ' speling and Grarmar.. i EN| go To Endhiote J iz Y| E”J ek ﬁ [r)_] |
e G Research... Alt+Click |42 Format Bibliagraphy. .. -12-.| B |
Language » [lv] Insert Selected Citation(s) _
word Caunt... ¥ Edit Citationis)...
'@ AutoSurmmarize. .. .__l_. Insert Moke...
Speech g Edit Library Reference(s)
Shared Waorkspace... |:'9_] Unformat Citationis)
# Track Changes Cerl+Shift+E [‘g‘] Remaove Field Cades ear-ald rerains:
Compare and Merge Documents... Export Traveling Library, .,

overturned by-the:

Protect Document. .. 4 i .
. . fig: | Find Figure(s)... hy- of the: species-
Onlime Collaboration » :E Generate Figure List

tthis-time,-itis

Letters and Mailings P |EM . Cite while You Write Preferences. ..

Macro 3 9 Help
Templates and Add-Ins...

is-amystery - If it was-central-Asia,-we- could:

TF | AutoCorrect Cptions. .. . . . .

i es-were-nat-dominant inthis-ecosystem. - Some-think]
Cusktamize. .. . . . . .
onti er, fossils currently in the-museurmn-in-Berlin-provide:
Opkions. ..

T EVIOETTCE TTar O BITErging reptile-was small-honed-and- duck-billed  pos sibhy
'["El example.doc - Microsoft Word You ShOU|d a|SO see the

! Fle Edit Wew Insert Format  Tools  Table ‘Window Help ndNote toolbar in Word.
RN T = BRI REEA N S R - W= N S Hamal + Lne s - & ROIl your mouse over each

PQUEN (= 4] e o O 0 B SR 'O‘IJ‘O” to find out what it
oes.

6.1 Inserting citations in the text
Open Word and create a short document. We will insert some citations from the previously
created EndNote library into this document.

Go to the end of the first paragraph and insert a space before the full stop.
[ Example. doc - Microsoft Word

File Edit iew Insert Format Tools Table window Help  Adobe PDF  Acrobat Comments

DEHR SR VB BN - @ 4 EA0E| T o - QdRead [/ Final Showing Markup - Show
A4 Mormal + Ling s + Arial -1z - B I U E

QENEd AL o O i iB R 7 s

4= P

E-lEEEEw-A- O E W

L I'2'I'l'l-g-l'l'l'Z'l'B'l"t'I'5'I'B'I'?'I'8'I'9'/10'I'11'I'12'I'13'I'14'I'15'I'Q'

Z This is awery short document which | have cregied in Word so that | can practise

adding citations from my Endiote library. | lgarning to use EndMote X so that |
can be more efficient when [write my asgfanments and also when | write my thesis. It
N seems that being able to use EndMote X will be a great help in getting my in-text

citations correct and in compiling py reference list. Thisis a very good skill for a

+ postgraduate student to acguir
- On the EndNote\tooIbar click the Go To E document. This is an example of inserting
B EM

- EndNote icon

Page 10 Using EndNote X
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EndNote X opens. Open your previous library as follows: click File >> Open then navigate to

where you saved it. Double click on it to open.

4| EndNote X - [Training.enl]

File Edit References BEEM 'Window Help
=& 4 I P4 Gth v 2

Cite While You Write [ W Return ko Word

Configure Handheld Svnc...
Transfer References...

Recover Library. ..

Select the Gilbert

reference by clicking
on it once to highlight

Click Tools >> Cite
While You Write >>

Insert Selected

Conneck Insert Selected Citation(s) Alt+2 It.
fi @ Author Subject Bibliography. .. Format Bibliography... &lt+3 Fef Type

Gilbert Farmat: Paper 3 Import Traveling Library... Alt+8

Selkaran Manuscript Templates. .. O Preferences.. Ale+3 Book

Wians Open Term Lists v Ewys for adults Handbook ... Book Sec
Ciefine Term Lists, .. Chrl+4
Link Term Lists... Chrl+3 . .

Citation(s).

Show Toolbar »
Hide Presview

EndNote takes you back to Word and inserts the Gilbert citation at the point where you left
the cursor, which should have been at the end of the first paragraph. It should look like this:

Thisis a very short document which | have created in Word so that | can practise
adding citations from my EndMote library . | am learning to use Endiote X so that |
can be more efficient when 'write my assignments and also when |write my thesis. It
seems that being able to use EndMote X owill be a great help in getting my in-text
citations correct and in compiling my reference list. This is a very good skill for a
postgraduate student to acquire (Gilbert, Balatti, Turner, & Whitehouse, 2004).

Itis wery easy to insert citations into this document. This is an example of inserting

two references in the same place.

Gilbert, R, Balatti, J, Turner, P., & Whitehouse, H. (2004}, The generic skills debate
inresearch higher degrees. Higher Education Research & Develapment,
23(3), 375-388.

the document.

Notice that the citation is
immediately formatted into
the current style which is
APA 5" (selected in
EndNote) and a reference
Alist is created at the end of

You may also insert more than one citation at the same point in the document. We will try an
alternative method this time. Click the Go To EndNote icon on the EndNote toolbar in Word.

B EndNote, click on the Sekaran reference to highlight it, then hold down the Ctrl key on the
keyboard and click on the Wiens reference. Both references should be highlighted. Return to

L. W
your Word document. An easy way to achieve this is to click8he Return to Word icon
on the toolbar. If this icon is not showing, click Tools >> Show Toolbars >> CWYW/Add-in

to display this icon.

In Word, position the cursor at the end of the second paragraph (add an extra space before
the full-stop) as this is where we are going to insert the citations. On the toolbar, click the

Insert Selected Citation(s) icon el |. 3 @tationk are now correctly inserted into the
document and the two new references are inserted in the correct place in the bibliography
according to the APA 5" style. Your document should now look like this:

3
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This is a wery short document which | hawve created in Word so that | can practise
adding citations from my EndMote library . | am learning to use EndMote X so that |
can be more efficient when |'write my assignments and also when | write my thesis. It
seems that being able to use EndMote X will be a great help in getting my in-text
citations correct and in compiling my reference list. Thisis a very good skill fora
postgraduate student to acguire (Gilbert, Balatti, Turner, & Whitehouse, 2004).

Itis very easy to insert citations into this document. Thisis an example of insert
twia references in the same place (Sekaran, 2003, Wiens & Brazil, 2000)

Gilbert, R, Balatti, J., Turner, P, & Whitehouse, H. (2004). The generic skills debate
inresearch higher degrees. Hinher Education Research & Development,
23(3), 375-388.

Sekaran, U (2003). Research methods for busingss (4th ed ). New York: dohn Wiley.

Wiens, A M., & Brazil, P. J. (2000}, Structured clinical reviews for adults. In 5.
zoldstein & M. Hersehn (Eds.), Handbook of psychological assessment (pp.
108-125). Mew York: Pergamon.

6.2 Formatting the bibliography
You may wish to alter the layout of the reference list (bibliography) you have created so far.
For example, you can add a heading and alter the line spacing. Do not be tempted to try
editing the bibliography layout by normal Word editing because any changes you make will

beoverwr i tten by EndNoteds Ci thageadMhWdrd yoyshauld Wr i t e
use the Format bibliography command or the icon

e
11

When you click this icon a box like this appears:
EndNote X Format Bibliography Note that our current

AU

Format document: -

With outpuE style: | APA Sth

Temporary citation delimiters

Left: |4 Right: |}

(0.4 | Zancel Help

The reference list
now includes all 3
eferences sorted
alphabetically by
the first
lastname.

document is selected
Format Bibliography | Layout | Tnstant Farmatting | Libraries Used | automatically
(Example.doc).

Check that the output style
is correctly set (in this
case it is but, if it is not,
use the drop-down box to
change it). Otherwise your
reference list will not be in
APA 5" style.

Click the Layout tab to
make some changes.

Page 12

LIBRARY

UNIVERSITY

Using EndNote X
July 2008

f

u



EndNote X Format Bibliography ' You can change various
features of the layout, eg

Format Bibliography  La¥out | Instant Formatting ] Libraries Used l /he font size.

First line indent; | 0,000 cm Line spacing:  |Single |/ changes

Hanging indent: | 1,270 cm Space after: -

0k | Cancel | Help |

The reference list now looks like this:

References

Gilbert, R., Balatti, J., Turner, P., & Whitehouse, H. (2004). The generic skills debate in research
higher degrees. Higher Education Research & Development, 23(3), 375-388.

oekaran, U (2003). Research methods for business (Ath gd.). Mew York: John Wiley.

Wiens, A M., & Brazil, P. J. (2000). Structured clinical reviews for adults. In G, Goldstein & M.
Hersehn (Eds.), Handbook of paychological assessment (pp. 108-125). Mew York: Pergamon.

Up to this point we hayve InbteneRormattng kuinedgn. Whist h
means that each citation inserted is immediately formatted correctly in the text and added to
the reference list which is also formatted in the current style at the end of your document.

This is generally an appropriate way to work with EndNote and Word.

However, it is also possible to turn off instant formatting. In this mode, citations are inserted
in the text as temporary citations and the reference list is not created automatically.

Why you may choose to work this way:
1 If you dislike or find it confusing to have the reference list built up on an ongoing basis but
would prefer to create the list when you have finished writing;

Fant: Size: o
|.ﬁ.rial ﬂ | 10 ﬂ
Bibliography title: You can add a title to the
References <« FertFormar T reference list
(bibliography) and alter the
ine spacing.
Start with bibliography nurmber: | 1
A Click OK to action these

EndNo

T I'f you are working on a slower computer which

format a lengthy document.
9 It can also be useful if you are moving between different versions of Word or EndNote.

4 —
G —
T —

To turn off instant formatting, in Word, click the Format bibliography icon . and then

click the Instant Formatting tab in the dialog box:
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EndNote X Format Bibliography X |

Format Bibliography ] Layout  Instant Formatting ]Libraries Used ]

Click Disable >> OK

Inskank Formatking

(Note: You may return to

Instant Formatting automatically updates yvour : R

reference lisk as new citations are added to a th|S bOX and turn instant

dacument, formatting back on by
Disable Settings... | clicking Enable >> OK.)

[o]4 | Cancel | Help |

When instant formatting is disabled, any new citations you insert in the text will be in the
temporary citation format which looks like this:
{Sekaran, 2003 #3}

Any existing citations in the text will remain formatted unless you choose to unformat them

. L . I
using the Unformat Citation(s) icon =2 .

When you ready to format all the citations in your document and create the reference list,
click the Format bibliography icon 5=

6.3 Editing in-text citations
It is possible to edit citations once they are inserted into your document. There are several
reasons why you may wish to edit an in-text citation, including:

I To add a page number or numbers to a citation which refers to a direct quotation from
anot her authoroés wor k;

1 Toremove the author® name from within the brackets of the in-text citation because the
name is used in the text as part of the narrative, for example:
Wal ker (2000) compared reaction timesée.

1 Toremove the publication year from within the brackets of the in-text citation because the
year is used in the text as part of the narrative, for example:
In 2004 another researcher disputed these results (Jamieson).

Each of these situations must be dealt with by using the Edit Citation command in the Word
document. Do not be tempted to manually change the in-text citations in any way because
your changes will be over-written by Cite While You Write next time the citations and
bibliography are formatted.

Note: You can only edit citations once they have been formatted, either by working with
Instant Formatting enabled or by using the Format Bibliography command.
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In this document some text has been added which is a direct quotation from the Gilbert
article so we must add a page number (381) to it as follows:

1. Click to highlight the formatted in-text cit

Example. doc - Microsoft Word

tion.

File Edit View Insert Format Tools Table ‘Window Help \Adobe FDOF  Acrobat Comments

DEEHR S 4 e [F=% +  [JdRead ; Final Showing Markup = Sho
A4 Mormal + Line = = Arisl v 12 . M -~ T
QENIEh At D et 7

L fz-n-l-l-g‘l‘l‘l‘z‘ld- '4'!'5'!'\!'7‘!‘8‘!'9' R TS - RIS SR R SIS -

NS RN RN R R I T

2. Click the Edit Citation icon on the EndNote toolbar [

box will open:
EndNote X Edit Citation
Use this window ta view, select, edit and remove citations From your current document.

Citations in document: Farmatted Citation

students themselves” ...},
Gilbert, 2004 #1

I Exclude author

references in the same place (...}
Sekaran, 2003 #3
Wiens, 2000 #2

Prefix:
Suffix:

Pages: 351

Insert...

This is a very short document whi

seems that being able to use EndMote

[T Exdude vear

Reference Type: Journal Article
Record Number: 1
Author: Rob Gilbert
Jo Balatti
Phil Turner|

]

Caneel

| have created in Word so that | can practise

Remave | il il

Help

development of generic skills in research high
research students themselves" [Gilbert, Balatti,

adding citations from my EndMote lilNary. | am lsarning to use EndiNote X so that |
can be more efficient when [write my §ssignments and also when [write my thesis. It
will be a great help in getting my intext
citations correct and in compiling my referapce list. This is a very good skill for a
postgraduate student to acquire. In the UK it\nas been established "that the

degrees is supported by many
urner, & Whitehouse, 2004).

ﬁ . The EndNote X Edit Citation

(x) Type the page number in

-

Library: Traveling Library 3 citations

he Pages: box. Do not
/ype p. before the number.
(if appropriate, you may

also type a range of
pages, like this: 381-382).

Note that this dialog box
also gives you the options
for excluding an author or
year from a citation.

Click OK.

In the Word document, this in-text citation will now look like this:

(Gilbert, Balatti, Turner, & Whitehouse, 2004, p.381)
Note: this editing process does not alter the way the reference displays in the reference list
or anywhere else in the document where it may have been inserted in the text.

Editing a citation to exclude the author or the year is done in a similar way.

6.4 Creating a standalone list of references

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.

1. 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 arrow and Select Another Style.

2. Find the references you want to include in the list, either by using the Search
References function or by scrolling through the library. Highlight them using the CTRL
key. If you wish to include the whole library, use Edit >> Select All to highlight all

references.
3. Click Edit >> Copy Formatted.

4. Open a Word document. Click Edit >> Paste to produce the list of selected references.
You may safely edit this document using normal Word editing, unlike the bibliography

formatted in section 6.2 above.
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7. Downloading references from databases

Many of the databases to which the AUT Library subscribes enable you to transfer
references from a search result into your EndNote library without re-typing the information.
This downloading process is also possible from the AUT Library Catalogue and from Google
Scholar.

7.1 General principles
There are two methods for downloading references from databases. The method to use
depends on the database (or catalogue).

1 Direct Export
This is the easier method and fortunately most databases now offer a direct export
function. This involves selecting the relevant references from your search results and
then using an Export or Download button (or similar) on the database screen to
automatically transfer the selected references to the EndNote library of your choice.

1 Import Filter method
This method involves a few more steps. First you select the relevant references from your
search results and save them as a text file. You then import the text file into your open
EndNote library through an appropriate filter. EndNote X is supplied with a folder of
numerous filters for use with specific databases. When the program is installed on your
computer the filter folder is also loaded. In addition, where necessary you may download
some filters from the AUT Library website:
http://www.aut.ac.nz/library/information_skills/managing_information/endnoteffilters.htm .

To use these methods, you first need to have created an EndNote library. When you
download references by either of these methods, you will initially see in your EndNote library
window just the references you have downloaded. If you already had references in your
library, they are still there but are not displayed until you click References >> Show All
References.

When the references are downloaded into your EndNote library, you are advised to check
each one carefully for accuracy. Sometimes there will be errors or omissions in the
information transferred from the database results list. It is good practice to check and, if
necessary, edit your incoming references while you still have the database (or catalogue)
results list on your computer.

Not all databases are compatible with EndNote although the major ones are. Full instructions
for those databases from which you can download (by either method) are given in the AUT
Li br ar y &slNgeuXi How to download references from Library databases.

Here we will look at just one example of each method.

7.2 Direct export example T ProQuest 5000 International

You do not need to have the EndNote program or your EndNote library open before you
begin. However, if you do have these open it will not matter.

(i) Enter your search term(s) on the Advanced Search screen of the database. Note: in this
database it is usually advisable to select the limit to scholarly journals. Carry out the
search.

(i) On the list of results, mark relevant references by clicking in the tick box at the left of
each result.

(i) Click on Export at the top of the results list.
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(iv) Click on Export directly to ProCite, EndNote or Reference Manager.

(v) The EndNote program will open. Select the existing EndNote library into which you wish
to download the references. Double-click on it and the references will be downloaded.

(vi) Check each reference carefully and make corrections as necessary. Typical things to
look for are:

1 Author: in this field the lasthame, firsthame may have been entered incorrectly and
this will cause an incorrect reference. For example, the author Anthony Green may
appear in the EndNote record as Anthony, Green. This should be changed to either:

Anthony Green (with no comma)
or
Green, Anthony

1 Pages: usually only the first page number is included in this field. You will need to go
back to the reference in the database to try and ascertain the final page number of
the article. If the article is not immediately available to you in full text, (i.e. if not
available in this database or through articlelinker) you may need to wait until you can
obtain the article in full text before making this correction.

(vilWhen you are satisfied that you have made all necessary and possible corrections to the
downloaded references, click References >> Show All References to see the entire list
of references in your EndNote library.

7.3 Import filter example 7 AUT Library catalogue
The items you are mostly likely to need to add to your EndNote library will be books rather
than journals. Some types of items in the Library catalogue will not download very
successfully, e.g. some electronic resources and course reserve items. It is usually better to
type these ones in manually as this may be quicker than editing the downloaded references.

(i) Enter your search terms on the Basic or Guided search screen.
(i) On the list of results, mark relevant references by clicking in the tick box at the left of
each result.

(iii) To choose references from more than one page of results, click [ Retain Selection

before moving to the next page.
(iv) Scroll to the Record Options section at the bottom of the page and choose the setting as
follows:
71 Inthe Records section choose Selected on Page.
7 Inthe Select Download Format: drop down box choose EndNote Citation.

Format for Print!S awe

(v) Click the Format for Print/Save button
(vi) On the next screen clickon Filei Save Asé
(vi)The Save Webpage dialog opens. Make the following selections:

1 Change the location in the Save in: box to show the location in which to save

your file. Desktop is a good choice as this file is only needed temporarily.

{1 If you wish, rename your file. The default filename is Pwebrecon.

1 From the drop-down box next to Save as type: select Text File (*.txt).

f Click the Save button.

Now open or switch to EndNote X and open your existing EndNote library.
(viii)  Click File then Import.
(ix) The Import dialog box opens. Make the following selections:
1 Click the Choose File button and navigate to the Desktop (or another location in
which you saved the text file).
Select the text file that you saved from the catalogue and double-click it.
Click the Import Option drop-down box and click Other Filters.
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1 The Choose An Import Filter dialog box opens. Scroll down and select the
AUTvoyager filter. Highlight it and click the Choose button.
Note: If you cannot find the AUTvoyager filter you will have to download it from
the Library web site. See Appendix A for instructions on downloading filters.

1 Select an option from the Duplicates list. (A record is considered a duplicate if the
author, year, title and reference type match a reference already in the library.)

1 The Text Translation box should say No Translation.

(x) Click the Import button to download the references to the EndNote Library.
(xi) Check each reference carefully and make corrections as necessary. Typical things to

look for are:

1 Author: information may be missing from this field. Check back on the catalogue

screen and copy the name of the author(s) into the EndNote record. If there is a
corporate author this may have been entered incorrectly and this will cause an
incorrect reference. For example, this corporate author: New Zealand Council for
Educational Research may appear in the EndNote record as New Zealand Council for
Educational, Research with the comma in the wrong position, or no comma at all.
This should be changed to:

New Zealand Council for Educational, Research,

Editor: information may be missing from this field. Check back on the catalogue
screen and copy the name of the editor(s) into the EndNote record.

Other fields such as Year or City may also be missing data and this will have to be
entered manually once you have checked back on the catalogue screen.

(xi)When you are satisfied that you have made all necessary and possible corrections to the
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downloaded references, click References >> Show All References to see the entire list
of references in your EndNote library.
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Working with your EndNote library and references

When you open your EndNote library you will see the Library Window which shows a list of
the references you have entered in the library.

For each reference, t/he window shows the first a
the title of the reference, the title of the journdl (or other secondary title for appropriate
reference types), the reference type and thé URL (if one has been entered). These are the
default display fields and can be changed if you wish (Edit >> Preferences >> Display
Fields i see EndNote Help).

Tht%urrent reference style is
shown at the top.

™

At the bottom of the screen you are to}d that the library contains 20 references of which 20
are currently showing.

The bottom window is called the Preview Window. This will show a selected reference in the
current reference style. You can turn off this window by clicking Hide Preview in the bottom
right hand corner.

You can move between references by using the arrow keys or the scroll bar. You can also
accessaref erence by typing the first few |l etters of
directly to the authorés first article in the |Ii
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