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ENDNOTE QUICK START GUIDE

EndNote is software for the organisation and management of bibliographic
citations and references. It enables users to:

e save, organise and edit references in EndNote libraries
« link to Word to cite references and create bibliographies

CREATING AN ENDNOTE LIBRARY
There are four ways to enter references into EndNote:

@ EndNote X7 - [New Reference]

1 Entering references manually B e i Rer:n_ce; S Tone Wime v
. —[¢| || % % | | Plain Font - Pl
1 Click on References, New Reference or & . -
on the toolbar. ] Ratng
2 Select the relevant reference type from the |,
drop down list; the default is journal article, o ey
but choose book, book section, web page etc |
as needed. The fields available depend on T of ol e conic
the reference type chosen. Series Editor
3 Enter the reference information. You can Series Title
rate the resource if you wish. Close the ace Publiched
reference window to save the record. Cambridge
Camioge Unversty s

Insert an image Volume

Click on References, Figure, Attach Number of Volumes

Figure. Choose the figure and click Series Volume

OK. Give the figure a caption too.

Insert a PDF or other file
Click on References, File Attachments, Attach File. Select the file
you wish to attach and click Open.

2 Connecting to online catalogues and databases

You can search online catalogues and some databases through EndNote.
This works best when you are looking for an item you have already consulted,
so if you have a list of articles or books and want to put the metadata into
EndNote.
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1 Click on Tools, Online Search. Choose a connection from the list
available, eg Lancaster University Library Catalogue, British Library, PubMed
(NLM), Web of Science. WoS is the only subscription database accessible
and is only available on campus.

) EndNote X7 - I —— S = g ey o
File Edit References Groups Tools Window Help
@ john.enl E@
lﬁc| Harvard Copy - ‘ BN ﬁ - 3 ‘ 2 ‘ 3 "‘ <) | 0| Quick Search P - 2 Hide Search Panel
My Library B ‘ Search Remote Library - Match Case Match Words RE{ETE"(E‘ Previ i ¢ » 7
|7 Online References ) & >
4 Online Trash 10} Author (Smith, A.B.) ~ Contains - | B “
MNo Ref Selected
- Online Search And ~  Year ¥ Contains - | B o e
€ British Library © | And = Title ¥ Contains - |macu|ardegeneration B
€ Lancaster University Lib.. (0) —
ey RS o @ 1l Author Year Title Rating Journal Ref Type
QLLISTA (EBSCO) )
"ubMed (NLM 0
€ Web of Science (TS) )
2 Enter your search terms and click Search
3 Click OK and all the references retrieved will Confe Cole ez -
be added to your library. You can double click Found 508 records 7 =
Retrieve records from: through
on any reference to open and amend the full
d Clear currently displayed results before retrieving records.
recora.

@) endNote X7 -
File Edit References Groups Tools

& john.enl

|73 G | Harvard Copy

My Library - ‘

| Online References ()
4 Online Trash (0)

& Online Search Alternatively, you can select from the Online Search
2Briﬂshubraw o | options on the left of the screen. When you have used a
Lancaster University Lib.. (0) ¢ . . g 8 0
) Y- 97 connection, it will be listed under Online Search

€ Library of Congress )
€LLISTA (EBSCO) )
€ Web of Science (TS) ()]

maore...

3 Exporting from online databases and discovery tools
Many of these allow you to export references directly to EndNote.
Exporting from OneSearch

Search for resources. If you wish to export to metadata to EndNote, click on
the Details tab, then Send to and RIS
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BRGIELEE [ ) onescarch - .. = || EndNote | (8 Copying for Teac.. |/, Course: 13/14: La.. | LI LAW264: l.we:rl_@ Push to RIS - Mozilla Firefox
= < lancs.ac.uk we . ¢ 4 < F = umal r‘ onesearch.lancs.ac.uk/primo_library/libweb/action/Pu

Bookmarklet ¢ * Login LibGuides A OneSearch Aspire Moodle #/ Linking Title search | CLA High... CLA Higher Ed
@ EndMote Web 3.4 (3 Capture “? Help

Import to Citation Manager

Encoding: | UTF-8

his authoricreator Journal View It Details Reviews & Tags Get It
Music & letters (Online)

- 1920,
* Online access

Journal View it Detalls | Reviews & Tags  Getht

Title: Music & letters (Onkne)
Uniform title: Music & lefters
Alternative title: Music and |
Publisher: Oxford @ Oxford U
Creation date: 1920

General note: Mode of access

Add e 1 t Title from title screen (JSTOR, viewed Oct 8, 2003)
Subjects: Mus P fical
Language: English

Identifier: ISSH 0027-4224

Click on OK and the items will be transferred to your EndNote library. You will
be prompted to open a library if necessary.

The records will need tidying up as there are currently some known bugs in
the system. For books check that authors or editors names are in the correct
field and remove the duplicated place of publication in the publisher field.

Exporting from databases

1 Search the database as normal and mark the records you wish to save in
EndNote.

2 From the marked list or folder, click on the Export or Save button.

= [ ] . Save to EndNit®, RefMan, PoCite | %

3 Choose the destination EndNote library if it is not already open.

4 Click OK and the references will be exported directly to your library.

5 Some databases require an extra step, asking you to choose an import
filter. This is the name of the originating database.

Exporting from Google Scholar
You can link to EndNote if you amend your settings to recognise bibliographic
software — choose EndNote from the drop down list:
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Scholar Settings ot

I A Collections
Languages
* Searc

Hosmreh

Library links

Results per page

10 %+ Google's default (10 results) provides the fastest results

Where results open

©Open each selocted result in a ne

Eibliography manager

You will then see a link to EndNote in the tools below your search results:

Optic nerve damage in human glaucoma. Il Quantitative correlation of nerve fiber loss and visual field
defect in glaucoma. ischemic neuropathy, papilledema. and ...

HA Quigley, EM Addicks, WR Green - Archives of ophthalmology, 1982 - ukpmc.ac.uk

The number and distribution of human optic nerve axons were compared with clinical

measurements available the same eyes, including visual acuity. disc appearance, and

visual field studies. Definite loss of axons occurs prior to reproducible visual field defects ...

Cited by 952 Related articles All 7 versions Import into EndMote More =

Click on the link and the information will be transferred to your EndNote
library.

MANAGING REFERENCES

References can be arranged into custom groups which contain copies of the
record in the All References group:

1 Click on Groups, Create Groups.

2 Name the new group

3 Select the references to include in the group.
4 Click on Groups, Add References to...

5 Select the group required

Smart groups are groups which are
linked to a search function. You can

.
A smart Group Hame: ‘NewSmartGroup

s @

.

create a smart group with defined

. s . Authar v | | contains v/ | =
criteria and whenever a reference is —— o 3 -
added which meets the criteria, it will e i S oE
aUtomatlca"y be added to the smart [IMatch Case  []Makch Words

group.
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ADDING FILES AND FIGURES

Attaching files

% 86 rorro mEQf P e S _
T— I e You can attach pdfs and other files to
All References (386) refe re nces.

mported References Author ¥  Contains
;IUnSiI::Ide (3!;3 And ¥  Year w  Contains 1 Open the reference' .
& Trash O | pa - Tite - omne 2 Click on References, File
R o[£ 8 Amar Ve e attachments, Attach file.

@est - 3 Click on Choose... to browse for

Johnson, H.L. 1965 Artistic developmt

=~ Online Search Grove, AT. 1980 Geomorphic evolu the flle yOU need and dOUb|e C||Ck
€ British Library (0) Jappelli, R.; ... 1997 Recommendation: . .
€4 Lancaster University Lib... (0) Johnson, H.L. 1965 Test second article O p en to Insert It'
€ Library of Congress (O] 1962 The Bhagavad Git:
QLLISTA (EBSCO) ©) Parry, R. Gw... 2010 Islegal biography I 1 .
@ PubMed (NLM) () Roy, Kreitner 2010 Biographing Reali: The attaChme nt IS IndlcatEd by a

Quiebofscence ) (0 | s Reainal- 1985 duspndence ngnarclip in the file attachments field

Ratnapala, Suri 2009  Jurisprudence

radal 6. 1099 wrspudence  Nea@ding (Use Edit, Preferences...,
= Find Full Text Wortley, B.A. 1967 Jurisprudence

cmenen 2 om0 mememicnien . D1SPlAY Fields to change the selection

more...

of field headings).

e B e e e |
A second option is  fiie e [References] Groups Tools Window_Help

. | New Reference Ctri+N
to use the Find Full gpn‘u[ Edit References il Y
b Move References to Trash Ctrl+D 1| = <l Chick Searc M
TeXt tOOI to Iocate Mlﬂa Go To.. Ctrl+) Search Whole Library = [“|match Case || Match Words
and attach pdfs. R ConRefeencssTo ' ot | ale)
. . & Impor E-mail Reference - niains - i |
Highlight the I . -
@Unfiley File Attachments s *  Contains * 1l 6 ™
relevant references. | e ofves > — - | a8
X ) e Find Full Text v Find Full Text.. | -
e A Find Reference Updates... Authenticate...
ick on o
: URL il 2 The Hotel Bauen’s challenge to cann...
References, Find Al i Bt e
Full Text L | Nexs trl+P 3 Peripapillary Retinal Nerve Fiber Lay...
e & e cul 6 Confrontation, Co-operation or Co-...
= Onling Sho! eg (Wi F T 5  Artistic development in autistic child...
LK1 Show Selected References 3 Identification of retinal ganglion cell... - -
€La Hide Selected References 0 Poverty Reduction and the New Glo...

Any pdfs found will
be attached to the reference.

Importing pdfs

You can also import a single pdf , or a group of pdfs in a folder, and a new
reference will be created from the information in the pdf.

Import File

1 Click on File, Import, File or
Fo | d e r . |brennan.pdf Choose. ..

Import File:

2 Browse for the file or folder you | | g
i icki i POF v
want to import by clicking on Import Optian:
C h O O S e Duplicates: | Import Al - |
Text Translation: |ND Translation v |

Import ] [ Cancel ]
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3 Select PDF as the Import Option.
4 Leave the other boxes on the default options.
5 Click Import.

This function depends on there being DOI (Digital Object Identifier)
information within the pdf, so it may not succeed every time.

Attaching figures

I You can attach figures(jpegs, Excel charts etc)
- in the same way:

Journal Reference Type fig] Record Number 1 Open the reference
Book 1 . . 5
Jowcome  Eecroic Ancl 2 2 Click on References, Figure, Attach figure.
Q0 . .
Bock v 6 3 Browse for the file you need and double click
.. Cavendish ... Book 5 5 5
4 Open to insert it.

The attachment is indicated by a tick in the figure field heading. You can only
attach one figure per reference.

CREATING CITATIONS AND BIBLIOGRAPHIES

You can link to Word using EndNote’s Cite While You Write function. The
EndNote X7 tab on the right enables you to insert citations and automatically
creates your bibliography from these citations in a format or style which you
select.

@; Ho-0E - w . Document? - Microsoft Word . — ‘ - %
Home  Insert  Pagelayout  References  Mailings  Review ‘.-’ieobat o @
@ 6o to EndNote Style:  Harvard(Lancaster) M Cateqorize References * 2] Export to EndMote
V2 Edit & Manage Citation(s) | =7 Update Citations and Bibliography Instant Formatting is Off - ;}‘Preferences
C\Eiii:; . ;J’ Edit Library Reference(s) .—"}Cun\fert Ctations and Bibliography ? Help
Citations Bibliography Toals

You can also use EndNote to insert your figures

Bibliographic styles

EndNote can display the information in your library in a range of different
bibliographic styles. The first thing you need to do is select the style you
need:

1 Click on the Style drop down list, then Select another style...
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2 Click on the Name heading to order the styles alphabetically, then select the
desired style, choosing from hundreds of possible styles produced by journal
editors and professional bodies. More styles are available to download from
the EndNote website at
http://www.adeptscience.co.uk/download/dlddsp/101/0/All/EndNote+Styles.ht
ml

Inserting citations

1 In the Word document, position the cursor where you wish to insert a
citation.

2 In your EndNote library, select the required citation or citations, holding
down the control key to select multiple references.

3 Click the Insert citation button

& EndNote X7 - john.enl . o , - | [ET
File Edit References Groups Tools Window Help
@ jahnenl F=1 Bl =
% 8 [B] ravers | eE Qe e S @ %5 S| @] uicksearen £ - 2 Hide Search Panel
2 1 g 1 2 3 4 5 3 7 2 . I‘] . 10 11 12 12 14 15 ey 17 13
Text {Deakinand Maorris, 2005].
DEAKIN, S.F. & MORRIS, G.S5. 2005. Labourlow Oxford, Hart.
4 OR in your document, click on Insert Citation, then click Insert Selected
Citation(s).
W= 9-o s ' -~ ~ Document2 - Microsoft Word - - W e
File Home Insert Page Layout References Mailings Review View EndNote X7 Acrobat @ 9
.:@ @ Go to EndNote Style: | Harvard(Lancaster) - Categorize References - ] Export to EndNote ~
S8 | 2P Edit & Manage Citation(s) | S Update Citations and Bibliography Instant Formatting is Off ~ | 6 Preferences
| Insert '_ 4 2
G :/ Edit Library Reference(s) %Cun\'ert Citations and Bibliography - ¢ Help
23 Insert Citation... Bibliography Tools

sert Selected Citation(s)
Insert Note...

1"_- Insert Eigure...

Y



http://www.adeptscience.co.uk/download/dlddsp/101/0/All/EndNote+Styles.html
http://www.adeptscience.co.uk/download/dlddsp/101/0/All/EndNote+Styles.html

5 Alternatively, you can use the find Citation function in your document. Click
on the magnifying glass. Search for your reference, highlight the reference in
the results list and click insert at the bottom of the dialogue box.

As well as inserting the citation, EndNote builds the bibliography at the end of

the document.
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Labour law Oxford, Hart

Cambridge University Press

the War on Terror, Oxford, Hart.
English Law, London, Routledge Caven
i

Cavendish.

Editing citations

Any amendments to the citation or bibliography must be made within EndNote
or the changes will be lost when any new citations are added.

1Highlight the citation.

2 Click on Edit and Manage Citation(s).

3 Make the required changes, for example
excluding the author or adding page numbers — use

the drop down Formatting box for more options -
then click on OK.

Inserting figures

DEAKIN, &.E. & MORRIS. G..5..2005.
MOIR, L. 2002. The law of internal armed confiict, Cambridge, UK . New York,

MOIR, L 2008 Reappraising the resort to force. . infernational law, jus ad bellum and

dish

EndMNote X5 Edit & Manage Citations
Cieation
{wilinson, 1978)
Wikinson, 1978 #155 1

Counk  Library

loeal history-Saved-Saved Edit Reference | v

Edit Citation | Reference
Formatting: | ST AN
Prefix:

Suffis:

Pages:

Took ¥

oc | [ caneal | [ hep

Totals: 1 Citation Group, 1 Citation, 1 Reference

1 Click on the Insert citation drop down list, then Find figure...

2 Search for the required figure

3 Click OK and the figure will be inserted at the end of the current paragraph.
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4 A figure reference will be produced within the text and the caption
information added below the image.

@\H -0 £ —— - DocumenQ—Microsoftm- — ——_—‘{":' (= S

Home Insert Page Layout References Mailings Review View EndNote X7 Acrobat s @
.:g @ Go to EndMote Style: | Harvard(Lancaster) - Categorize References - ] Export to EndNate ~

! ‘.Inggr; = Edit & Manage Citation(s) | = Update Citations and Bibliography Instant Formatting is Off - }Prefarences

ST / Edit Library Reference(s) 3Cun\fer't Citations and Bibliography = ? Help

B3 Insert Citation... Bibliography Tools

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

1.,',- Insert Figure...

— Db

Creating independent bibliographies

You can create an independent bibliography by selecting the required
references, right clicking and copying formatted. The bibliography can then
be pasted into a document.

LINKING WITH ENDNOTE WEB

If you have and EndNote web account ( see
http://lancaster.libguides.com/content.php?pid=266738&sid=2201957 for
details), you can synchronise your desktop and web libraries. Go to Edit,
Preferences, Sync and enter your EndNote web account details. Then click
on the sync symbol in your library:

& EndNote X7 - john.en - o — - _-— i S T s (2]
File Edit References Groups Tools Window Help
) johnen! S=5 8ok ==
w @ |G| Harvard mEQf 2e & | T=] ‘1;/ [ | Cuick Searc £ = 2 Hide Search Parel
- f 1

This will ensure that both libraries are the same and any additions to either
are copied to the other.
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