The
Nt ™)  University
&y Of

@5  Sheffield.

Managing
Bibliographies
With

EndNote X.

CIiCS
Bob Booth

January 2008
AP-ENoteb

© University of Sheffield



Bob Booth Managing Bibliographies with EndNote

Contents
1. INTRODUGCTION. ...ttt ettt st e e bt e e s bt e e e s shb e e e s sabae s e sabeaeesbbesssabbasessabasesssbbesesasbeasssabens 3
2. GETTING STARTED ...ttt ettt ettt e e sttt e s et e e e s s bt e e s s bt e e e saabae e s sabanessbbaeesbraesssanens 4
2.1 OPENING AN EXISTING ENDNOTE LIBRARY ...viiiiiiiiiitiiiiie e e s sttt ee e e s s sebbttesesesssesabtbasssasssesassbasssasssssssses 4
2.2 CREATING A NEW ENDNOTE LIBRARY ...ouutttiiiiiiiiiiiiiiii e s sttt e s s s siabbaba e s s e s s ssbbabasssasssasasbbanssasssssnses 5
3. MANUAL DATA ENTRY oottt ettt st e et e e s et e e s sab e e s ebae e e sbaeesessbeeessssesessneeesaseeeeanns 6
3.1 EDITING AN EXISTING RECORD ...iiiiiiiiiitiiiiiie e ieiitreie e s s e ittt e s s s e st e st e s s e s s sabbbae e s s e s s saabbbbae s s e e s s sabtbanes 7
4, SEARCHING AND SORTING YOUR REFERENCES. ...t 8
4.1 SEARCHING AN ENDNOTE REFERENCE LIBRARY ....ccciittiieiitieeeeeieee e s etteeesstee s s saaeeesstveeessstaesssneessssnvenes 8
4.2 DISPLAYING ALL RECORDS ....uttviiiiiiiiiititiiit e sttt e e s s e st e et s e e s s ettt e it e s e e e s s sabbaaeeesesssasbbabeeesesssessbabeness 9
4.3 SORTING REFERENCES. . .1ttiiiiiiiiitttttittieesiiitbtbetesesssesasbbasssasssssbbbabaeasesssasb b b baeesesssasbbbbasssasssassbbbasasasessssres 9
5. CONNECTING TO ONLINE CATALOGUES AND SERVICES. ..o 10
51 CHOOSE YOUR CONNECTIONS ..uuttttiiieeiiiiittrteessessiissssesssesssaissssssssesssassssssssesssamsssssssssssssisssssssessssinnnn 10
5.2 (O] = NN O] N/ = 1 0 11
5.3 CLOSING A CONNECTION ...itiitiiittttttieeeeeietbteeeasesssassbatesasesssasbbebeeesesssassbbbeessesssassbbbatssesssssbbbesssasssssssres 12
6. IMPORTING REFERENCE DATA INTO ENDNOTE ......ooo it 13
6.1 CHOOSE THE CORRECT FILTER . .utttiiiiiiiiiitittiie e e sttt e e ettt a e s e s s s e bbbbae s s e s s s aabbbaassasssssabbbaassasesssantes 13
6.2 CHOOSE THE CORRECT DOWNLOAD SETTINGS.....ccitttiittieeiiiiiiieeteeesiaistieessesssassssesssessssisssssssessssinnes 14
6.3 DOWNLOAD THE DATA . .ottt et e ettt e e e e s et e s et e e e e bt e e e s eab e e e s asbeeeesbaeeessbbeeesasbeeeesseneessrbeneas 14
6.4 IMPORT THE DATA FILE INTO ENDINOTE. .. .uttiiiiiiiiiitiiii ettt s bttt e e sttt a s e e s s s sabbaae e e e e s s saanes 14
7. WRITING A PAPER ... oottt e st e e s bt e e e s s e e e s et b e s e sbeee e s sabaee s 15
7.1 CONFIGURING WORD TO WORK WITH ENDINOTE .. .cutiiiiiiiiiiiiiiiii ettt sbbbaas e e saanns 15
7.2 CHOOSING A STYLE FOR REFERENCES......utttiiiiiiiiiiitiiiiisie e ieiitieesseesssssatsesssesssassstsssssesssssssssssssessssisnes 16
7.3 INSERTING A REFERENCE ......citeiieiitteieietee e s iteeeesetteeesssaeesssabesesaseesesseesesssbesessssaesssssseessssbesssanressesnnens 16
7.4 CHANGING THE REFERENCE STYLE .oiiiiiiiitttiiiei e e s iitttti et e e e s seibttee e s e e s sebatbaessesssesabbbaessesssssabsbesssesssssssnes 17
7.5 CHANGING THE CITATION OPTIONS . ....ciiitutttiiieieisiitbtiiee i e s s seibbbbaessesssessabbaessesssassbbbasssasssasibbbasssasesssssnes 17
8. L NN (O g I T = T 18
8.1 DOWNLOADING NEW REFERENCE STYLES ....coiiittttiieieiiiiiitiiee e e et ssbbtreessessssabasasssesssssasasasssesssessnssesss 18
8.2 EDITING REFERENCE STYLES ..oiiicttiteiitteie i ettt e e etteeesstbeeessstaessssaesessssesssassessessasssssssesesasessssssenssssssenes 19
8.3 IMANAGED XP SERVICE......uttiiiiii ittt ettt e e e e sttt e e e e s e sttt e e e e s s saab b et e e e s e s s seab bbb e e e s e s ssasbbabaeesesass 20




Bob Booth Managing Bibliographies with EndNote
1. Introduction

EndNote is a database that assists you in the management of bibliographical
references. The references can be entered manually or imported from other
bibliographical databases. EndNote creates database files called ‘Reference
Libraries’ to contain your references and provides a range of tools for
searching and managing the references within each library.

You can cite the references located in an EndNote library into a Microsoft
Word or other word processor document. Once the document is complete
EndNote and Microsoft Word scan the document for citations and
automatically compile the bibliography in a style specified by you.

EndNote is available for both the Windows and Macintosh operating systems
and is installed on the University’s Managed XP Service. EndNote reference
library files are compatible with each other and can be moved between the
different operating systems.

The screenshots contained in this document are taken from the CiCS Managed
XP Service. This service displays windows and dialog boxes in the classic
style with grey maximize, minimize and close buttons. If you are using
EndNote on a standard PC, the windows and dialog boxes will have blue
maximize and minimize buttons, and an orange close button. This difference is
superficial; all functionality of EndNote is the same, whichever computer you
use.

Vista

If you wish to install EndNote onto a computer running Windows Vista, it is
quite difficult to configure it to work with Microsoft Word. Call the CiCS
Helpdesk on 0114 (22) 21111 or email helpdesk@sheffield.ac.uk and we will
be able to help.
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2. Getting Started

To start EndNote choose the Endnote program from the Endnote folder on the
Windows Start menu. On the Managed Desktop Service Endnote can be found
in Applications > Academic > Social Sciences menu.

When EndNote starts you will be presented with the following window:

Endrotex x|

—i@et Skarted with Endhate X
{” Create a new Endiote library
r__d

lH " See what's new in Endhioke ¥

é {+ Open an existing Endiote library:

ILI:'I,ManXP'l,My Documentsidickens j Browse, ., |

[ Do not display this message again

Cancel |

2.1 Opening an existing EndNote Library

To open an existing EndNote library select Open an existing Endnote
Library. Click the Browse button and select the file you want to open.

The Endnote library will now be displayed. The top part of the window shows
a list of references while the bottom preview pane displays the reference you
have selected, formatted in your current output style, i.e. how it will appear
when you site the reference in Word.

i#EndNote X (Bld 2114) - [dickens] =10l
P3| Fil= Edit References Tools ‘Window Help =181
QEE| S R0 e YR e | [Hevad =l 2]

[Fiain Fant ~[Pensze =|B 7 U P |A A %]

Journal

2 che ona ouh raft:TeP|kW| rnI Arti pe|f|

Bryant 2006  Great minds think alike History Tod...  Journal Arti ..

Bryant 2006  Great minds think alike History Tod...  Journal Arti ..

Bryant 2006 Great minds think alike History Tod...  Journal Arti ..

Bryant 20068 Great minds think alike History Tod...  Journal Arti ..

Dickens 1977  The age of humanism and reformatio... Open Unive... Book Renaiss

Dickens 1986 The English Reformation Book

Dickens 1897  Great Expectations Book Faoverty

Dickens 1899 Pickwick Papers Book =
. e ——

BAR-YOSEF E. (2008) 't's the Old Story': David and Uriah in Il Samuel and David Copperfield.

|Showing 47 out of 47 references. 2 Hide Preview

Ready l_ ’_ ’_ A
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You can use your mouse or cursor arrows or PageUp/PageDown keys to
browse the list of references.

You can sort the references by a Author, Year, Title or URL by clicking on the
appropriate field name.

You can show or hide the preview of each reference at the bottom of the

screen by selecting Hide Preview or Show Preview at the bottom right of the
window.

2.2 Creating a new EndNote Library

e To create a new reference library select Create a new EndNote Library
and click the OK button.

Save in IBMyDDcuments j \,_.;' _?‘ 4 v

) Aadvanced word course @ dickens
Jcpanel P Untitled
dickens.Data

I FinePrint files

imaster

imore charles dickens.Data

My Albums

5] My Daka Sources

)My eBooks

Pl MUgic

Ly My Pickures

)My Scans

mMy w'ehs

) Mews Folder

) PDF files

File name: I j Save I
Saveastype:  |EndNote Library [".erl) | Cancel |

e Select where you want to save your file and give it a filename.

e Click the Save bhutton.

While you are using EndNote you can open and close library files, as well as creating
new libraries from the File menu.
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3. Manual Data Entry

There are three methods for imputing data into EndNote:

e Manually entering the data: this section.

e Use EndNote as the interface for on-line bibliographic databases (instead
of your web browser) and download references directly into EndNote, see
section 5.

e Importing data from on-line or CD-ROM Bibliographic databases, see
section 6.

This section will explain how you can manually enter bibliographical
references into an EndNote database. In EndNote each different type of
source, such as a book or journal article, has a specific reference type, which
contains the fields relevant to that media. So the reference type for a journal
article contains fields for Author, Year, Title, Journal, Volume, while that for
a book contains: Author, Year, Title, Publisher.

To add a new reference to your library, click the New reference button, or
click the Reference menu, and select New. An empty reference window will
appear and the empty reference will display the fields for a Journal Article.

I
| B9 Reference Type: IJournaIArticIe j

.|F\uthor j
Year

Title

Journal

Yolume

Issue

Pages ;I

If the reference you wish to enter is not a Journal Article then you can change
the reference type by selecting another reference type from the Reference
Type drop down menu.

You can now enter information relating to the item you wish to reference.
Click the field you wish to enter information into, for example Author, and
type the relevant information.

The author name can be expressed in two formats: First name Second name
Surname; or Surname, First name Second name e.g. Charles Dickens or
Dickens, Charles. For works authored by more than one person each author
should be placed on a separate line.
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If the author is an organisation, rather than an individual, such as ‘Department
of the Environment’ or ‘The University of Sheffield’ type the organisation
name into the Author field, then add a comma:

Author
The University of Sheffield.

Once you have entered the relevant data into the first field use the Tab key to
go to the next field and Shift+Tab to go back to the previous field.
Alternatively use the mouse to click on the desired field.

EndNote includes a spell checker which can be run from the Spell Check
command on the Tools menu.

Once all the data has been entered and the reference details are satisfactory,
close the Reference Window by clicking the button on the top right of the
New Reference dialog box. The information will be automatically saved when
the window closes down and the record will appear in the main EndNote
Window.

Al charles e s =01 x|
Year | Title I Journal [ Ref Type I Keywords
Elaisdell 2006 Advice on a Rough Draft The Pickai .. Journal Arti... Specific Litera.
4| | I
BLAISDELL, B {20086) Advice on a Rough Draft The Pickwick Papers' "Wr. Weller the Elder Delivers Some Critical
Sentiments Respecting Literary Composition'
Showing 1 out of 1 references. 2 Hide Preview 2

3.1 Editing an Existing Record

You may edit or amend a record at any time. Open the record by double
clicking its entry in the reference list.

£ Blaisdell, 2006 #1 L. =181 %]

& '| Relerence Type:  |Joumal Aricle = £ Hide Emply Fields

s
Author =

Blaisdell, Bob

Year i

2006

Title
Advice ona Rough Draft The Pickwick Papers' 'Mr. Weller the Elder Delivers Some Cntical Sentiments
Respecting Literary Composition’

Journal

Yolume

Issue

b

You can now editing the information contained in the record in the same way
you would for a new record.
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4. Searching and Sorting your References

4.1 Searching an EndNote Reference Library.

This section will explain how to search your EndNote Library for references
that contain a specific word or phrase.

From the References menu select the command Search References.

# Search charles dickens.enl ;Iglll
Search In

|| |Anv Field El |Contalns El |ﬂnd 'I

| |Anv Field EI |Cnntalns EI |And 'l
| |Anv Field El |Cuntalns El

Seach  |charles dickens.enl [ | Search I Close |
2 Less

|5earch Whole Library v| T MatchCase [ Match words

Save Search | Load Search | Set Default | Restare Dafaultl

Add Field | Insert Field | Delete Field | Insert Special |
A

Enter a search term into the search box You can specify which fields to search
for each search term by specifying a field in the first menu.

You can also use the And, Or and Not options to refine your fields. So the
following Search will display records where the Author is Dickens and the
Title contains the word Expectations.

] Search charles dickens.enl =10 x|
Search In
|Di ckens |nuthnr El |Cnntalns El WEI
[Expectations [Tite v [contans =] [and =]
| |nnv Field El |Contalns zl
Search |charlas dickens.enl j | Search I Close |
+ Less
|search Whole Library x| T Match Case I Makch Words
Save Search | Load Search | Set Default | Restore Default |
add Field | Insert Figld | Delete Field | Insert Special | y

Once you have set the search terms click on the Search button, and the results
of the search will be displayed in the EndNote Window.
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4.2 Displaying all Records

Once you have searched a database you may wish to return to a list of all the
records in your EndNote library. Select the Show All References command
from the References menu.

4.3 Sorting References

From the References menu choose Sort References. The following dialog
box will appear

Sort Options El

I.ﬁ.uthcur

IYear

IRecDrd Mumber

INl:une

IN:::ne

Led Lol Lol Lo e
o (o | L o

IEninsh

Cancel

d

If the field you want to sort by is not displayed click the downward arrow to
display a list of fields, and select the field you want to sort by using your
mouse.

The selected field will appear in the top box, and you can repeat for the next
field you want to sort by, if desired.

By default sorting will be ascending order. If you want to sort in descending
order click the A-Z button next to the field name. The button will change and
your sort will be in descending order. If you want to change the sort back to
ascending order click the button again.




Bob Booth Managing Bibliographies with EndNote

5. Connecting to Online Catalogues and Services.

EndNote allows you to connect directly to some on-line bibliographical
resources, such as library catalogues, using what is known as a z39.50
protocol. You can then search these catalogues using EndNote's search
facilities, and copy references directly into your own reference library. This

means you do not have to download and import the data.

5.1 Choose your Connections

First choose the connections that you are most likely to use. From the Edit
menu select Connection Files, then from the sub-menu select Open

Connection Manager.

#4J EndNote Connection Files (=]
I arie | Infarmation Proyvidar I:I
O Social Sci Indes [wiw) Wilsoriw'eh
[ Social Sci Retro fww) ‘Wilsoriw'eb
[ Social Services Abs [C54) CSa
O Socio Abs (OVID) Owid
[ Scciclogical Abs (C5A) CSA
O Sociological Abs (ACLE) OCLC e
O SOMED [DIMDI) DIMDI
[ Sonoma State U Library Catalogs
O South Central TechFaribault Library Catalogs d|

Find | Mark Al Wnmark Al | Edit I
F Mare Infa:
Showing 831 of 831 connection files From CAProgram FilesiEndiote #\Connections', 2

Using the Find button select the type of Information Provider, then from the
filtered list that appears put ticks by the Information Providers that you may
wish to use. The selected items will then appear in a menu when you are ready

to connect.

&) EndNote Connection Files =0 x|
NEWC] | Intarmation Pravidar |:|
[ Sei Lib Network Fome Libramy Catalogs
O SE Lovisiana U Library Catalogs
O Sheffield Hallarm U Library Catalogs
[ Simon Fraser U Library Catalogs
O Skive Bilbiotek Library Catalogs sl
3 Smith College Library Catalogs
O Sonoma State U Library Catalogs
[ South Central Tech-Faribault Library Catalogs
[ South Central Tech-Mankato Library Catalags 4|

Mark All Lnmark Al Edit |
¥ More Info:

Showing 568 of 831 connection Files from C:\Program Files\Endote ¥\Connectionsy,

Close the Connection Manager in the usual way.

10
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5.2 Open a Connection

To open a connection chose the Connect command from the Tools menu. In
the sub-menu that appears, your selected Information Providers will be
available. Select the one that you wish to connect to. For some on-line
services you may be asked for a username and password at this point.

The catalogue and a search screen will be opened, the example below
illustrates a search of the University of Manchester.

]’l:mmcled. (o L= L e o I -
i | F) Author | ear | Title
=10/ %]
| [y e 5] [eman EIER
| inr-.«,-ﬁeld j |Cmta'm j jwj:'
| [ Sl criee El
Search  |Flemote: Liwva Catalogue [COPAC) 8t Universty of Manchester = Sewch | Coze |
P
|5earch Whole Librar = | " tetch Case [T pMskch Word
Sayesearch | LosdSeseh |  Setpefaut | Restore Defaut |
addfield |  Isetfield | peleteField |  insert specal | I
a | |
Showing 0 out of O retrieved references, ¥ Show Preview -

You can now search the catalogue using the searching techniques described in
section 4.1.

Once you have entered your search terms and clicked the Search button the
following dialog will be displayed. This allows you to specify how many of
the references, which match your search terms, you want to see.

Confirm Remote Search x|

Found 19421 references,

Retrieve References From: I1 thraugh |19421

I™ | Discard the previouslyretrieved references?

(0] 4 I Cancel |

Specify how many of the references to want to see and click OK. The larger
the number of references to be downloaded then the slower this process will
be.

The selected references will now be displayed.

11
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(s Library Cotalogue (COPAC) o University of Manchester 0 ol
fpone Copy 1 Reference To | —
i | Author | Year | Title Al
Dickens 1955  Cur mutual friend
Birm 1975  Afm®lisrit Bfrns Sigf*ssonar
Bart 1997  Oliver|
Guida 2000 A Christmas carol and its adaptations | a critical examination of Dickens's story and i
Benjamin 1954  Atale of two cities . romantic melodrama in six scenes
McEwan 2000 Hardtimes
Hill 2002 A Christmas carol
Ackroyd 2002 Dickens
Morgan 1975  Crme onthe lines : an anthology of mystery short stories with a railway setting
Dickens 1883  Onthe origin of Sam Weller and the real cause of the success of the Posthumous pa)
Mayne 1884  The coming reform -
4 | o
[Showing 25 out of 25 retrieved references, F Show Preview

Select the references you want to import with the mouse, then click the Copy
All References To button.

A drop down list will be displayed and you can choose which library you wish
to copy the references to. There are three options:

e New Library option will create a new reference library to store the

references.

e Choose library option will allow you to choose an existing reference

library,

e The final option will be the reference library that is currently open.

Select the appropriate option and your references will be copied into your

reference library.

5.3 Closing a Connection

Once you have imported your references from the external source you can
close the connection. Close down both the Library window and the search
window using the usual close button in the top right corner.

A dialog box will be displayed asking you if you want to discard any of the
references you have retrieved but not copied to your own reference library.

Click OK.

12
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6. Importing Reference Data into EndNote

This section will explain how you can import references from a variety of
electronic sources, such as CD-ROM or on-line Bibliographies.

When downloading data from a data source you need to ensure that that you
save it in a format that is compatible with EndNote. You will use EndNote
filters to import downloaded data files into EndNote. The first step is to
identify the correct filter.

6.1 Choose the Correct Filter

From the Edit menu in EndNote select Import Filters, then from the sub-
menu select Open Filter Manager

-l
M arne I Infarmation Provider I;l
O wFM [DIMD]) CIMDI
O *wastelnfa [OL) DlaL0G
O water Resouces &bs [SF) SilverPlatter
O wateilit (SF) SilverPlatter
YWeb of Science [|51]

[ web Res Technology [C54) CSA
O wHOLIS (vHL) Yirtual Health Library
O wilson &pp Sci Tech (OVID) Owid il
[ Wilson &t Abe (OVID) Cwid LI
Eind | Mark Al Lrrnark Al | Edit I
£ Less Info:
File Mame: “Web of Science [151).enf
Created: 13 September 2008, 09:43:29
Madified: 20 May 20085, 09:17.02
Bazed Or:
Categany: 15]
Comments: |5 OINLOADING INSTRUCTIONS 2l
1 Perform a WoS search as normal. =
Shawing 579 of 579 import filkers from Ci\Program Files\Endhate =\Filter s\ v

Many databases will be listed. Tick the checkboxes of each database that
interests you. You will be able to easily access the selected filters in future
sessions.

You can narrow down the list of filters by clicking and holding the Find
button, then selecting a specific Information Provider.

13
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6.2 Choose the Correct Download Settings

When downloading data you need to ensure that you download the information
in a format that is compatible with the EndNote filter. With the Filter Manager
still open scroll down the comments box and note the download instructions
for the specified database.

In addition the Library have provided information outlining the correct data
format for each of the datasets that they provide:

http://www.shef.ac.uk/library/refmant/databases.html

6.3 Download the Data

From the CD-ROM or website perform searches to locate references of
interest. Select those references that you wish to import into EndNote, then
follow the instructions given in the EndNote Filter Manager to save these
references in the correct format. This will create a correctly formatted data file
on your computer.

6.4 Import the Data File into EndNote

From the EndNote File menu select Import.

mpart x|
Irmpork Craka File: Icsaresultsz.txt Choose File... |
Import Opion: I MLA Intl Bib (C54) j
Duplicates: IIITlF"I'r'I All j
Text Translation: IND Translation j
Irpart I Cancel |

Click the Choose File button to select the data file on your computer.

In the Import Option menu select the correct Import Filter. Any filters that
you placed a tick by in the Filter Manager will appear here.

Finally click the Import button to load the downloaded references into
EndNote.

Once the import is completed only the newly imported references will be
displayed in the library window.

14
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7. Writing a Paper

7.1 Configuring Word to work with EndNote

If there are no EndNote commands in the Tools menu when you run Word,
you should select the Options command from the Tools menu and select the
File Location tab.

options 2| x|

Wigww | General I Edit | Print | Save | Security I
Spelling & Grammar I Track Changes | IJser Information | Compatibility I
Asian Twpography File Locations Japanese Find | Complex Scripts

File locations

File tvpes: Location:

Documents LA ManxPiMy Documents

Clipart pictures

Iser templates LY. . \Microsoft) Templates

Workgroup templates

AutoRecover files LY, Aapplication DataiMicrosoft)Word

Tools C:h. .. \Microsoft OFfice OFFICEll

Chprogram Filesiendiote

The defaulk location is treated as a trusted source For opening Files, IF you
change a location, make sure that the new location is secure.

K | Cancel |

You need to change the start up directory. Click on Startup to select it, then
click the Modify button. You will then need to enter the path where Endnote
has been installed usually C:\Program Files\EndNote X in the Folder Name
box and click the OK button.

You will return to the previous screen where you should click the Close
button. You should then exit, and restart, Word. A new toolbar should be
displayed in the Word screen. If it is not, click the View menu and select
Toolbars, then from the sub-menu select EndNote X.

Eﬁlig_—qw]‘. flg/:E %?

15
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7.2 Choosing a Style for References

Different publications specify different styles for references. You should
indicate the styles for the journals that you are most likely submit paper to.

From the Edit menu select Output Styles then from the sub-menu select
Open Style Manager.

_Ioj ]
M ame | Cateqary |:I
O Gynecologic Oneology Obstetrics & Gunecology
O Haematologica Hematalogy
[ Hand-Mikio-Plastizche Chirgie Surgery
O Hairmn Redustion J Fharmacalogy
[ Harvard IntlJ Press-Faolitics Falitical Scierce
[ Head and Neck Otolaryngology
[ Health Affairs Fublic Health
[ Health Education and Behaviar Health Behavior
[ Health Physics Public Health
[ Health Palicy Public Health
1 Hamslth Pramation Practice Nizmaes Pravsmtinn ll

Find | Mark Al Unmark Al | Edit I
F More Info:
Showing 2305 of 2305 output styles From Ci\Program FilesiEndMate ¥iStyvles! 5

Click and hold the Find button, then from the menu, select your academic
discipline. The Style Manager will now display a collection of styles
applicable to your discipline. Tick the ones that you are likely to use and these
will be made available to EndNote and Word. Close the Style Manager in the
usual way.

7.3 Inserting a Reference

[

Start up Microsoft Word, and EndNote, then open your library.

As you write your paper in Word, each time you wish to cite a reference that
can be found in your EndNote library, you should position the cursor where
you wish the citation to appear and switch to EndNote. The EndNote toolbar
has a button for this.

In EndNote, first ensure that the correct style is selected in the Style menu.

IEninsh Literary Higtomy j

Next, locate and select the reference in your library using the usual search
techniques if necessary.

Next click the insert citation button (left) on the menu bar or from the Tools
menu select Cite While You Write, then from the sub-menu select Insert
Selected Citation(s).

16
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EndNote will usually switch to the Word Document automatically, if it does
not return to Word using Alt and Tab or the Taskbar. A reference will be
pasted into your document at the cursor position, and a bibliography entry will
appear at the end of your document. Both will appear in the specified style.

To insert additional references, switch to EndNote, select the reference and
repeat.

7.4 Changing the Reference Style

If you decide to publish your document in a different publication, you may
need to change the style of your references. From the EndNote Toolbar, click
the Unformat Citation(s) button. The formatted citations will be replaced by
EndNote codes and the bibliography will disappear.

o)

Next click the Format Bibliography button. In the dialog box that appears,
select the new output style (which you must have previously selected in the
Style Manager) and click OK. The citation will then be formatted in the
correct style and a new bibliography will appear.

g
i

7.5 Changing the Citation Options

If you do not like the instant way that EndNote adds citations you can slow
% down the process. From the EndNote Toolbar click the Cite While You Write
Preferences button.

EndMote Cite While You Write Preference il

General |Keyboard | Figures and Tables |

EndMate® ¥ Cite wWhile You Write
Copyright @ 2006 Thomsan

o ©pen Endhote when starting Word:

[~ Close Endiote when leaving 'Word

W Return ko document after inserting citations

v Enable Instant Formatting on new Word documents
i Scan For kemporary citations

v Check For citation changes

QF I Cancel | Help |

If you choose to remove the Instant Formatting, all citations will appear as
EndNote codes and you can use the Format Bibliography button whenever you
wish to format the citation is your preferred style.
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8. Reference Styles

As the main purpose of using EndNote is to create papers with appropriate
reference styles, it is worth going into more detail. Sections 8.1 and 8.2
describe how to download and edit styles, then section 8.3 covers how to
configure EndNote on the Managed XP service so that you can edit and
download styles on a Managed XP computer.

8.1 Downloading New Reference Styles
Journals come, go and merge, and over time reference styles change and
improve. You can download new output styles onto your own computer from
the EndNote website at
http://www.endnote.com/support/enstyles.asp

You will see a Style Finder:

Style Finder \I Sorting Options \
Publication Name First 2 Fields (Journal) none % none % none hd
Citation Style none o Discipline none b
Bibliography Sort Order none A I Find Styles I

Type the name of any publication into the field and click the Find Styles
button to find the output style file for any publication. Click the name of any
style in the results list to find out details about that style, then from the details
screen click the Download link. You will need to move the downloaded style
file to the EndNote styles folder on your hard disk, at:

C:\Program Files\EndNote X\Styles
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8.2 Editing Reference Styles

It is possible to edit an output style if you need to create your own, individual
style. For example the Harvard style describes how a reference should appear
in the bibliography, but does not have a specific format for the citation —
different University Departments prefer references to be cited in different
ways and you may need to change the style on your computer.

To edit a style, open the Style Manager, and select a style that is similar to the
one you wish to create, in the example above, Harvard. With the donor style
selected, click the Edit button.

To change the way a reference is cited in the text, click Templates,
underneath Citation in the left-hand column. On the right hand side you will
see the citation style. You can add more fields to the citation, change
punctuation characters, and change the formatting of fields.

Flain Font v |PlanSize ~ B I U|P| A' A, T

About this Style
Anorymous Works

In-Teat Citations
[n-Teat Citation Template
Page Mumbers

Journal Mames Insert Field

= Citations

Templates (Author],-Year)

By exploring the entries in the left-hand column. you can also change other
aspects of the citation. For example, you can specify how many authors are
listed before ‘et al’.

To change how a citation is listed in the bibliography, click Templates,
underneath Bibliography in the left-hand column. On the right hand side you
will see the bibliography style. You can add more fields to the citation, change
punctuation characters, and change the formatting of fields.

When you have finished your changes, close down the Style Manager. A
dialog box will ask whether you wish to save your changes, click the Yes
button. When you next format a bibliography, the edited style will appear
exactly as you have specified.
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8.3 Managed XP Service

On the Managed Service, EndNote styles are held on the hard drive, and
cannot be edited or downloaded. However, you can configure EndNote to
work with styles on your network filestore, drive U, and you can then edit the
styles, and download new ones, on there.

To reconfigure EndNote, follow these steps:

1.

Open My Computer or Windows Explorer and go to the folder:
C:\Program Files\EndNote X\Styles

Select all the output style files that you use, and click the Copy button.

Use My Computer or Windows Explorer to go to your U drive, and
paste the style fines into an appropriate folder.

In EndNote, click the Edit menu and select Preferences
In the dialog box, click Folder Locations in the left-hand column.

In the Style Folder section in the right-hand pane, click the Select
Folder button and specify the folder that you have copies the style files

into.

7. Click the OK button

EndNote Preferences

Libraries

Display Fants
Reference Types
Temporary Citations
Sorting

Change Case
Faormatting
Display Fields
Duplicates

Online

Folder Locations
Term Lists

Spell Check
OpenlURL/PDF

Stvle Folder:

| A ManXP My Documents

| Select Folder §

Filter Folder:
C:\Program Files\EndMote X\Fiters

Select Folder

Connections Folder:

C:\Program Files\EndMote XConnections

Select Folder

[EndNnte Defaults] [ Fevert Fanel ] [ QK ] [ Cancel ] [ Apphy ]

K

You will now be able to edit styles as described previously. If you ever need

to use a different style just download it into the folder on your U drive.
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