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1. Introduction

EndNote is one of a number of Personal Reference Database programs that are in use

around the world today. The main functions of such programs are:

¢ Maintenance of a database of references;
¢ Downloading references from other databases;
e Using the database to link to references in word-processed documents;

¢ Generating a bibliography in the correct style for publication.

This course aims to teach you the basic skills required to get started using version 9 of

EndNote. It does not cover everything you will ever need to know.

The help screens in EndNote are very useful and they can be accessed by clicking on

hZ

the Help option on the menu bar at the top of the screen or the Help button T ooon
the main toolbar. There is also a very detailed manual for EndNote 9. This should have
been installed on the computer you are using along with the other EndNote software. It
is a .pdf file, so you will need software such as Adobe Reader to read it. The manual is
clearly written and well indexed. For more complex problems, you can email the support

staff at ISI ResearchSoft: endnote@isiresearchsoft.com

2. Loading EndNote

To load EndNote in Windows, double-click on the EndNote Program icon. You should

see the dialogue box in Figure 1:
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Figure 1: Initial Dialogue Box

EndNote is asking you to create or open a Library. The term, "Library" is used by
EndNote to describe a file where you store a database of references. At this stage |
suggest you select Cancel — you can always create a new library or navigate to an

existing one once you have opened Endnote.

3.0 Displaying the Toolbars

EndNote provides toolbars, which give you quick access to the most common
commands. To display the toolbars, click on Tools on the menu bar and then on Show
Toolbar. Click on Main to display the main toolbar. This is the most important toolbar,

and we shall use it frequently during this course.
Later in the course, when we use EndNote in conjunction with the word-processor, we
shall see some additional buttons added at the end of this toolbar, which are the Cite

While You Write/Add-in Toolbar (CWW).

The Text Style Toolbar is not used very frequently. It can be displayed in the same

way.
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4. Setting Up a New Reference Library

It is necessary to establish a reference library before you can enter any records. For the

purposes of this tutorial we are going to save our work on the Desk Top (feel free to

save to a USB stick, if you wish). To do this, click on the New Library button g on
the main toolbar. This brings up the following dialogue box (Figure 2), with Untitled.enl

as the name of the new library.

Mew Reference Library E| g|

Save in: |@' Desktop vl a e [T

|D My Documenkts

') My Computer

My Recent ‘-*_-}My Mebwaork Places
Documents

B3

&

Deszktop

G

ky Documents

by Computer
.-';;l File name: - | [ Save ]
- L T
by Metuwarl, Save as type: | EndMote Librany [*. enl) b | [ Carncel ]

Figure 2: New Library window

In the Save in box, select the Desk Top (if you are working on an FSM Library
computer, otherwise create/ select a folder on your C drive or USB stick). In the File
name box, give your new library a name [name].enl, and click on Save.

You should see Figure 3:
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Figure 3: New Library Window

This is your new EndNote reference library, ready for new references to be added. A
library is just a file on your computer (or on your USB stick), like any other file. It can be
copied, renamed, deleted, moved to another folder or compressed. It is very important to

make back-up copies of your library regularly and store them on another drive.

5. Entering References Manually

EndNote has the ability to automatically import records which you have downloaded
from a database. It also allows you to connect directly to some databases via the
Internet and import references straight into your library. However there will always be
times when it is necessary to enter references manually.

To enter references manually into your reference library, click on the New Reference

button on the main toolbar. You should now see Figure 4 :
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Figure 4: New Reference Window

Note that Journal Article is the default Reference Type. If you click on the arrow at the
right of the Reference Type box, you will see many more reference types to choose from

(eg. Book, Computer Program, Electronic Source, Artwork, etc.)

Click on any one of these reference types, and you will see that it replaces Journal
Article in the reference type box, and, at the same time, the field options such as author,
title, journal, volume, etc. change to the headings appropriate for the reference type
chosen.

Practice entering references into your EndNote Library

The first example | have given you to practice with is a journal article. Ensure that
Journal Article is the option in the Reference Type box, and then enter the details for
the article. Start with the author names. Author names can be entered in a number of

different ways. This tutorial will cover only one of these.
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With the cursor in the Author field, type:

Surname, followed by first name or initial(s) eg. Jacobson, Carol or Jacobson, C J
Make sure you type the comma (,) after the surname. Press Enter key. The name will
appear in red text to indicate it is a new name in your library. Now type the second

author’s name.

You can use the Tab key to go from one field to the next, or click in the next field with

the mouse.

It is best to enter titles in sentence case, where only the first letter of the first word and
proper pronouns are capitalized. When you have finished typing the data for this

particular reference, it should look like Figure 5:

# EndNote 9 - Hew Reference {Pacific_Health)
File Edit References Tools Window Help

‘B T

[ R e M o2t B (B @ 26 ah | e | E & | Anrotated
v|PlainSee | B 7 U |P| A" A, E |4 =W

| Flair Font

Hew Reference [Pacific_Health)

Feference Tupe: !Jn:uumal Aurticle bl

Year

2002

Title
Health transition among Facificans: unpacking imperialism

Journal

Fac Health Dialog

Yolume

Pages

25462

Date
Sentember

e oy ——

[

Figure 5: Journal Article Reference

Close the reference by clicking on the X button in the top right-hand corner of the New

Reference window. Closing also saves the reference.

Nicola Foxlee, last revised September 2005 8



Decide what Reference Type example 2 is, and then enter the data for it. Your

Second reference should look like Figure 6.

£l Endiote 9 - New Reference (Pacific_Health)

Fil= Edit References Tools Window Help

QS @ L @M NS P R E [Arcees
[Plain Font “|Painsize= ~| B 7 U | P| & A,

= e

| Mew Reference (Pacific_Health]

= O Reference Type: : Edited Boaok.

Editor
MMocDearmott, R
Tulip, F.
Schmidt, B.
Sinha, A

Year

ooz

Title
Sustaining better diabetes care in remote indigenous Australian
communities

Series Editor

Series Title

Indiginous Health Topics
City

Mlelbourne

Publisher

MNHMREC

Figure 6: Edited Book Reference

Close the reference.

Entering a Reference that contains an image file or add an image to a Reference:

Click on the New Reference button in the tool bar. An empty reference window
appears. Select the Reference type from the drop down menu. Now complete all fields

until you come to Image and Caption fields.

To insert an image or object, place your cursor in the Image field and from the
References menu in the Tool bar, select Insert Picture or Insert Object and a file
dialogue box will appear. Navigate to the folder (or USB stick) you have your Picture or

Object in, highlight the picture or object file you want to use and click Open to insert the
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file into your EndNote Reference. An image will appear as a thumbnail and an object will

appear as an attachment.

In the Caption field enter a caption or title as this will become your label in your MS

Word document.

The difference between an image and an object is the way Word interprets the file
extension. The following file extensions are pictures: .bmp, .gif, .jpeg, .png and .tiff. An
object may be for example, an excel file, .xIs EndNote stores the image/ object file in a

.data folder with your library.

6. Editing References in EndNote

To view a reference in your library, just double-click on it in the library window to open
it. Once you have opened the reference, you can change any of the details. Close the
reference when you have finished editing and this will save the changes to the

reference.

If you want to delete a reference from your library, click on it once in the library window
to select it, and then go to the References option on the menu bar, and select Delete

References.

Whenever you make changes to your library, you should amend your back- up copy. An
easy way to back-up your library is to go to the File option on the menu bar, and select

Save a Copy.

7a. Importing Downloaded References with a Filter

The first step in this process is to download a group of records from a database. It is
important to note which database you are using as well as the supplier of the database,
because EndNote needs to know not only that you are using (for example) PubMed,
(sometimes called Medline) but also whether it is PubMed (NLM), or Ovid Medline. This
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is because the structure of the database can vary even though the actual data is the

same.

For the purpose of this exercise | have provided a file called obesity.txt, containing
several references downloaded from the PubMed (NLM) database on the Desk Top.
The library into which you wish to import the references must be open before you begin
the import procedure. Open the library you created earlier in this tutorial, if it is not

already open.

Click on the Import Button g on the main toolbar. You should see a dialogue box that

looks like Figure 7:

Import E|
g Import Data File: Chooze File. . Ii

Import O ption: | Pubted (NLM] v

Duplicates: | Impart inka Duplicates Library

Test Tranzlation: | Mo Translation Al |

Figure 7: Import Dialogue Box

Now click on the Choose File button and navigate to the Desk Top where you will find
the file called obesity.txt. Alternatively, you can use a [name].ixt file you have saved

from a previous PubMed search, which will be on your Removable Disk, if you wish.
We now need to find the correct filter to use to import these records. In the box labeled,

Import Option, click on the down arrow to see some of the standard import options.

Then click on Other Filters to open the list of filters (Figure 8):
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Choose An Import Filter E|

Name Information Provider -
PapcIMFO [C54) Cambridge Scientific Abstracts
PspciMFO [EBSCO) EBSCOD
PzycIMFO [FOLIO) FOLIO at Stanford University
PsypcIMFO [OCLC) QCLC FirtSearch
PspcIMFO [001D) Owid
PzycIMFO [SP] SilverFlatter
PspeIMFO file 11 DIALOG OnLine
FSYCIMFO format D1 DIMDI
FPSYNDE [SP) SilverPlatter
FPubked [MLM) Mational Library of Medicine
O emrm Abnbrmmbs (TCAT M erembridmm T mimumbiFim Aembe b
Firid: = Cancel ] I Chooze
2+ LeszInfo

File Mame: .. \Pubbied [ML].enf
Created: Tuesday, July 27, 2004, 734 PM
Modified: Friday. June 07, 2002, 12:00 P
Based On:
Cateqgoary: Mational Library of Medicine

Camments: |Download instructions for NLM PubMed A
(hitp:fhananee nebi nlm nib.gowPubieds): W

Showing 333 of 333 impart Filkers Fron C:1Program Files\EndioteiFilters)

S
Figure 8: Filters List

Browse down the list of databases until you find Pubmed (NLM) and click on the

Choose button. This will return you to the previous dialogue box.

Next, in the Duplicates box, select Imports into duplicates library. You have a choice to
discard duplicates, import all records even if they are duplicates, or to import them into a
duplicates library. The last method allows you to examine the records later and keep

them or discard them as you choose.

In the Text Translation box, the default option No Translation is appropriate in most

cases. The dialogue box should now look like Figure 9:
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Import [‘$_<

Irnport Data File: obesity. kit Chooze File. .
Irmport Dption: | Pubted [NLM] v|
Duplicates: | Irport into Duplicates Library A |
Text Translation: | Mo Tranzlation ! |
[ |rnpart ] [ Cancel ]

Figure 9: Import Dialogue Box

Click on the Import button and the references should be imported. You will see a
Progress report, telling you how many references have been imported, after which your

screen should look like Figure 10:

£ Obesity_Pacific =19

1 .ﬁ.uth% . Title LIREL
Eell Heart disease and diabetes riskfa...  htfpihensne r
Simmons Folkmnesians: prone to obesity and . htfpcihensne -
Simmons Incidence and risk factors for neona...  httpo e
Moore Diabetes in Mew Zealand bt My 1
Simmons Can medication packaging improyv... httpcihensne -
Yapa Screening for gestational diabetes . httpcihenane 1
Cockram The epidemiology of diabetes melli...  hitpAeens r

b
£ | Y

Mo References Selected

Showing 35 out of 49 references, 24 Hide Preview

Figure 10: Newly Imported References

Note that only the references which you have just imported are visible, and the bar at the
bottom of the library window says Showing 35 out of 49 references. To see all the
references in the EndNote library click on References on the menu bar, then on Show

All References.
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7b. Saving a PubMed Search to Import into EndNote

later

In order to successfully import your PubMed search results into your EndNote Library,
you must follow the steps outlined below:

Step 1.

Conduct a PubMed search,

When your search results appear on the PubMed screen infront of you, make
sure they all appear on one 1 page,

Use the pull-down button beside Show to select the nearest next number to
show all your results on the same page,

Select the ones you wish to save, by placing your cursor in the box beside each
entry and clicking the left button on your mouse. A tick will appear in the box.

v 2: Hauwen L, Vam:

E Athtides tows:
Agian AmPar I:l

Change the display from Summary to Medline by selecting MEDLINE from the
pull-down menu beside the Display button

Display || Summary =l ShDW:IED ~]
Surmmany =F16
Brief
I 1 Taorld o ctes o s 0 Hollancd
r A Citation M cases of inflan
=] AT
and
Fath
Pl ?<|WEH+ t MEDLINE]

Your records will re-format automatically

Step 2.

When your results appear in MEDLINE format on the screen, click the Send To button

for Text format
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Your results will re-appear in the form of a text (.txt) document on the screen.

Step 4. To save this file:

e Select Save As from the pull-down File Menu in your Tool Bar and the Save As
dialogue box will appear

e  You will see that your file it is called query.fcgi

File narme: !quer_l,l_fu:gi b | [ Save ]
Save az ype: |WEI:| Fage, HTHML only [*.htrm;”. Html] W | [ Cancel ]
Encoding |'-.-'-.-'estern European (Windows) o |

. Change File name: query.fcgi to [Name]. txt for example, kava.txt

. Change Save as type: Web Page, HTML only(*.htm,*.html) to Text File (.txt)

File name: | kawva.tut W | [ Save _]

Save az type: TE::-:t File [*.t=t] v| [ Cancel ]

Encoding: |'-.-'-.-'estern European (Windows) bt |

e  Select the Desk Top or Removable Disk (E:) for saving to your USB stick

Save Web Page

[E?VE i | L AR emovable Dizk [E:] V| 0 ?’ e v

) Click Save to save the file

This file is now ready to import into your EndNote Library at a later time.
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8. Connecting Directly to Databases via the
Internet

It is possible to access some databases via the Internet using the EndNote software,
and then down load references directly from the database into your EndNote library. This
is only possible if the database supports the Z39.50 search protocol. Many library
catalogues have Z39.50 servers. The National Library of Medicine’s database PubMed

is also accessible in this way.

The EndNote software comes with a large number of connection files for databases.
Many of these databases are available only to subscribers, although most of the library

catalogues are freely accessible.

Click on the EndNote program icon to open it. When you see the initial dialogue box,
check the option to Open an existing EndNote library and open the library you created

for this tutorial, Pacific_health.enl or one of your own libraries. Now you are ready to use

O

toolbar. A list of available connection files will appear in a new dialogue box.

the connection file for PubMed. Click on the Connect button on the main

Browse through the list of connection files until you reach PubMed (NLM), which is the

connection file for the PubMed Medline database (Figure 11):

Choose A Connection File

M ame | nformation Prowvider -
PacFIRST [OCLC] QCLC FirstSearch

PaucIiMFO [OCLC] QCLC FirstSearch

PapclMFO [SP] SilverPlatter

FapcIMFO [Stanford] Stanford

Pubkded [MLM] |
Purdue U Library Catalogs

R adford U Library Catalogs

RLIM Biblio File [RLG] Reszearch Libranes Group

Raochester Institute of Tech Library Catalogs

San Diego State L Library Catalogs 3
Cmim lmmm Ch=bm 1 I ik mri T =k =l

Eind: - [ Cancel ] [ Connect ln

Figure 11: Locate the Required Connection File
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Click on the PubMed (NLM) file, then click the Connect button, and EndNote will use
your Internet connection to access the database. You must have a connection to the

Internet currently open in order to use the EndNote Connect function.

When the connection to PubMed is successfully established, EndNote opens a Search

window and (in the background) a Retrieved References window (Figure 12).

41 Pacitic_health

B Author Year  Title -
BaHey 2001 From pohcyto acnon accessto essennal dr, =

l 10
T o R o P T o e P -'q-.-.nm'u._—-w L1

,J ﬁuﬁMe}i MEDLINE at PubMed (NLM) [_|| [=1E3

lF'uI:nM ed zerver found...

B Authar = Year

- #4 Remote Search PubMed MEDLINE at PubMed (NLM)

Search In

A Field | | Containg
| |

| A Field A | | Containg

| A Field L | | Containz

Seach | Remote: PubMed MEDLINE at PubMed (NLM v

¥ More

Figure 12: The Connection File Search Window

Assume you are researching the question: What is the prevalence of diabetes in the
Pacific Islands?. In the first search box, enter the search term, diabetes and limit your
search to the abstract field by selecting Abstract from the pull-down menu, Any Field.
Underneath that box, check the connector And, then in the second search box, enter the
search term, Pacific Islands. Limit your search to the abstract field again by selecting

Abstract from the pull-down menu. Now enter 2000 colon (:) 2005 in the next search
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box and select, Entered between [datel]:[date2] from the Any Field pull-down menu.

The screen should look like this (Figure 13):

hf: Remote Search PubMed MEDLINE at PubMed [NLM)

Search In
diabetes Abstiact v| | Contans v| [and v
Ipacific islands Abstract v | Contans & [d &
[2000:2005 |Entered Belween (dalel 1 | | Contans v

|
Search | Remote: PubMed MEDLINE at PubMed [NLM) v | semch || s |
¥ More

Figure 13: Constructing a Search with a Connection File

Now click on the Search button, and you will see a dialogue box stating the number of

references which match your search (Figure 14):

Confirm Remote Search f'5_<|

Found 35 References.

Retrieve References From: through:

Dizcard the previouzly retneved references?

[ OF. ] [ Caticel

Figure 14: "Confirm Remote Search" Dialogue Box

If the result set seems too big or too small, you can refine the search by clicking Cancel
and this will return you to the Search window where you can expand or limit your search

by selecting other fields from the Any Field pull-down menu.

Nicola Foxlee, last revised September 2005 18



To retrieve the references, click the OK button and the references will appear in the
Retrieved References window. You can stop and start the retrieval progress by clicking
on the Pause or Resume buttons.

Alternatively, you can retrieve a small number of references at a time e.g. the first 10
references. Do this by changing the figure in the second box to 10. Then click

on the OK button and the references will be displayed in the Retrieved References

window, which is like a temporary EndNote library (Figure 15).

#4 PubMed MEDLINE at PubMed (NLM)

|D|:|ne [ Copy &l Feferences To ]

B Author  Year Title LURL
M. 2005 Diabetes-related comor...  httpfeeer nchinlmonibg..
Sim. 2005 Controlling the digbetes . httpfeasner nchi nlmonihig.
Wielr 2004 Albuminuria predicting o, httpcfweiee ncbinlmenibeg..
Snijder 2004 Independent associatio..  httpfwsae nchi nlmenibig.
arg 2004 Survey on chronic pancr... httpcdfweiy ncbi nlmenibog.
Chitturi - 2004 Mon-alcoholic steatchep... http e nchi nlmonih.g..
Elakely 2004  Ethnicity, acculturation a...  httpfensss nchi nlmonihg.
Sim.. 2004 Tale of two churches: dif... http e nchi nlmeonibg.
Eraun 2002  Listening to the commun...  httpSeaser nchionlmonibg..
Mk 2004 Type 2 diabetes prevale . httpSensns nchi nlmonihg.

Showing 10 aut of 10 retrieved references, ¥+ Show Preview

Figure 15: The Retrieved References Window

You can double-click on any of these references to open them and view the full details.
Select the references that you would like to transfer to your library by holding down the
Ctrl key and clicking on the required references one at a time. Alternatively you can

Shift-click to select a range of references.

Then click on the Copy # References To button to determine where the references will
be saved. EndNote will ask you which Library you want to save the references to (eg.
New Library, Choose Library or any library which is already open). Select the name of

the library that you opened earlier, and the references will be added to that library.
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If you wish to search the database again, click on Window on the top menu bar, and

when the drop-down menu appears, click on Connected to: PubMed. This will display

the retrieved references window again. Click on the Search button on the main

toolbar to display the search window.

When you have finished searching, close the Search window by clicking on the X button
in the top right-hand corner. Close the Retrieved References window in the same way.
You will be asked to confirm that you wish to discard the retrieved references. Click on
the OK button, because you have already transferred the references which you want into

your EndNote library.

9. Copying References between Libraries

If you have more than one library, moving references from one library to another is easy.

Pacific_health.enl library should already be open. Now create another library and call it

Kava.enl. To create a new library, click on the New Library button on the main
toolbar. This will bring up the New Reference Library window with untitled.enl in the File
name box. Give your new library the name, Kava.enl and save it to the Desk Top
(Figure 16):
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Hew Reference Library

Saveirv | [ Desktop “ O iF c E-
- My Decusnents
| "} ¥ My Computer
My Fecent Sd My Network Places
Documents
Deskiop

My Documents

My Compiiber

Fie nanme: Kava.enl | Sawe

My Metwoak Save as type: EndMote Libeany ["enl) o Cancel

Figure 16: New Reference Library window

You now have two libraries open; one on top of the other (Kava.enl on top of
Pacific_health.enl). The easiest way to copy references is to Cascade the libraries, so
that they appear side by side. To do this, click on Window on the menu bar, and then
click on Cascade. You may need to re-size the windows, so that they fit on your seceen

side by side. Your screen should look like Figure 17:

ic_health (= [B[X| ' Kava

B Author Year Title B Author Year  Title
Blakely — 2004 Ethnicity, acculturation and health Anke 2004 Pharmacakingtic and pharma
Braun 2002 Listening to the community: a first Ben-Anye 2004 DWeighing the efficacy and sa
Chitturi 2004 Non-alcoholic steatohepatitis in th Eilia 2002 Kava-kava and andety. growi
Garg 2004 Survey on chronic pancreatitis in Cairney 2003 Saccade and cognitive functic
McMeely 2004 Type 2 diabetes prevalence in As Cairney 2003 Saccade and cognitive impai
Mchesly 2005 Diabetes-related comorbidities ir Clrrie 2003 Kava hepatotoxcity with VWes
Simmons 2005 Controling the diabetes epidemic Hashimoto 2003 Isolation and synthesis of THF
Simmons 2004 Tale of two churches: differential i Kava 2001 The adverse effects of kava
Snijder 2004  Independent association of hip cil Maulds 2003 Kava: herbal panacea or liver
Weir 2004 Albuminuria predicting outcome il Steiner 2000 The correlation betaeen canc
Teschke 2003 Kava extracts: safety and risk

| bl 2 ! ¥

| Showing 10 out of 10 references, ¥ Show Preview Showing 11 out of 11 references, F Showt Preview

Figure 17: Two Libraries in Cascade Format
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To copy the reference by Moulds from the Kava library into the Pacific_health library,
click on the Moulds reference to highlight it. Then click on it again and drag and drop it

into the Pacific_health library.

Alternatively, you can use cut and paste or copy and paste to move references
between libraries. Place your cursor on the reference by Simmons in Pacific_health
library, right click on your mouse and select copy, move your mouse to Kava, right click
on your mouse and select paste. The Simmons reference will be added to

Pacific_health.

We shall not be using the kava library again, so you can close it by clicking on the X

button in the top right-hand corner of the library window.

10. Searching an EndNote Library

EndNote provides a sophisticated search function, which allows you to locate specific
references or groups of references in your library. We will practice this, using the

Pacific_health library.

see the search dialogue box that we have already used when we connected to the

To begin a search, click on the Search button on the main toolbar, and you will

PubMed database. Now we are using it to search an EndNote library.

Type the term, screen in the first search box. Notice the word Contains in the box after
the Any Field box. This signifies that EndNote will search for words that contain the
word screen. This means EndNote will pick up screen, screened and screening. Select
the And connector and then type the stem word, diabet in the second search box.

Endnote will pick up diabetes and diabetic see Figure 18. Click on the Search button.

Nicola Foxlee, last revised September 2005 22




<1 Pacific_health

- [B]X]

| B Author Year Title 2
Bailg
Eea
Be” Search In 5 Con =
Elai
Elald |5creen A Field V| |D:|ntain$ v| !.-“-‘-.nl:l V|
Bra - : : day il

A Field | | Containg W And W
Bra !dlabet | | | | | | Etes
Chif] | |.-'-‘-.n_l,l Field V| |I:|:untain$ V| futLre
Coc - red
Faa nslan
Fali
Garg search |F'au:ifiu:_health V| L Search J [ Cloze ]
=ho cers:
; ¥ Moare s

il _Arition
Faoawa Sms of thrifty genes for energy m|

2007 Single nucleotide polymorghi

>

ISthing 36 out of 36 references, ¥F Show Preview

Figure 18: Searching an EndNote Library

Let's do a slightly more complicated search. Assume we wish to find all references by

the author Simmons published on or after the year 2001. This means that we wish to find

references which have Simmons in the Author field and a date greater than or equal to

2000 in the Contains pull-down menu.

Click on the Search button ] again to display the Search window. In the Any Field pull-

down menu select the Author field, and then type Simmons in the search box. Select

the connector, And. Then select the Year field from the Any Field pull-down menu. In

the Contains pull-down menu select, Is greater than or equal to. Type 2001 as the

search term. The screen should look like Figure 19:
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Figure 19: Constructing a Connector (Boolean) Search in an EndNote Library

Click on the Search button and some of the references retrieved will have Simmons as
the first author. If you open the other references (those listed with different author

names) you will find Simmons is a subsidiary author.

Click on the Search button on the main toolbar to display the Search window.

Close the dialogue box by clicking on the X button in the top right- hand corner.

11. Sorting an EndNote Library

When you open a library, it automatically sorts itself alphabetically by author. However
you can sort your references on any of the fields in the record, e.g. author, title, year,
label. We will sort the Public_health library by year of publication, with the most recent

references appearing first.

A
Click on the Sort Library button z on the main toolbar. The following

screen (Figure 20) will appear:

Nicola Foxlee, last revised September 2005 24




]

Sort Options

l Avthor w | ﬂ L
|Year w | %
il
| Record Mumber A | ﬁ
| Mone W | ﬁ
I
] | Hone b | ﬂ 1
;
| English v|
I

Figure 20: The ""Sort Options' Dialogue Box

In the first box, click on the pull-down down arrow to change the selection to Year.
2
Beside the pull-down arrow is a Sort Options button which you can use to sort
items from
21 24
smallest to largest or from largest to smallest . Click on the Sort Options
button to change it to sort from largest to smallest, i.e. from most recent year to earliest

year.
In the second box, click on the pull-down arrow to change the selection to Author and
leave the default setting to sort from smallest to largest, i.e. from A to Z. This means that
after EndNote has sorted the references by year, it will sort them within each year

alphabetically by author.

The box should now look like Figure 21:
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Figure 21: Specifying the Sort Options

Click on the Sort Options button and the references in the library will now be sorted

chronologically, with the most recent references first.

12. Producing a Bibliography or Reading List

We will now look at using EndNote to produce bibliographies. To begin, we consider the
procedure for using the references in your library to generate a reading list for students,

or perhaps a list of your own publications for your CV.

Open your EndNote Pacific_health library. While holding down the Ctrl key, select about
five references in the Pacific_health library window. Now click on References in the
menu bar and then click on Show Selected References. You should now be able to see
only those references, which you selected. At this point, you could sort the references if

you wished them to appear in your bibliography in a different order.

The next step is to decide on the bibliographic style that you wish to use for your
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references. Go to the style menu on the main toolbar and

click on the pull-down arrow. You will see a list of the four basic EndNote styles. Click on
Select Another Style to open the complete list of output styles which are supplied with

the EndNote software (Figure 22):

Choose An Output Style [EJ

| I arne Cateqgaory i :

Turabian Reference List Hurmanities

Twentieth-Centuny Music Lz

IIniform Requirementz Medicine

UpToDate Medicine

Idrban Higtary Higtary

[dralogia [rology

Irology Jrology

1S5GS 7th ed G enlogy

Waccing IrnrnLanology

tedicine

Yerhalkenstherapie Papchology

Wt Immunology % Yeteninary Medicine

Wet Microbiology Yeterinary Medicine

Wet Paraszitology Yeterinary Medicine
| Wet Pathology Yeterinary Medicine |
Cancel ] [ Choose

F tore Info:

| Showing 1353 of 1383 oukput skyles From C:\Program File:s-'l,_Enu:Ir'-.Icute 913kt lest
Figure 22: Output Styles List

Find a style that would be useful in your subject area, and then click on it to highlight it.

Click on the Choose button to select that style.

This will return you to the library window, with only your selected references showing.

To generate a bibliography from these references, using the style that you have just

selected, click on the Export button on the main toolbar.
You will now see the Export file name window. You should save the exported

references to the Desk Top. Name the file, readings.rtf. In the Save as type box, click

on the arrow to select Rich Text Format (Figure 23):
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Figure 23: "Export File" Dialogue Box

Click on the Save button. The references have now been exported to the Desk Top in
the bibliographical style that you selected. To view the bibliography, open your word

processor and then open the file readings on your Desk Top.

13. Using EndNote with a Word Processor

We have just seen how to use EndNote to create an independent bibliography, but
EndNote can also work in conjunction with your word processor, so that you can insert

references as you type a document, and automatically generate the bibliography.

If you have a recent version of Microsoft Word installed on your computer, when you
install the EndNote software an extra file will be inserted into your word processing
software. This is the Cite While You Write (CWYW) tool. To see what it looks like, open
Word and then click on Tools on the menu bar. Click on the EndNote 9 submenu, and

you should see some additional commands relating to EndNote (Figure 24)
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Figure 24: The EndNote Tools Menu in Microsoft Word

These commands can also be accessed using a special EndNote 9 toolbar. To display
the toolbar, click on View on the menu bar, then select Toolbars, and click on EndNote
9 to add the EndNote toolbar above the Word toolbar. It should look like Figure 25:

QB =t oh oty g o e R

Figure 25: The EndNote Toolbar in Microsoft Word

In this training course, we shall be using the toolbar, but you can use the commands on

the Tools menu, if you prefer.

We will now practice using Cite While You Write (CWYW) by adding some references
to a sample paper. We will insert references from the Pacific_health library, which
should still be open. Open the Word document entitled manuscript which is already on
your Desk Top or a document of your own on your USB stick. For the purposes of this

tutorial, we will refer to your document as manuscript as well.

Nicola Foxlee, last revised September 2005 29



First, we need to decide which style we wish to use. Click on the Go to EndNote button
Annotated v

on the toolbar. In EndNote, go to the style menu on
the main EndNote toolbar and click on the arrow. Click on Select Another Style to open
the complete list of styles. Browse through the list to find the Vancouver style and
choose it. This is the output style.
At the end of the main toolbar in EndNote, you should now see three extra buttons

4 =
L1 5= These are the CWYW toolbar, and they become visible once you are

using EndNote in conjunction with Word. Click on the Return to Word Processor button

W,
4 and you will be returned to your Word document.

Go to the end of the first sentence, where we will insert our first reference, and insert a

space before the full stop. Then click on the Find Citations button 21 on the toolbar.
This opens a search window. We will look for a reference by the author Ghosh in the
Pacific_health library. Enter the author's name in the search box, and click on the

Search button. One reference is retrieved from the Pacific_health library (Figure 26):

End k‘ute Find Citation(s)

Find: | Ghosh j Search

Example: Enter Billoski dinosaur extinction to search For these terms in all Fields

Author

Healthy People 2010 and Asian americansfPacific Islanders: defining a basel

b3 i

Reference Type: Journal Article

Record Mumber: 26

Author: shaosh, C.

Year: 2003

Title: Healthy People 2010 and Asian americansyPacific Islanders: defining a baseline of
information

Journal: Am 1 Public Health

Yolume: a3

Issue: 1z

Pages: Z093-5 e

Inserk I Zancel Help

Library: Pacific_health.enl 1 items in lisk

Figure 26: The "Insert Citations Search Window

Click on the Insert button, and this reference will be inserted into the manuscript

document. You document should now look something like this (Figure 27):
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Recent Developments in Personal Bibliographic Software: a Critical Review

By J.W. Bloggs

Since the 1980s, there have been a variety of software products on the market which can
be classified under the general heading of Personal Bibliographic Software (1).

All of these products perform the same two basic functions: they allow the user to
maintain a database of bibliographic references and they permit the generation of a

bibliography containing some or all of those references.

Substantial developments have taken place in the functionality of personal
bibliographic software. Today it is not difficult to find a product that can automatically
import references from a CD-ROM or web database and format both in-text citations

and a list of references in a wide variety of styles.

References

1. Ghosh C. Healthy People 2010 and Asian Americans/Pacific Islanders: defining a
baseline of information. Am J Public Health. 2003 Dec;93(12):2093-8.

Figure 27: Manuscript with Reference in Vancouver Style

Notice that EndNote automatically formats the in-text citation and creates a list of
references at the end of the document, according to the Vancouver style. We shall now

add some more references to this paper.

At the end of the first paragraph, insert a space before the full stop and again click on

the Find Citations button q . Search for papers by the author, Simmons. There are
7 matching references in the Pacific_health library. Highlight the 2000 reference and
then hold down the Crtl button and highlight the 2005 reference. Click on the Insert

button. Once again, place your cursor at the end of the first sentence in the second
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paragraph, insert a space before the full stop, click on the Find Citations button, search
for the reference by Yapa and insert it. Finally, go to the end of the second paragraph,

insert a space before the full stop, and

Q

the author, Bell and click on the Insert button. Your document should now be fully

click on the Find Citations button again. Search for references in the library by

referenced, with a list of five references at the end. Save the changes that you have

made to your paper.

If you decide to change the style (e.g. to submit the article to a different journal), click on

e

the Go to EndNote button on the toolbar. In the style menu

Annotated w
on the main toolbar in EndNote, select another style. Choose

W
the Nature Medicine. Click on the Return to Word Processor button (d and you

will be returned to your Word document.

Now click on the Format Bibliography button " on the toolbar, and you should
see this EndNote Format Bibliography window (Figure 28). Make sure that the box
labelled With output style is showing Nature-Medine:
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Figure 28: The EndNote Format Bibliography window

Click on the OK button, and EndNote will reformat your document with the new style
(Figure 32):

Recent Developments in Personal Bibliographic Software: a Critical Review

By J.W. Bloggs

Since the 1980s, there have been a variety of software products on the market which can
be classified under the general heading of Personal Bibliographic Software (1).

All of these products perform the same two basic functions: they allow the user to
maintain a database of bibliographic references and they permit the generation of a

bibliography containing some or all of those references (2, 3).

Substantial developments have taken place in the functionality of personal

bibliographic software (4). Today it is not difficult to find a product that can
automatically

import references from a CD-ROM or web database and format both in-text citations

and a list of references in a wide variety of styles (5).
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Figure 29: Manuscript with References in Nature-Medicine Style

14. More on Formatting Documents

We will now look at some special situations which may arise when formatting a paper
with EndNote.

a. Including Notes in the List of References
Some journals (such as Science) use a numbered reference style but permit you to
include notes with the list of works cited at the end of the paper. In such a system, the

notes are incorporated into the numbered list of references.

To insert such a note in your manuscript document, first use the Go to EndNote button

w

and then select the Science style. Click on the Return to Word Processor button

and you will be returned to your manuscript document. Click on the Format
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Bibliography button = and format the paper with the Science style.

Now position the cursor at the end of the first sentence in the second paragraph and

Ii
'\.u\.\.—

insert a space before the full stop. Then click on the Insert Note button on the
EndNote toolbar. You will now see a dialogue box, in which you can type your note.
Enter the following text: These results are only preliminary. Then click on the OK button.
EndNote inserts the note into the list of references. Save this change. Your document

should look like Figure 30:

Recent Developments in Personal Bibliographic Software: a Critical Review

By J.W. Bloggs

Since the 1980s, there have been a variety of software products on the market which can
be classified under the general heading of Personal Bibliographic Software (1).

All of these products perform the same two basic functions: they allow the user to
maintain a database of bibliographic references and they permit the generation of a

bibliography containing some or all of those references (2, 3).

Substantial developments have taken place in the functionality of personal

bibliographic software (4) (5) These results are only preliminary. Today it is not difficult
to find a product that can automatically import references from a CD-ROM or web
database and format both in-text citations and a list of references in a wide variety of
styles (6).
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Figure 30: Numbered Style with Note in List of References
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To delete this note, position your cursor immediately after the number (5) in the text,

then press the Backspace key twice. Now click on the Format Bibliography button
= and reformat the paper with the Science style. Check that the note has

disappeared from the list of references, to confirm that you have deleted it successfully.
b. Deleting a Citation

To delete a citation, use the Edit Citation(s) button (¥ on the EndNote toolbar.

Don’t use the Delete or Backspace keys on the keyboard.

To delete the citation to the paper by Ghosh, highlight the in-text citation
(1). Now click on the Edit Citation(s) button [ and you will see the

citation appear in the Edit Citation dialogue Box:

Highlight the temporary citation Ghosh, 2004 #1 and click on the Remove button.
Then click on the OK button. EndNote will remove the citation and reformat the list of

references. Save the changes to your document.

15. Removing the Field Codes

Removing the Field Codes
Although your document looks like a normal Word document, it is not. It contains field
codes which include most of the data from your EndNote library relating to each of the

references which you have cited. This stored data is called the Traveling Library .

If you are collaborating with colleagues who also use EndNote and who also use a
recent version of Word which is compatible with EndNote’s Cite While You Write
function, you can send them your formatted Word document and they can add text and

references to it from their own EndNote libraries. They can format the completed

Nicola Foxlee, last revised September 2005 36




document because all data relating to your references are stored in the Traveling

Library.

However, if you wish to submit your paper for publication, you must first remove all

field codes, as they could interfere with the software used by the publisher. To do this,

I

click on the Remove Field Codes button S . You will see a warning message,

explaining that this will preserve your original document (with EndNote field codes) and
create a new, unsaved document (without EndNote field codes). Click on the OK button

to continue.
Save the new document under a new name, and send that version for publication.

Keep the original document, as that is the master copy which you will have to use if

you wish to add or remove any references using EndNote.

15. Useful Web Addresses

EndNote Homepage

Http://www.endnote.com/

¢ Updates and patches for the EndNote software
o Extra filters, connection files and styles
o Style Finder

¢ Join the EndNote discussion list
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