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Basic EndNote: version X8

What is EndNote?
EndNote is a specialised database program for storing and managing bibliographic references.

Use EndNote to:

1. Create a library to store references, PDFs and images.

2. Add references to your library. References can be added manually, or imported from
electronic databases.

3. Insert in-text citations into your documents, and create bibliographies in different
referencing styles.

Library size

Each library can store unlimited references. You can set up individual libraries for specific topics, or
have all your references in a single library. If there is any overlap in your areas of research, then

it is strongly recommended you have one single library, since only one desktop library can be
synchronized with one online library. Your references can be grouped, labelled or indexed to reflect
your subject interests.

Installing EndNote:
The latest version is X8.2 for Windows and Mac.

EndNote X8 is compatible with Windows 7, 8 & 10 and with MS Word 2007, 2010, 2013 and 2016,
also OpenOffice.org Writer 3.x. EndNote X8 is compatible with MS PowerPoint versions 2007, 2010
and 2013.

EndNote X8 is compatible with Mac OS X (10.10 and later) and with Word 2011, 2016 (version
15.21.1, EndNote X8.2 is required for version 16.9) and integration with Apple Pages.

Files

An EndNote library has the file extension .enl. A library is a file on your computer and can be copied,
renamed, deleted or moved to other drives or folders. However one key difference is that each
EndNote library creates a DATA folder which must always be copied or moved along with the library.

It is extremely important that you learn how to copy or move your EndNote library in a way that
includes the DATA folder, otherwise your library may become corrupt or you may lose data.
See 9.2 on p.14 of the Basic guide for more details.

NB EndNote libraries should NOT be accessed directly from cloud storage locations e.g. Dropbox.

EndNote Sync feature

You can sync your main EndNote library across multiple computers and your iPad using an online
account. The sync feature makes it much easier to work with EndNote and associated documents
across computers. You set up your online account (formerly called EndNote Web) from within your
EndNote library. If you already have an EndNote Web account with references in it, and you are
syncing for the first time, take the time to understand the instructions for syncing so as to avoid either
duplicating references, or worse — accidentally deleting references. See 9.3 on p.14 of this guide for
more details.

EndNote Online

The online (web) version of EndNote has full functionality for two years from the time you first sync an
EndNote library with X8. You will have unlimited storage and access to the full range of referencing
styles. The more limited, free version — EndNote Basic, still has the capacity for up to 50,000
references and 2GB storage with a choice of 20 referencing styles including APA 6. Through
EndNote Online you can share references with colleagues, run the iPad app and use the web page
capture feature. You can open an account directly at http://my.endnote.com
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Creating an EndNote library

When you first open the EndNote program, you might be given the option of creating an EndNote Web
account and linking it to your library. You can skip this and come back to it later via Edit—Preferences
— Sync.

1.1 Create a new library

1. Open the EndNote program.

2. From the Getting Started window, click Create a new library, or if your computer has gone
past that stage, go to File and select New.

3. Select a location to Save in (e.g. My Documents). NB Do not put it in a cloud drive such as
Dropbox or on a flash drive — these are OK to use for backups, but not working libraries.

4. Give your library a unique name (i.e. not the default My EndNote Library) and Save the library.

1.2 EndNote library display window

A new library will appear, showing “0 out of O references”.
Take a moment to familiarise yourself with the display window and toolbar commands.

@ EndNote X8 - [My X8 Library.enl] s ] x
@ File Edit References Groups Tools Wndow Help

[ &) [Z arasth for website - & 5 ENZ-HSES - (3) Quick searct Q o A Hide Search Panel

My Library Sear Options * Search Whole Library [JMatch Case [ |Match Words | Reference = Attached PDFs

All References (0)

»

= Author Contains + - " i‘;. .
2} Configure Sync...
and | Year Containg 7 e No References Selected There are no PDFs attached to
DRecently Added (0) | this reference.
An Title Contains =] v
B Unfiled © :
.,j- Terdl © Reco.. @ Author Year Title
= My Groups
= Find Full Text
Groups Panel
¥ Left
Off
Reference Panel
Right
¥ Right - Split
Bottom
€Gttom - Spit
< > off
Shawing 0 of O references. =]Layout

Have a look at the Help toolbar, and note that there is a link to ‘Get Technical Support’ which takes
you to the Clarivate Analytics website. If you have used an earlier version of EndNote, the layout might
look different. Click on Layout at the bottom left of the screen to change the layout. ‘Bottom — Split’
will more closely match previous versions. You can also Hide Search Panel (see top right).

For Mac users the Layout icon is at the top right next to Search Library  [E~| (Q- Search Library

Hide Search |

Useful tools and shortcut keys =  Hide Groups ==
i = Bottom - PDF E

New Reference — Ctrl N or the symbol with a + ¥ Bottom - Split | J(+ (-

Close Reference — Ctrl W or X in the right-hand corner

Sync library — under Tools > Sync or the Sync Library symbol

_ @ O
El & Y Q = A Hide Search Panel
Options », 7

Attached PDFs =
our desktop and online Endhote fibraries, » »
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2.0 Adding references to your library

References can be limited to basic information, e.g., author, title, publication details, or can be
annotated to include an abstract, notes, and searchable keywords. You can type references in
manually, import from catalogues and databases or create a reference from the PDF of an article.

2.1 Manually creating a new reference

From the References menu, click New (CTRL-N) or EJL on the toolbar.
Choose Reference Type, e.g. Book or Journal Article

Enter the author's name, e.g. Beezhold, B. L. then press Enter.

Enter subsequent authors on a separate line.

P wdPE

@ Beezhold, 2012 #1 r g
dPDFs | &
EL E, O\. & @ EE Plain Font - pansze ~ B I U P AV AL Z

Reference Type: Journal Article - {%

4

=,
Reference Attache

A

Rating

Author
Beezhold, B. L.
Johnston, C. S.
Year

2012

Title

Restriction of meat, fish, and poultry in omnivores improves mood: a pilot randomized controlled trial
Journal

Nutrition Journal
Volume

1

Issue

9

Pages

1-5

5. Move to subsequent fields by pressing the Tab key.
6. Continue until all information has been entered.

7. Click Close Reference under File, or CTRL-W or click on the X in the right-hand corner of the
New Reference window.

8. Click New (CTRL-N) to begin entering the next reference. Don’t forget to select the
appropriate Reference Type for each new reference.

Authors

It is best to input the author's name with the Last Name first, followed by a comma, then
all other names in full. EndNote can generate initials in your bibliography if required.

If there is more than one author, enter each name on a new line.
When entering corporate authors, put a comma after the name: e.g. Amnesty International,

If an organisation has a comma in its name, place another comma next to the first one and don’t
put a comma after the name: e.g. Department of Transport,, Planning and Local Infrastructure

NB It is important that you are consistent with entering the author's name if there is more than one
reference by the same author (which is why entering full first names is preferable). Inconsistency in
entering author’'s names can cause unwanted initials in in-text references in your document.

Punctuation and capitalization

Do not include special bibliographic formatting or punctuation except for commas or colons within a
field. EndNote can adjust capitalization in titles of books and articles, but generally you should type
your data as you want it produced in your bibliography.

J. Cameron
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Reference size
The Notes, Research notes and Abstract fields can each hold approximately 16 pages of text. Use the
Notes field to store your personal notes about a text, or any quotations that you intend using.

Editing references

If you need to change any details in a reference or add text to a field (such as the Notes field), double-
click on the reference to open it and position your cursor in the appropriate field. You can view your
reference alongside the PDF to make changes based on information in the PDF.

You can also use ‘Quick Edit’ from the tab pane at the bottom of the library window — take care to
move your cursor out of the reference to save changes.

2.2 Adding known references to your library

If you already have an article on your desk (or desktop) and want to get the citation into EndNote, a
quick way of getting it into your library is to create the reference from the PDF or use Google Scholar.

Creating the reference from the PDF

If you have the PDF on your computer but the reference is not yet in your library, you can now create
a reference from the PDF file on your computer, so long as there is metadata information within the
PDF.

To create a new record from a PDF, go to File > Import File, select the PDF file. At the Import
Option, select PDF. It is even possible to import a whole folder of PDF files in one step, and with X7/8
you can change the PDF Handling preferences to automatically import files from a particular folder.

If the PDF does not contain metadata, EndNote will create a blank reference containing only the
filename of the PDF file in the Title field. The PDF will be attached to this blank reference. Open and
edit the reference showing the PDF alongside — often you only need to populate the DOI field, or the
title field and then select Find Reference Updates to complete the reference.

Exporting from Google Scholar

If you are already experienced in searching from your favourite database then that is the most
effective place to search. However, Google Scholar can be a useful source to export basic citation
details for journal articles (but it doesn’t have abstracts or keywords).

1. Goto Google Scholar (scholar.google.com.au). Click on Settings and scroll down to
Bibliography Manager.

2. Select the option to Show links to import citations into and choose EndNote in the drop
down box, then click Save.

3. Search for the article by its title and/or author and you will see the link under each result to
Import into EndNote. Only one reference at a time can be imported.

This method is not recommended if you are doing a topic search for information... for that you

should use an appropriate journal database where you can import a large number of references,
and where the results will include abstracts, keywords and the DOI (important for APA style).

Go SIC plant based diet diabetes v “
Scholar 1 # My Gitations
I ,,,,, compliance, blood pressure, plasma leptin, and plasma lipids in women are improved with weight

reducﬂon equally wnh a meai based dlet and a Qlant based diet
Legal documents T Yamashita, T Sasaha P er... - Metabolism, 1996 - E
. were a body mass i ndex lBMI) gled er man 25 kg/m2, age belweer\ 30 and 61 years (40 +__
9), and absence of diabetes and endocrine ... The meat.pased da heavier mean
Any time body weight than the plantbased diet subjects at ba#ine, but the mean BMI and

Since 2013 Cited by 95 Related articles BL Direct All 8 versifgs Import into EndNote More

Since 2012

Since 2009 A low-fat vegan diet improves glycemic control afmti=eemsiewesetiTar risk factors in a randomized [HTML) from diabetesjournals.org

Custom range clinical trial in |nd1vrdua\s with type 2 dlabetes Find Fulltext@VU Library
ND Bamnard, J Cohen, DJA Jenkins... - Diabetes .., 2006 - Am Diabetes Assoc

Soit by relenince .. We therefore conduc(ed armdoriized conirollod bfal o 2 vegan diet with exercise held constant

Sort by date 1 test the hypothesis that, in indiduals with type 2 diabetes, a low-at plantbased diet improves
glycemic, plasma lipid, and weight control compared with a diet based on current ...
Cited by 125 Related articles BL Direct All 29 versions Import into EndNote More ~

V include patents

+ include citations  Type 2 diabetes and the ve eldnan dlet [HTML] from nutrition.org
DJA Jenkins, CWC Kendall, A Mar, The American journal ..., 2003 - Am Soc Nutrition Find Fulltext@VU Library

... There have been no major studies in the absence of weight loss that have attempted to determine
Create alert the potential advantages of a vegetarian or vegan diet in the treatment of diabetes. However,
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2.3 Importing references from databases

Bibliographic records from most journal databases are easily imported into your EndNote library.
You can search and select references to be transferred into your EndNote library.

Whilst each database is different, the basic principles are the same:
Exporting from journal databases

1. Enter the database by the usual method for your organization and conduct a search.
Select or Mark relevant items, and if necessary add to a marked list or folder.

3. Select the output option to Export to EndNote and then click Save or Export. You might also
have the option to select fields to export or output format. Always go for the full record option.

4. Your references should go straight into your currently open library without any further prompting.
This can vary according to browser and Mac/PC. You might need to click on Open to continue, or
if it asks you to select which software you wish to use to open it, navigate to the EndNote program
to Open with (and check the box to do this automatically...). If prompted to Select a Library, look
in the folder or drive that contains your EndNote library. NB If your library is already open and it is
asking this, it might be because you have an unsaved reference still open in your library. Go back
to your library and click out of or close a reference, then try again.

5. The newly imported references will appear in the Imported References group. Click All
References to return all references to view.
For specific databases:

- EBSCO databases: Mark required items by clicking Add to folder. Click on ‘Go to: Folder View’,
Select All then click Export; select Direct Export in RIS format..., then click Save.

- Informit: Select required records. Click on Save. At the ‘Save Records’ screen, select Marked
Records or alternate option under ‘Records to Save’. Change ‘Fields to Save’ to Complete
Record if you wish, and leave the default for ‘Field Label Format’. At ‘Output Format’ choose
EndNote Direct. Click Save.

- Web of Science: Select the records you wish to export to EndNote. Click on Save to EndNote
Online and change to Save to EndNote desktop — choose Record Content and Send.

- PubMed: Using Firefox or Chrome as your browser, select required records. From the Send to
drop-down menu, choose Citation Manager. Click Create File. Select to Open with... and
browse to choose EndNote if not already selected. The citations should import directly into
EndNote.

- Scopus: Select required records. Click Export. Choose export format RIS format;
choose fields to export, usually Citations and abstract information, click Export.
NB ScienceDirect is similar.

- Emerald: Select required records. Next to For selected items, choose Download citation from
the drop-down list. Select EndNote. Click Download article citation data.

- OVID databases: Mark required records. Click Export (at top of results list). In the Export Citation
List box, set Export to to EndNote. Select fields to display. Click Export Citations.

- Library Discovery interfaces: Australian university libraries use ‘discovery’ interfaces for their
library catalogue and they can be used to search for journal articles as well as books and other
materials. Most of these systems can be used even when you are not a logged in user of that
library and you can export references to EndNote.

Importing a text file into an EndNote library using a filter

For databases without a direct export facility you must save your results as a Plain text file, i.e. .txt
and import the file using a filter. For information about databases that require filters use Google to
search for the database name and ‘endnote’.

J. Cameron
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2.4 Online search from within EndNote

You can connect to and search within some remote databases and catalogues without leaving
EndNote. This method of importing references can be used for databases and catalogues that have a
connection file within the EndNote program and are freely available on the Internet, or where your
organisation provides a connection file with the appropriate authentication/password details. If you
choose a database and it asks for a remote password then you do not have access in this way.

@ EndNote X8 - [Online Mode]

@ File Edit References Groups Tools Window Help Before selecting to do an Online search from
[ ® [ Aract - within EndNote, it is important you choose
the ‘mode’ you wish to work in. See the
toolbar to the left of the output style (top left
of screen).

1L
My lerq Online Search Mode (Temporary Library)
Ml Display only Online Search results. Records retrieved from Online £

—— not automatically placed in your library.

If you use the Integrated Library & Online Search Mode (the last icon), your retrieved references go
straight into your library (and cannot easily be deleted), so it is best to choose the Online Search
Mode (Temporary Library) option, which keeps the retrieved references in a separate space until you
copy them across to your library.

1. Choose Online ® Choose A Connection x
@ File Edit References Groups Tools Window Help
Searc h MOd € \E Name Information Provider o}
and ® APA 6th . U Lausanne Ubrary Catalogs ) Quick Search ¢
i U Laval Library Catalogs I
click on More [My Library Search U Leeds Library Catalogs e Library [ Match
. & Online References (0} U Leipzig Library Catalogs |
under the Online © authq U Libre de Bruvelles Lirary Catalogs
ﬁ' Online Trash (0) U Liverpool Library Catalogs
SeaI’Ch gI’OUpS ) And - AnyF| U London SAS Library Catalogs
|ISt = Online Search And Title U Manchester Library Catalogs
. I U Manitoba Library Catalogs
Q lerary of Gonarezs © R @ A U Maryland-Baltimore Library Catalogs
@ LISTA (EBSCO) ()] eco.. ut Maryland-College Park Library Catalogs
U Mass-Amherst Library Catalogs
@, PubMed (NLM) (0 U Mass-Boston Library Catalogs
@U Melbourne () U Mlma hmry Catalogs
U Miami Library Catalogs v
@Web of Science Core... (0)
Quick Search Findby »
N B Please CheCk < * Less Info: Cancel Choose ‘
you are using the _
Reference |Previd File Name: U Melbourne.enz
Temporary — Created: Wednesday, 15 March 2017, 11:09:56 AM ‘
H Reference Type: B Modified: Tuesday, 6 August 2013, 10:36:20 AM & /0
lerary mOde Based On: INNOPAC .
No References § attached to this reference.
before Category: Library Catalogs
H Comments:
proceeding.
Showing 0 of 0 references. Showing 438 of 438 connection files.

2. Scroll down the list and select a library catalogue to search, then click Choose.
You could also try the PubMed (medical) database which requires no password.

3. When connection has been established, an Online Search pane appears at the bottom of your
library window.

4. Perform your search. Highlight the references you wish to bring into your library, then right-click
your mouse and
Copy References To... = ‘ o ‘
and choose your library.
Or just click on the icon Copy to Local Library
Copy to Local Library :I

In Online Search Mode, copy the selected records to your Local Library.

5. Click on Local Library
Mode to return to your I-__’
library.
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3.0 Selecting a bibliographic style

More than 6000 bibliographic styles can be accessed from within EndNote or from the EndNote
website. Called Output Styles, your EndNote library will only be showing a few of these in the
drop-down box in the main toolbar. More styles can be accessed under Select Another Style
(approximately 500 styles are installed with the program), and a further 6000 styles are available from
the EndNote website — click on Help and select Web Styles Finder — here you can search

and download individual styles, or download the complete set of styles.

@ EndNote X8 - [My X8 Library.enl] -
@ File Edit References Groups Tools Window Help

L) ® &) aeastn - E@Q L@ @3 E47:HePY - ()| Quick sea Q * A Hide Search Panel

Select Another Style..

Annotated Options  + Search Whole Library [IMatch case [
APA 6th |

. APA 6th for website huthor Contains

& [whole food ‘4o gth-Annotated |

My Library

@Cunfigure SyAuthor Date fear Contains
Chicago 16th Footnote [itl Cont.
D Recently Ad'MHRAg(Au(hor Date} s =
Numbered Author Year  Title Ratin: Journal
=] Unfiled g
T Trash how All Fields Campbell, Thomas M, Campbell, T. .. 2005  The China study: the most comprehensive study of nutrition ever ca... # % 7 %
- Turabian Sth Faatnots Dewell, Antonella; Weidner, Gerdi; S.. 2008 A very-low-fat vegan diet increases intake of protective dietary fact.. % % %%  Journal of the American Die
= Cancer TS @ Djousse, L; Gaziano, J. M,; Buring, J. .. 2009  Egg consumption and risk of type 2 diabetes in men and women % K %%  Diabetes Care
B cancer: breast (3) |6 Esselstyn, Caldwell B. 2014  Ending the coronary heart disease epidemic Rethink food: 100+ doctors
Bjcancer: prostate @) 14 @ Melina, V; Craig, W; Levin, S. 2016  Position of the Academy of Nutrition and Dietetics: Vegetarian Diets 1 Acad Nutr Diet
. 20 @ National Health and Medical Resear... 2013 Australian dietary guidelines: providing the scientific evidence for h...
=" Diets 21 @ National Health and Medical Resear.. 2013 Eat for Health: Australian Dietary Guidelines Summary
E_!d\els: low carb (2) {15 & Omish, D, Brown, S. E; Scherwitz, L. ... 1990 Can lifestyle changes reverse coronary heart disease? The Lifestyle .. Lancet
. y 7 @& Ornish, D.; Scherwitz, L. W.; Billings, .. 1998 Intensive lifestyle changes for reversal of coronary heart disease JAMA
=] diets: plant-based (4) '9: ! ) y
8 @ Ormish, D; Weidner, G; Fair, W.R; .. 2005 Intensive lifestyle changes may affect the progression of prostate ca... # J s ¥ % J Urol

=My Groups n R PR L anaa

Have a look at your references in the Preview pane at the bottom of the Library window to see how
they will format in the currently selected Output Style. The default selection is the Annotated style,
which is rarely a style that anyone would want to use!

To change the bibliographic style:

1. Click on the drop-down box near the top left of your screen (which will have the name
displayed of the currently selected style).

2. Click on Select Another Style. A window opens that allows you to ‘Choose a Style’. Scroll
down the list looking for styles such as APA; Harvard; Vancouver
(HINT: type the first letter of the style to scroll there faster)

3. When you have found the style you want, click on Choose.

4. With a new style selected, click on each reference in your library and have a look at how it will
display in a bibliography.

APA 6th is an author-date style that is well configured for most reference types and is already in your
EndNote program. If you need to use an author date style then you can work with the APA style until
you have arranged to have your preferred style (e.g. Harvard) accessible within EndNote.

Harvard (Australian) style

If you use the Harvard referencing style, please note the Harvard (Science) style is not consistent with
the style used in Australia (which is based on the 6" edition of the "Style Manual for Authors, Editors
and Printers" published by AGIMO).

There is an updated Australian Style Manual style available from Crandon Services:
http://www.crandon.com.au/EndNote/fag/Styles/ASM/ASM.html

Save the file into the ‘EndNote’ subfolder called ‘Styles’ within your ‘Documents’ or ‘My Documents’
folder. The ‘Styles’ folder will already exist in this space if you have previously modified a style. If there
isn’t a folder and subfolder there already, you can create them yourself. The pathway must be
C:\Users\username\Documents\EndNote\Styles or similar depending on computer settings.

HINT: A quick way to create the required folders is to save a copy of the currently used style:
Go to Edit > Output Styles and select to Edit the currently selected file.
Save a copy of this file (File > Save As), leaving the word ‘copy’ in the name then close it.
You will now have a Styles folder in your Documents space. You can later delete the ‘copy’ file.

J. Cameron
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4.0 Inserting references into a Word document

4.1 Check for the EndNote tools in Word 2007, 2010, 2013 and 2016

Open a blank document and check to see if the EndNote tab is showing in the ribbon:

H 9 (6] whole food test.docx - Word
File Home Insert Design Layout References Mailings Review View EndNote X8 FoxitPDF Q) Tell me what you want to
(1) EGO to EndNote Style:  APA 6th - E{»Cetegurize References ~ Export to EndNote ~
F‘/ Edit & Manage Citation(s) E‘ Update Citations and Bibliography \nstant Formatting is On - ===Preferences
Insert - 3 o
= 9% .
Citation - I__'g. Edit Library Reference(s) mConvem Citations and Bibliography eHe\p

Citations Bibliography g Tools

NB Mac Word 2016 toolbar is similar to above. For Mac Word 2008 and 2011 you should see a
separate
Eg?l;\lac?e iR/ Q citations - APA 6Gth = E Bibliography'é Tools ~

...or find the EndNote tools under the Tools tab (if they are there, you can select to View > Toolbars
and tick the EndNote toolbar to keep it displayed).

If the tools are not showing under the Tools tab, check the FAQ for Working With Word Processors /
CWYW on the EndNote Support page http://endnote.com/support/fags .

4.2 Insert a citation

1. Open your EndNote library that contains the references you want to cite.
2. Open a document in Word (it is important to do it in this order the first time you use
Word with EndNote, even after an upgrade).
3. Position the cursor in the paper where you intend to insert the citation.
4. From the EndNote tab in Word, select Insert citation |,, 1
(on the Mac just click the magnifying glass). Q
EndNote X8 Find & Insert My References ®
campe ] 5. Enter identifying text in the
Author  Yoar Tite appropriate reference, for
Campbell 2013 Whole: rethinking the sclence of nutrition
Campbell 2005 The China study: the most comprehensive study of nutrition ever conducted and the startling implications for di. exam pl e, Cam pbe” .
6. Click on Find. Select the
appropriate reference from the
Reterence Type: Book results and click on Insert.
Author: Campbell, T. Colin
Jacobsan, Howard
Year: 2013
Title: Whole: rethinking the science of nutrition
Place Published: Dallas
IPublisher: Benbella Books
1SBN: 9781937856243 1937856240 9781937856250 1937856259
Abstract: "The China Study™ revealed what we should eat and provided the powerful empirical support for this answer.
“Whole" answers the question of why. Why does a whole-food, plant-based diet provide optimal nutrition?
“Whale" demonstrates how far the scientific reductionism of the nutrition orthodoxy has gotten offtrack and
:ﬁ;&::‘ilzzzr_;g:‘;;wmders of the true holistic workings of nutrition, from the cellular level to the operation of
Insert Cancel Help
Library: My X8 Librarv.enl 2itemsin li

An alternative method is to go to your EndNote library and highlight the appropriate reference(s), and
Insert citation(s) into your document. You can do this from EndNote if you are confident your cursor
is in the right place, or return to your document and click on Insert Citation then Insert Selected
Citation(s) -

F B co to Endriote
Q

B3} Edit & Manage Citation(s)

I =
neert L_& Edit Library Reference(s)

Citation ~
i 5\ P B W () S o - B |
nsert Note...
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Inserting multiple citations

1. You can insert multiple citations by using the Find citation feature as described above
or

2. Select multiple references from your EndNote library by holding down Ctrl while clicking on
the required references (OR Shift and click to select a continuous range of references). Then
Insert Selected Citation(s).

3. If you need to add additional citations into the same set of brackets at a later time, simply click
your cursor anywhere within the grey-shaded brackets and insert as above.

Inserting citations in footnotes

The only difference to the steps above is that you use Word’s footnote function to insert a footnote and
then insert the citation in the footnote using EndNote as above. You will need to select an output style
that is configured to footnotes, e.g. Chicago A.

4.3  Editing Citations

Once you have inserted a citation, you should not edit it directly.
If you make any changes within the brackets of a citation it will
disappear when the bibliography re-formats.

You must use ‘Edit & Manage Citation(s)”:

1. Click on the citation you wish to change.

2. Select the Edit & Manage Citation(s) command from the Toolbar (or right-click the mouse).
You will now see a dialogue box allowing you to format the citation.

To omit an author’s name from a citation:

EndNote X8 Edit & Manage Citations
If using an author-date style and you wish to fg::opnbe\lalacob;)n oy Count  |Lbrary
use the aUthorls name as part Of the teXt’ Campbell, 2013 #3 i My X8 Library Edit Referen... =
you will want to exclude the author's name from the | (etionai Heath and medical Research counai, 2013)
EndNote citation. National Health and Medi... 1 My X8 Library Edit Referen... ~

. (Barnard, Gonzalez, Liva, & Ngo, 2006; Esselstyn, 2014; Ornish et al., 2005)
There are two ways to do this: ’

Barnard, 2006 #1 1 My X8 Library Edit Referen... »
- Click on the drop_down list next to Esselstyn, 2014 #6 1 My X8 Library Edit Referen,., ~
FOI’m attl n g : Default and Change tO - &E)Jrn:h,lzoﬂsur;; 1 My X8 Library Edit Referen... =
. . ezhol johnston,
Dlsplay as: Author_(qur) anq then click Beezhold, 2012 #2 1 My X8 Library Edit Referen... =
on the OK button (with this option you do
not need to type the author’'s name) Edt Ctation _ Reference
Formatting: |Default

Display as: Author (Year)

- Alternatively — type the author’'s name pren | Dby s: A
outside of the brackets then edit the suffi | Exclude Year
. . Exclude Author & Year
citation to Exclude author

Pages: 'Show Only in Bibliography

- You can also insert a citation and then hide
it from the text by selecting to Show Only
in Bibliography. We recommend you do
this in a part of the text you will remember, e.g. at the end of the first paragraph.

Tools - 0K Cancel Help

Totals: 4 Citation Groups, 6 Citations, 6 References

To add a page number:

- If the bibliographic style you are using is set up to display Cited Pages (APA 6" and Harvard
AGIMO style are) then you enter the page numbers next to the box labelled Pages:
e.g. 25 (no punctuation necessary).

- If the style is not set up to show Cited Pages (most of the journal output styles are not) then
you add page numbers in the Suffix: field, including punctuation,
e.g. , p. 25 (a space before the comma is necessary).
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4.4  Format your bibliography

You can easily change the Output Style in your document, or change the layout of the bibliography
(font, line spacing etc.), or move between formatted and unformatted citations.

Layout References Mailings . .
Click on the drop-down arrow next to Style: in your document

Style:  APA 6th - and choose another style from the list.
E'I- Update Citations and Bibliography |
EConvem Citations and Bibliography ~

If you wish to make other changes to the
formatting within the document, click on the
arrow to the right of ‘Bibliography’ to open up Format Bibliography [ ayout
the ‘Configure Bibliography’ dialog box.

EndNote X8 Configure Bibliography X

Format document: whole food test.docx v
Click the Layout tab to check or modify settings. With output style:  APA 6th 1! Browse...
You can change the font size and style of your
bibliography; give the bibliography a title, e.g. Temporary citation delimiters
Bibliography; and you can change the line
spacing between references or the hanging teft: { | Right: [} |
indent.

[]Link in-text citations to references in the bibliography
Click OK to reformat the bibliography.

Underline linked in-text citations

NB Mac bibliography options are found by
clicking the down arrow next to Bibliography.
Convert to unformatted, or to plain text options

are found under Tools. Cancel Help

4.5 Unformatting citations

You should regularly Unformat Citation(s) in your document, particularly if you are working on a large
document over many months or years. Unformatting will strip the bibliography from your document,
putting temporary citations into the text that look like this: {Ritzberger, 2008 #12}

1. To unformat citations, click on Convert Citations and Bibliography,
then Convert to Unformatted Citations.

Your references will now be in the form of a Style:  APA 6th . @Categorize
temporary citation, showing {first author, year B upd o . )
and record number}. = Update Citations and Bibliography Instant Forr

. . %« Convert Citati d Bibli hy -
2. Tore-format, you can simply click on L_‘“ S

Update Citations and Bibliography, IZ_;'\ Convert to Unformatted Citations
or if you want to keep Instant Formatting off and
work only with unformatted references, open the o
Format Bibliography window. click on the Ryq Convert Reference Manager Citations to EndNote
Instant Formatting tab, click Turn Off then OK.  [3 Convert Word Citations to EndNote

Exl Convert to Plain Text

VERY IMPORTANT: You should always unformat citations before cutting or pasting ANY text
containing EndNote formatted citations. Failure to do this may cause your document to scramble. You
can work with an unformatted document most of the time, and from time to time click ‘Update
Citations...” and then unformat again. This will avoid a lot of problems with EndNote and Word!

NB If you are working with a synced library across two computers, make sure the document is
formatted each time you move it, and click ‘Update Citations...’ to sync on the new computer.
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5.0 Grouping your references
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You can organise references in your library by creating groups. There are some automatically created
groups such as All References, Recently Added, Unfiled and Trash. There are temporary groups such
as Duplicate References, Imported References and Search Results. But you can also create your own

custom groups:

From the Groups tab select Create Group. Type the name of the New Group, and you can then drag-
and-drop references into this group or right-click your mouse over a highlighted reference.

- References can be in more than
one group.

- Deleting a reference from a
group does not delete it from the
library.

@ EndNote X8 - [My X8 Library.enl]

@ File Edit References Groups Tools Window Help

oAl B Ok

- @a

jonzalez, J. H.; Liva, M...

Johnston, C. 5.

O® APA Gt Create Group
Create Smart Group

My Library Create From Groups...
Rename Group

&) whole food testdo  Edit Group
Delete Group

& Configure Sync...

Year
2006
2012

alin ; Jacobson, Howard 2013

A new feature since EndNote X4

is the auto-group for references
in currently open documents.

If you have many more references
in your library than you are citing in
your document... this auto-group

Hide Groups

Add References To > nas M.; Campbell, T. ...
D Recently Added Remove References From Group Hla; Weidner, Gerdi; S...
B unfiled Create Group Set tiano, J. M.; Buring, J. ...
m Trash Delete Group Set well B.

Rename Group Set , W.; Levin, S.
= Cancer

nand Medical Resear...

Bl cancer: breast & WNational Health and Medical Resear...
B cancer: prostate @ 15 @ Ornish, D; Brown, S. E; Scherwitz, L. ...
7 @ Ornish, D; Scherwitz, L. W,; Billings, ...
- Diets 8 & Qrnish, D.; Weidner, G,; Fair, W. R; ...
Bj diets: low carb (2) 19 Physicians Committee for Responsib...
Bl dinvr alant hacad 116 @ Tantamanao-Bartlev. Yessenia: Jacel...

2005
2008
2009
2014
2016
2013
2013
1990
1998
2005
2014
2013

Title

Effects of a low-fat, high-fiber diet anc
Restriction of meat, fish, and poultry it
Whole: rethinking the science of nutri
The China study: the most compreher
A very-low-fat vegan diet increases in
Egg consumption and risk of type 2 di
Ending the coronary heart disease epi
Position of the Academy of Nutrition
Australian dietary guidelines: providin
Eat for Health: Australian Dietary Guid
Can lifestyle changes reverse coronany
Intensive lifestyle changes for reversal
Intensive lifestyle changes may affect
Animal Protein Linked to Early Death
Veaetarian Diets and the Incidence of

makes it much easier to know which references need to be ‘cleaned up’ before publication. The group
disappears each time you close the document. To get the group back again you need to use one of
the EndNote tools in Word to activate this command.

You can use Group Sets to organise your groups into larger groups. Click on Groups > Create

Group Set and name your group set.

NB All your groups will show in EndNote Online, but not the Group Sets (however the group sets will
sync with your library on another desktop). It is useful to name groups within a group set with part of
the group set name so that they are easy to identify if you use EndNote Online.

6.0 Creating an independent bibliography

You can create a bibliography without an associated paper. The following instructions are for the

Copy Formatted method.

1. Open your EndNote library and select the desired references in the library window, or click on
the appropriate Group, or use the Search command to locate the references you want.

2. Check you have the appropriate Output Style selected. Make sure the desired references are

highlighted.

3. From the Edit menu, choose Copy formatted to copy the references to the Clipboard.

¥ EndNote X7 - [Nutrition upstairs]

W file [Edit] References Groups Tools Window Help
w® e itz V6@ 26| @ | 1)) 82| Q| @ uex sexr £ * ' Show Search Panel
My Librg  Cut CtrieX  futhor Year Title R Journal Last Updated  Reference Type
“ Cance  Copy ciec Dietary patterns and breast cancer ri.. - AmJClinNutr 11/10/2013  Journal Article
. Curs Diets and hormonal levels in postme... =« » = » Nutrition an..  30/09/2013  Journal Article
@ca .l Beliefs about dietary factors in breas.. =« + + « Preventive M.. 30/09/2013 Journal Article
@ e Effects of a low-fat, high-fiber diet a.. Nutrition an..  30/09/2013  Journal Article
@ Unselect All CuleA The role of diet and physical activity + British Journ..  30/09/2013 Journal Article
Copy Formatted Ctrl+K Insulin-like growth factor 1 (IGF1), IG. * Lancet Onco.. 30/09/2013 Journal Article
“ Diets.  Find and Replace. CrieR 7 The role of diet in breast and prostat. - Ethn Dis 30/09/2013  Journal Article
ad A nested case-control study of femal - AsianPac)C.. 30/09/2013  Joumal Article
@0 e Meat, dairy, and breast cancer: do w... . 30/09/2013  Journal Article
@M sye Dietary Fat, Fiber, Vegetable, and Mi. ~ 30/09/2013  Journal Article
I I v Resolving the soy-breast cancer cont - Journal of th.. 30/09/2013  Journal Article
[ g Addressing the soy and breast cance. - Journalof th.. 30/09/2013  Journal Article
O coeection Fies Say isoflavones, estrogen therapy, an. 30/09/2013  Journal Article
Dietary habits and breast cancer inci. 30/09/2013  Journal Article
S FOOD  preferences.. Meat, eggs, dairy products, and risk . - AmJClinNutr 30/09/2013  Journal Article
@ caiciim 2 Infiuence of a diet very high in veget. - JAMA 30/09/2013  Jourmal Article
@ cooking processes @ Food Sources of Fat and Sex Hormo... - Nutritionan. 30/09/2013  Joumal Articie
@dairy (26) Zhang, C. X; . Meat and egg consumption and risk... = * = + * Cancer Caus..30/09/2013 __Joural Articie
Weggs © e Preview | b et B .
@fats & oils )
= Bamard, R. )., Gonzalez. ). H, Liva, M. E., & Ngo, 1. H. (2006). Effects of a low-fat, high-fiber diet and exercise program on breast cancer risk
@food composition ()] factors in vivo and tumor cell growth and apoptosis in vitro. Nutrition and Cancer, 55(1), 28-34. doi: 10.1207/515327914nc5501_4
@meat @
@nuts @30
@starch -
Showing 18 of 18 references in Group. (All References: 749) BEtayout -

4. Open a Word document and Paste the references into Word.
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7.0 Managing PDFs and linking attachments

You can link files to any reference in EndNote — PDF'’s, @ selectafletolink o the eference ) )
. . . ook in: dditional PDFs -
images and documents — by using the File Attachment o
feature. ) N = campbell2012pdf e
Quick access hazen2014 TMAQ editorial.pdf
. = malik2007 grains editorial pdf
If you have downloaded a PDF article to your computer B = i b e s 2030 o
and the reference is in your EndNote library, select the i era0z agenes
. . varki2009_sialic_evolution.
reference and choose File Attachments—Attach File aies " wsievstaz0Tefatapnoas
from the References toolbar. On the file dialog, select the ]
file to link to the selected reference. ‘“';F
.
Note the check box “Copy this file to the default file Network
attachment folder and create a relative link”. This Fis rame: Open
dupllcates the PDF flle and Stores It In the DATA fOIder If /Zc:nwmuamsmx:::r:::;anuhm::nF::a:ammaarelamalm -
you wish, you can delete the original copy of the file.
If you have the PDF on your computer but the reference is not yet in your library, you can create a
reference from the PDF file on your computer, so long as the PDF contains appropriate metadata. See
2.2 on page 5 of this guide for instructions.
* NEW since EndNote X7**
You can set up a default folder on your computer to import PDFs automatically any time you add to
that folder. If the reference is already in your library it will attach the PDF to it, if it is not then it will
create a new reference and attach the file to it. Set up this folder in the Preferences.
—— Attachments can be read from within your library
Reference |Preview beezhold2012mood1 pdf @ . d Cl k O PDF d d t .
AEEE G 50®as-SH/RE»UT window. Click on Open | and you can read it in
= = a full size window, highlight sections, and add
Open PDF .
e e comments (sticky notes).
Beezhold and Johnston Nutrition Journal 2012, 11:9 The content of PDFs can now be searched from
httne/hananar nuitritinni com/eantent/11/1/9 .
the Quick Search box.
8.0 Copying references between libraries
If you have more than one library, moving references from one library to another is very simple.
You can highlight the references you want to copy, then right-click your mouse and
Copy References To... (then choose the library you want to copy to).
You can also Import the entire contents of one library into another, go to File—Import, choose
the file you wish to import, and select EndNote Library as your import option.
Or, when you have two libraries open, you can tile the libraries, so that they appear side by side.
To do this, click on Window
on the menu bar and click B trinters s @
. . . “ile Edit References Groupsgfbols Window Help
on Tile Vertically or Tile r—— e
Horizontally. 0O ® B e 57| 0® & waen EQL0QED B
My Library o Year Title A [ My Library Reco.. @ Author Year Title
= Cancer S et ;xe gmaw [\:’nﬂnﬁ .< o e (21 1; g :pp\Pl’Z": [V\i,(l.\\len NJ Fl Key, Trl> ;g;; j\m‘ veget
Zon, > o. 5 Dairy products ¢ B whols T )| @ Barnard, N. D; Cohen, J; Jenkins, low-fat s
To copy a reference: e e e A Rl | (e S S o
— click on the reference B o1 @ o v ta. 3 Dy iroa B (0ft ok otk 08 T
you want then drag- Ramarponse SOREL g oo e Gortr 1 206 S orw i | N e e s e
and-drop it into your B L tnir e R i oe oo
main library. = orers 7 6 o pe e o e S - T T e
. Bidiets:bluezones  (4) |g16 Davies, N. J; Batehup, L; Tho.. 2011 The role of diet = Diets 15 @ Ornish, D; Brown, 5. E; Scherwitz, L. .. 1990  Can lifesty
- OI’ Sim ply CO py and Bidiets:highfatlC  (29) |1831 @ Eliassen, A H; Liao, X; Rosner... 2015  Plasma carotenc Bidiets: low carb @|7 @ Ornish, D; Scherviitz, L W. Billings, .. 1998 Intensive f
Past B e e R . s e e .
aste By diets: Mediterrane.. 18) |00 o ifasl:r("f A Re:ésfiijn 2013 Au:ve?m:u:\}. =My Groups % @ Tavax:wwa-:goosa.v\{—,:(v;e.:pwcar:\ ks :/;gmaauav(v
B diets: vegetarian  (14) |35 Jayalekshmi, P, Varughese, S... 2009 A nested case-c = Find Full Text 17 @ Tuso, P.J; Ismail, M. H; Ha, B, P; Bar.. 2013 Nutritional
B_]d:els weight loss  (21) )(J»ﬂﬂ @ Kraenke C H:Kwan. M.1:S. 2013 Hioh- and \nw)-i" ‘(ﬂ ‘Whole Fonds Plant Rased Health. 2m3 Fns'nvf’w§
B diets: WFPB 8) = ey = ]
e on Reference Attached PDFs v Reference . tuso2013kaisert @ 4 B
Bialcohol LN - = j, CRZIRA
Bl food: bioavailablity (1) | No References Selected xr:e.e?yennPutsmamenmms Rating =
B} food: cooking @ feference ‘:‘;r- * - .
B food: dairy @n v Tuso. P, | vi &
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9.0 Some final tips

9.1 Creating a plain text document for sharing electronically

If you plan to send your completed document electronically (to a publisher, supervisor or colleague
etc) you must Convert to Plain Text under the Convert Citations and Bibliography option. This
creates a new document without EndNote field codes. Your original document with its EndNote codes
will be preserved. If you subsequently need to edit your document, you will need to decide whether to
edit the one without field codes (ie no longer linked to EndNote), or if your edits involve in-text citations
you may need to go back to the original document.

9.2 Saving a compressed copy of a library to back up or email

It is recommended you create backup copies of your library and store in other locations even if you are
using the EndNote Online sync feature. This is done via Compressed Library, which saves your
EndNote library as a complete package including the .enl library and its associated .DATA folder. You
can use cloud storage, e.g. Dropbox to store back-up copies, but not to run a working library.

To save a compressed library:

1. Whilst the library is open, select Compressed Library (.enlx) from the File menu.

2. Choose Create or Create & Email and select whether or not to include File Attachments.

3. Then choose either All References, or selected references or a group and click Next.

4. Choose the folder or drive where you want to save the library (e.g. to save to a USB flash
drive). It will be a file with the extension .ENLX (not .ENL).

5. Use EndNote to open the .ENLX file and it will restore (unzip) the library and extract the .ENL
file and the .DATA folder to the same folder where the .ENLX file is located.

9.3 Synchronize your library with EndNote Online

EndNote X8 can be set up to automatically sync with your ) .
EndNote Web/Online account. Only one library can be (O & “a - @ aviexseare QU *
linked to your account. The first step is to back up your QSync Library

|ib|’al’y by SaVing acom pl’eSsed |ib|’al’y_ and Synchronize your desktop and online EndNote libraries

To enable syncing click on the Sync button and register for EndNote Online, or enter details for an
existing EndNote Online account. For new users this is very easy, just make sure that the library you
sync is the one you will always use and that your EndNote Online account is empty.

If you have used EndNote Web/Online in the past you should login and check what is there and
determine if these references are to be added to your desktop library — or if you should delete them.
As soon as you Sync with your desktop library, all the references in your library will go into your online
library, and vice versa. After syncing for the first time, any change you make to any references either
on the desktop or online will be made everywhere. To Sync to a second computer, start with a new
empty library.

NB Use Sync, not the Library Share feature for accessing your own library across devices.

10.0 EndNote Help

Crandon Services

http://www.crandon.com.au

Crandon is the distributor for EndNote in Australia and New Zealand and provides technical support
and training for Australian and New Zealand EndNote users.

EndNote Training and Support
http://www.endnote.com/
Includes training materials, FAQs and output styles for downloading.

Training videos on YouTube

http://www.youtube.com/user/endnotetraining
The EndNote Training channel includes instructional videos, ranging from a few minutes to full length
class recordings. The video ‘How to use EndNote in 7 minutes’ gives a good overview for new users.
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