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What is EndNote?

EndNote is a bibliographic management programme that allows you to create, store and manage your
references and citations. Reference information can be added manually, and/or imported from online
article databases. The records stored in your personal EndNote Library can be used to create
bibliographies instantly in a variety of bibliographic styles, and citations can be inserted into Word
documents. You can also link to or insert PDF documents or other images into your EndNote Library.

Note for Mac Users

The instructions should generally be similar, except use the Apple Command key in place of Ctrl, and for right -
clicking on a single -button mouse use Control -click.

Creating an EndNote Library

To create a new EndNote Library:

1. Open the EndNote program from your Programs list.

2. Click on Create New Library if prompted or select File / New . This will open a dialogue box,
you will need to name your new Library and choose where you want to save it. EndNote may
default to saving it in your Programs folder, however it is probably better to save it in a more
accessible location e.g. your My Documents folder.

3. Your new (empty) Library will appear on your screen.

Note :

1 An EndNote Library is an ordinary file, and is saved with the extension .enl. These libraries can
be moved, copied and deleted like any other file, and can be corrupted as easily as any other
file (e.g. from a virus) so you should backup your Library regularly (see p13).
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Entering and Viewing References

Manual Entry

There is no limit to the number of references you can add to a single EndNote Library, however to
maintain effective performance we would recommend not exceeding 100,000 references.

To add a new reference:

P Enitiote X3 - INew Referenc e

1. Select References / New Reference . This will open a :
P2] File Edit References Groups Tools Window Help
new reference template. The default reference type T T —
. ~ . Edited Book -
template is 6Journal artic || % | Eggﬁg;gé‘gg&: =+ B 1 U[P]
lectronic Book Section
2. From the Reference Type drop-down box, select an guthoy Encydopedo =
. . Figure
appropriate reference type template. EndNote will Year Fimr osccas )
. . Govemment Document T
format your bibliography based on the reference Title Gt
e Joumal Article. B
type you select here, therefore it is important to Journal Ez'“‘mw‘a‘
select the most appropriate template you can find. Vel Mo e
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Think carefully about what you want to reference gan;n;hgi‘nmema 3
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. . . Serial
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4. Close the reference window once you have finished
using the close (and save) button (the lower X in the top right corner), or using  File / Close
Reference .
5. You can see how the reference will appear in a bibliography by looking at the Tab Pane with the

Preview tab selected. The reference will be formatted according to the bibliographic style
selected in the drop -down box at the top left of the screen (see below for adding relevant
bibliographic styles to this drop  -down box).
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- EndNote Reference Window -

EndNote X3 - [Allen, 2004 #86]
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Publisher
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Volume
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Series Volume
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Notes :

1 Punctuation

Do not add extra punctuation or text styles to the reference information (e.g. parentheses
around the year, bold, italics). EndNote will add punctuation and formatting when it formats a
bibliography if it is required by your selected style.

1 Authors
Author names can be entered First Middle Last or Last, First Middle (e.g. Carol Margaret
Jacobs or Jacobs, Carol Margaret).
i Multiple Authors/Editors Author
Each individual author must be entered on a Rebecca Jones
separate line (press Enter to get a new line). ngping. Margaret
1 Corporate Authors
Enter with a comma at the end Author
e.g. World Health Organisation, World Health Orgamsatlon.
T Autocomplete

As you enter author names, titles, and keywords EndNote will supply possible words based on
previous entries. New entries in these fields will initially appear in red font. You can select the
supplied word by pressing Enter or Tab.

i Titles
Enter these in the correct case for your bibliographic style (e.g.: Sentence case for article
titles; or Title Case for Journal Titles. Check a bibliographic style manual if you are unsure).
You must also enter the punctuation required within the title (e.g. a colon before a subtitle).

i Keywords
Each keyword can be entered on a separate line, or you can separate entries with a semi  -colon
(;) or backslash (\). The keywords field is useful for searching your EndNote Library later. You
can import keywords from article databases when you import the reference information (see
below), and you can add keywords manually. It is a good idea to be consistent with your

keywords, a list of o&dmaster keywordsd could be usef
will be particularly helpful when searching the Library for relevant references.

Keywords Keywords

universities; tertiary institutions U”i‘"’_ETSit_iEE_ _
tertiary institutions



1 Notes and/or Research Notes
These fields can be used to add your own comments to the reference. They are searchable
fields, and will not appear in your bibliography.

i Record Numbers
As you enter references into your EndNote Library (either manually or by importing from
databases) each record is allocated a Record Number . This number is allocated in the order in
which the records were first added to the

. . . Record Number | Author Year Title
lerary’ and It does not Change even if 86 Allen 2004 Bats: biology, behavior, and folklore
previous record numbers are deleted. If 36 Archaeos Pr.. 1999 Preliminary Site Report of the Oriental Institute. .
. ) 15 Argus 1993 New paleontological excavation techniques
you dlsplay the record numbers in your 14 Argus 1991 Stratigraphic excavation techniques for paleon...
. . . 79 Avila-Flores 2004 Ecological, taxonomic, and physiological corre...
lerary you can use these to help Identlfy 16 Billoski 1987 Triceratops extinction linked to asteroid collision
any problematic references in your Word 2 Billoski 1992 Introduction to Paleontology 2

document.

Working with a Selected Reference

To work with an individual record, select it by double  -clicking on it. A Reference Window will appear
showing the full record. This is where you edit information associated with a reference. As discussed
above, each record is based on a Reference Type template, with a series of fields which contain the
information. None of the fields are compulsory, and information can be added over a period of time

e.g. you can use the notes field later to annotate the reference.

= | & =
You can hide empty fields using the Hide Empty Fields button in the 2 Hide Empty Fields | @—n—
top right hand corner. This will save scrolling to find information.

| »

To close the Reference Window click on the lower X in the top right
corner (or use File / Close Reference ).

Tip: Conference Papers
i Published conference papers are normally best entered as the  Book Section reference type.
(The Conference Paper/Proceedings types are designed for  unpublished oral presentations.)

Bibliographic Styles

EndNote comes with over 100 of the most popular bibliographic styles preinstalled. A further 3,700+
are available from the Endnote website:  http://www.endnote.com/support/enstyles.asp

A drop -down box on the toolbar shows which ones you have selected for use.
. . Do . Select Another Style..
When you click on the Preview tab the reference highlighted will be Annotated
formatted according to the bibliographic style selected in this drop -down box. |APA Bth
Chicago 15th A
Chicago 15th B
To select the bibliographic styles you want to use: HHLIEM
1. Click on Select another style  from the drop -down box. The EndNote Numberad
Styles window will appear. Chdford-Author Date
. L . Show Al Fields
2. Pick the style you want, highlight it, and select ~ Choose. The new style Vancouver

will appear in the drop -down box.


http://www.endnote.com/support/enstyles.asp

To view all the styles installed, and read information about them:

Click on Edit / Output styles / Open Style
Manager.

Mark the styles you want to select by ticking the
relevant box.

When you have finished marking styles close the
window with the lower X in the top right corner.
The selections will be automatically saved to the
drop -down box on the toolbar.

Notes :

il

The Find by button can be used to search by

subject.

The drop -down box on the lower right can be

used to either view relevant  Style Info  or

Preview.

Changes are occasionally made to bibliographic styles, and journals sometimes change their
bibliographic style preferences. A set of the latest styles can be downloaded from the

EndNote web site http://www.endnote.com/support/enstyles.asp . You should also check a
recent copy of the journal for their preferred bibliographic style and other manuscript
submission guidelines.

Using EndNote for Online Catalogue Searching

Online searches offer a way of importing records directly from library catalogues and other sources.
The Online Search section in the Groups pane lists your "favourite” sources for searching. This
method of importing can be used for the = Massey University Library, BONUS+ and New Zealand
Libraries catalogues.

Select a source to search from the Group Pane. (If the resource you want to search is not
listed click on More. (If it is not on this list, download and run the Massey Profile Installer, or
the o n-line search connection files: http://library.massey.ac.nz/massey/research/library/
library -services/downloads.cfm )

When the connection has been established, the Search tab will appear and you can enter your
search.

Click on Search . A dialogue box will appears the number of retrieved records. Click OK to
retrieve the references to your EndNote library.
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