EndNote X4 QuickStart Guide with Word 2010

EndNote

..Bibliographies Mace Easy™

What is EndNote X47?

EndNote X4 is a bibliographic management programme that allows you to create, store and manage your
references and citations. These can be added manually, and/or imported from online article databases. The
records stored in your personal EndNote X4 Library can be used to insert citations into Word 2010
documents formatting your bibliography as you type. It is also possible to link PDF documents to the
reference in your EndNote X4 Library.

How do | Create an EndNote X4 Library?

Your EndNote X4 Library is a database of the citations/references you have collected. References can be
added manually or imported from journal article databases or from the Library catalogue.

1. Click on the EndNote X4 icon == on your computer.
2. Then choose Create a New Library. Name your new EndNote X4 Library and save it on your
desktop (or your network drive if using this on campus)

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

Hot Tip!

Just use ONE EndNote Library for storing all your References i no matter
how varied the topic. You can use Groups or your own keywords to sort
records and find them later.

How do | add references into my EndNote X4 Library?

You can add references either manually (one by one) or import them (either singly or in multiples) from a
journal article database or the Library Catalogue. The following instructions are for a manual input.
See Page 8 for instructions on importing references from a database.

To add a new reference manually:
1. Select References / New Reference from the top toolbar. This will open a new reference template.

The default reference type is 6Journal articleb.

2. From the Reference type drop-down box, select an appropriate reference type template (e.g. book,
journal article). EndNote X4 will format your reference based on the reference type you select here.

3. Once you have selected the right template you can add in the key referencing information (e.g. fora
journal article you need to fill in the following fields: author, year, title, journal, volume, issue, pages).
Additional information in other fields (e.g. notes) can be added later.

4. Close the reference window once you have finished inputting your information by clicking on the
lower X in the top right corner.

5. You can check how the reference will appear in a bibliography by viewing it in the Preview tab at the
bottom left of the screen.

6. The most commonly-used referencing output style at Massey University is APA (5th or 6“‘). You
can select other styles from the drop-down box at the top left of the screen.
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Some hot tips about manually inputting references into EndNote X4

Editing: You are the editor of your EndNote references! You need to keep an eye out for
errors i like typos, wrong template, capitalisation of words. If they are wrong in your
EndNote record i they will always be wrong in your document!

Authors

1 Author names are best entered using the family name first.
(e.g. Jacobson, Carol Margaret).

1 Multiple authors: Each individual author must be entered on a separate line (press
enter to get a new line). Add all the author names you have.

1 Be consistent when entering the same author more than once!
1 Organisations: Enter with a comma at the end (e.g. Ministry of Health,)

Titles

91 Enter these in the correct case for your bibliographic style (e.g. APA). You must
also enter the punctuation required within the title (e.g. a colon before a subtitle).

Punctuation

91 Do not add extra punctuation or text styles to the reference information (e.g.
parentheses around the year, bold, italics). EndNote X4 will add this punctuation
and formatting when it formats your bibliography.

In-text citations (Cite While You Write - CWYW)

Once you have your references properly entered into your EndNote X4 Library you are able to experience
the magic! You are now able to make use of the CWYW function.

Inserting a citation into a Word document

EndNote X4 is not a tool for librarians; it is a tool for non-fiction writers, like you, who wish to quote another
aut hor 6BndNeoberX& will work alongside Word 2010 to create an in-text citation and a reference - in
the bibliographic style of your choice.

1. Open your EndNote X4 Library, and Microsoft Word 2010.

2. Place your cursor in the Word document where you want the citation to appear.

[T Tnsert ™|

3. Click on the EndNote X4 tab, then click on 'Ctatian " anq select Find citation.
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4. Search for the reference you wanttociteby ent ering an aut hoOnéesoumhavene
found the reference from your EndNote library i then highlight it.

EndMote X4 Find & Insert My References 22
academic -
Author Year Title i
2009 Abstracts: oral presentations
Barnard-Brak 2010 Profiles in Self-Requlated Learning in the Online Learning Environment
Bosman 2008 Growing adult readers: Promoting leisure reading in academic libraries E
Cobus 2005 How Twenty-Eight Users Helped Redesign an Academic Library Web Site
Fleet 2003 Popular fiction collections in academic and public libraries
George 2005 Usability testing and desian of a library website: an iterative approach
Gonzalez 2001 Haciendo que hacer-cultivating a Mestiza worldview and academic achievement: braiding cultural knowledge into
Harper 1998 Inside the IMF electronic resource : an ethnography of documents, technology, and organisational action
Higas 2009 Developing change leaders electronic resource : the principles and practices of chanage leadership development
Holland 2005 Practical experiences of using formal usability testing as tool to support website redesign
Hsigh 2005 Textbooks, leisure reading, and the academic library
Jeynes 1999 The effects of religious commitment on the academic achievement of Black and Hispanic children il

5. Click on Insert at the bottom of the screen. The reference will be inserted into your Word document
where your cursor was located. See the example below, with field shading switched on.

Since the first dinosaur fossils were recognised in the early nineteenth century, mounted dinosaur
skeletons have become majorattractions in museums around the world. Dinosaurs have become a

part of workd culture and remain consistently popular. They have beenfeatured inbest-selling
books and films {notably Jurassic Park), and new discoveries are regularly covered by the media
(Billoski, 1992)

Billoski, T. V. (1992). Infroduction to Paleontology 2(6th ed.). New York: Institutional Press.

mot Tips: \

l

If you want to cite multiple references in one citation you should select the
references at the same time by holding down the Ctrl key and clicking on
each individual reference.

EndNote X4 and Word 2010 are operating in the same document so you
must edit EndNote X4-generated text using EndNote X4, otherwise

formatting problems may arise later on. This is why we recommend using
field shading to make it obvious when you are using Word or EndNote i

see instructions below. /

or
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Field Shading
This is

S Wi

tched on as a def aul

(Labs and Library Info Commons).

You need to switch it off if you are submitting your document electronically T but if printing your

document, the field shading does not show.

To switch OFF field shading:

File
Click on - at the top left of the screen and then click on Options near the bottom of the left-

t

January 2011

setting

f

or

anyone

hand column. Select Advanced from the left-hand menu and scroll down to Show Document Content.

Field shading will show as Always enabled i use the drop-down menu to change to Never.

Word Options

Trust Center

Resources

|:| Show text boundaries
|:| Show crop marks
|:| Show field codes instead of their values

Field shading: | Always W

[] use draft for Mever e views

When selected

| Font substitution...

Display

Papular
Show document content

Display

|:| Show background colors and images in Print Layout view
Proofing [] show text wrapped within the document window
Save |:| Show picture placehalders G

] Show drawings and text boxes on screen

J— Show text animation
Customize |:| Show bookmarks

Show Smart Tags
Add-Ins

To switch ON field shading:

File
Click on- at the top left of the screen and then click on Options near the bottom of the left-

hand column. Select Advanced from the left-hand menu and scroll down to Show Document Content.

Field shading will show as Never enabled i use the drop-down menu to change to Always.

Note: You need to switch it off if you are submitting your document electronically i but if printing your

document, the field shading does not show.

[
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Editing in-text citations

To edit a citation:

1. InWord, place your cursor on the citation you want to edit.
2. Select Edit & Manage Citation(s).

January 2011

Insert Page Layout References Mailings

& EM Go to EndMote

= Edit & Manage Citation(s)
Insert

Citation = g,g Edit Library Reference(s)
Citations

APA Bth

-

Style:

=¥ Update Citations and Bibliography

5 Convert Citations and Bibliography =
Bibliography

Ly |

Review

View EndMaote ¥4
4] Export to EndNote ~
I5£,T=¢F‘refvare:r1r:vas

7 EndMote Help

Tools

3. Add your page number(s) and click on OK.

EndMNote X4 Edit & Manage Citations

-~

Citation Count  Library

(Laurillard, 2002)
Laurillard, 2002 #81

1 jane

Edit Reference |«

Edit Citation | Reference

[] Exdude author [ Exdude year
Prefix:

Suffixn:

Pages: |i

Tools w

J |

[ Cancel Help

Deleting in-text citations

The correct way to remove an in-text citation is to remove it using the End

1. InWord, place your cursor on the citation you want to remove.
2. Click on Edit & Manage Citation(s).

Note X4 Edit citation tool.

3. Click on the drop-down box at the right and select Remove Citation, and then OK.

EndMote X4 Edit & Manage Citations

=
Citation Count  Library
(Laurillard, 2002)

BB Lowilard, 2002 #81

{Edit Beference

Edit Library Reference

Remaove Citation

Insert Citation

Update from My Library...

[
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Final Cite-While-You-Write Hot Tip!

1 Make the reference list in your Word document look beautiful by adding a
space between each reference. You can do all your references in one go!
Highlight the whole list and press Ctrl /0

Using Your EndNote X4 Library!

Add Useful Notes to Your References
Use the Notes, Keywords or Label fields in any full EndNote X4 record to add your own annotations
(which will not appear in the reference output style).

Copy references directly to Word (without using Cite While You Write)
1. In EndNote, select the reference(s) you wish to copy (hold the ctrl key while clicking).

2. Select the style you wish the references to be in.

3. Right-click: Copy Formatted and paste the reference(s) into Word.

Finding Your References Again!
You can search on keywords from any field (or all of) your EndNote X4 records, by clicking on the
Search tab (next to Preview) and then entering your keywords. Click on Search to complete.

Al - O
File Edit References Groups Tools Window Help
@.;@‘Apmh B ’g@@@%‘ ‘g = Q/|@‘0uick5eamh -
My Library 0 Author Year Title Journal Ref Type URL Last Updated *
M All References (193) Journal of organizational change ma.. Book 28/01/2011 E
@ Unfiled (172) 2000 Journal of change management Book 28/01/2011
il Trash ) Beyerlein 2003 Team-based organizing Book 28/01/201
Bovée Business communication essentials Book 9/03/2010
& My Groups Breyfogle 2003 Implementing Six Sigma : smarter so... Book 20/08/2010
BBSC 510110 (0) Bridges 2003 Managing fransitions - making the m._ Book 28/01/2011
EClassic -cha... (21) Chakraborty 2008 Spirituality in management - means o Book 9/03/2010
- Onine Search Davson 2010 Lesaingcutre crarge. whe Book 20012011
awson eading culture change : what every ... 00l
©.Library of Con... {0) DuPont 2009 Atlas of dental radiography in dogs a... Book 9/03/2010
Q.LISTA (EBSCO) (0) Eichelbaum 2001 Report of the Royal Commission on ... Book 31/01/20M
©.PubMed (NLM)  (0) Erickson 2007 Interactive effects of fitlness and horm... Book 9/03/2010
©.Web of Scienc...  (0) Fraser 1999 Value and momentum strategies: evi... Book 9/03/2010
more... Garrison 2003 E-Learning inthe 21st century: Afra.. Book 9/03/2010
=-EndNote Web Graham 2007 "The trouble with dogs!" Book 31/01/2011
., Grippo 2007 Depression-Like Behavior and Stres... Book 9/03/2010
gure... Guffey 2006 Business communication: process & ... Book 9/03/2010
&-Find Full Text Hair 2007 Research methods for business Book 9/03/2010 =
search )| Quick Edit
Searc Search Whole Library v [FlMateh Case Match Wards
Author ~ Contains - HE-
and ~| Year ~  Contains - H [
and v/ Title +  Contains | Bt
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Linking your PDF files to EndNote X4 References

You can easily link full-text articles (PDFs) to your EndNote references!
Simply highlight the references and right click on the mouse. Scroll down and select Find Full Text.

2| EndNote X4 - [jane]
File Edit References Groups Tools Window Help

Ge®ma 1 2000 @ |@IZv 0 .
My Library ~ | i Author Year Title Journal Renybe URL Last Updated
All References (190) B VandeCreek 2005 Usability analysis of Northern lllinois ... OCLC Syst.. JournalArti.. 10.1108/1065075... 9/03/2010
& Unfiled (169) B Troft 2009 Barriers to extracurricular reading pr..  Reference ... Journal Arti_. 9/03/2010
iil Trash 3) Thomson 2006 Fresh talent New Zealan... Journal Arti_. 9/03/2010
Diversities in an organisational context Equal Opp... Journal Arti... http://fezproxymass... 9/03/2010
=- My Groups Giving pleasure reading its due The Journal... Journal Arti... 5/10/2010
E&BSC 51010 (0) 2-year follow-up of trastuzumab after ... The Lancet Record Summary... 9/03/2010
EClassic-cha.. (21) Smith 2006 Pet power Little treasu.. S 9/03/2010
= Online Search Shirazi 2007 Captopril reduces interstitial renal fib . Urologia Int.. Edit References 02 9/03/2010
Russell 2008 Call centres' A decade of research Internationa . Move References to Trash 23 9/03/2010

QLibrary of Con... (0) Rooney 2000 A comparison of dog-dog and dog-h...  Applied Ani.. Add References To , nce... 9/03/2010

O.LISTA (EBSCO) (0) | pITRETT. Eficacy of scent dogs in detecting bl Wildiife So... RPN , 9/03/2010
O PubMed (NLM)  (0) | B Rathe 2006 Recreational reading: Collections in...  Collection ... i 9/03/2010
© Web of Scienc (0) Progression Models in Resistance Tr... Medicine &.. Copy . 6/10/2010
more... Plenert 2000 Bottleneck allocation methodology: A... Internationa.. eaRy Erat e 00... 9/03/2010
= EndNote Web Plenert 1999  The new manufacturing-accounting in.. Industrial M. Paste 00 9/03/2010
configure... Presien | Search | Quick Edit Show All References
Reindl-Thompson, S. A, Shivik, J. A., Whitelaw, A., Hurt, A, & Higgins, K. F. w. g Show Selected References gs in detecting black-foof]

=-Find Full Text
Hide Selected References

Hide Tab Pane

File Attachments 3
Find Full Text 3 Find Full Text...
URL 3 Authenticate...
Restore to Library I
If the automaticd ownl oad doesnd6t wor k, bRDFcopyofian aticle, thentyaul |  abl e

can link it to the specific EndNote X4 reference using the following6dr ag and dropd met hod.

1. Save the PDF to your desktop and then minimise your EndNote X4 library so that you can see the
both the PDF on your desktop and the highlighted reference in your downsized EndNote X4 library.

2. With your mouse left click on the PDF and drag it over to your highlighted reference. The PDF icon
will be automatically linked to the reference.

recreational
reading in

2] EndNote X4 - [jan
File Edit References Groups Tools Window Help
K] ‘ APA 6ih ~|E

i Author

| F=E 5./| @| Quick Search =
Journal Ref Type URL Last Updated nl

All References Russell Call centres: A decade of research Internationa . Journal Arti_. 10.1111/1.1468-23 . 9/03/2010

B Unfiled Rooney A comparison of dog-dog and dog-h...  Applied Ani... Journal Arti_.  http:/iwww.science..  9/03/2010

il Trash Reindl-Thogy/ Efficacy of scent dogs in detecting bl Wildlife So_.  Journal Arti...  <GotoISI=:/0002..  9/03/2010

Recreational reading: Collectionsin .. Collection ... . 31/01/2011

=-My Groups Ratamess Progression Models in Resistance Tr... Medicine &... Journal Arti... hifp:/lezproxy.mass... 6/10/2010

E&BSC 51010 0) Plenert 2000 Bottleneck allocation methodology: A_.. Internationa... JournalArti... <GotoISI=#/0000... 9/03/2010

@ Classic-cha... (21) Plenert 1999 The new manufacturing-accounting in... Industrial M. JournalArti_.  <GotoISI=:/0000... 9/03/2010

Plenert 1899 Focusing material requirements plan... EuropeanJ.. JournalArti.. <GotolSI=:#0000... 9/03/2010 =

L. Qnline Search
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| ogtil abit
confused !

Need More Help?

See the Li br wabypayefor BoraiNdepthenelp, FAQs and

additional instruction guides:
http://www.massey.ac.nz/massey/library/help-and-instruction/endnote/endnote _home.cfm

You can also view a tutorial on using EndNote which takes you through the
steps outlined in this QuickStart guide.

http://connect.massey.ac.nz/endnotequickstart/

Phone us on: 0800 MASSEY (0800 627739) and ask for Library
or email libcol@massey.ac.nz



http://www.massey.ac.nz/massey/library/help-and-instruction/endnote/endnote_home.cfm
http://connect.massey.ac.nz/endnotequickstart/
mailto:libcol@massey.ac.nz
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APPENDIX
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A much faster way than manually entering references one by one into EndNote X4 is to download them in a

batch from the database you are searching.
There are 2 main ways of doing this i directly (as below) and indirectly.

Direct exporting from a database to EndNote X4

This is the most straightforward method of saving records into EndNote X4.

Web of Science

1. Open your EndNote library.

2. Go to the Web of Science database and do a search.
3. From the results screen:

a. Mark the records you want to save.

b. Click n the Save to EndNote, RefMan, ProCite button above your results.

|S| Web Of KnDWlEdgesm Take the next step @

all Databases Gelect a Database Web of Science Additional Resources

{ Search [ Cited Refe\vce Search | Advanced Search { Search History

! Marked List (0) |

Web of Scie nce@\naw with Conference Proceedings

Slovakia

g fi

; Timespan=All Yea\s. Databases=3C-EXPANDED, S5CI, ASHCI, CPCIS, CPCLSSH. >cientific
Results: >100,000 \ H“‘ Pageof‘ID.DDD I Ge J "H g
' [ Dr——— d List | (Save to EndNol@web ) it
Refine Results -{4 (Save to EndNot®, RefMan, ProCite | Ycr= )
Search within the first 100,000 T —_—

esults . . . L . .

e B - 1. Title: Function of Counting and its Representation in the Parietal Cortex in Humans ar
| | Search ) Author(s). Varga ME, Paviova OG, Nasava CV

: i — Source: ZHURNAL VYSSHEI NERVNOI DEYATELNOSTIIMENI | P PAVLOVA Vaolume: 58 |

v SubjectAreas i_Refine | Fublished: NOV-DEC 2008

[JVETERINARY SCIENCES (22,220) Times Cited: 0

[MAssevTune |EEE

2. Title: Meospora caninum, potential cause of abortions in dairy cows: The current serof

4. The references will be exported into your EndNote library. Your EndNote library will automatically

come up on screen with only the new references displayed.

5. Highlight a reference and use the Preview tab to check that each reference displays correctly in

APA 6" format (or your preferred style).

6. Make any changes that are needed by double-clicking on the highlighted reference to edit the

template. You can add your own notes or keywords at this stage.

7. To see all the references in your library you will need to select References / Show All References.

See the Libraryds EndNote web
other Massey University Library databases

page for instr(

http://www.massey.ac.nz/masseyl/library/help-and-instruction/endnote/endnote _home.cfm
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