Wichita State University Libraries

EndNote™

EndNote Web is a companion product to the desktop version of EndNote. It has many of the same
features as EndNote desktop (such as the ability to save references, import references from databases,
automatically insert footnotes and create bibliographies for research papers, etc.), but it also allows you
to access your reference libraries over the Internet at any time, and from any computer anywhere. In
addition, you can create groups of references that you can share with colleagues or collaborators
anywhere in the world. References saved in either EndNote desktop or EndNote Web can be
transferred from one product to the other.

Getting Started

e Register for an EndNote Web account -- Go to: www.myendnoteweb.com
You must use an on-campus computer to register
Once you've registered, you can access EndNote Web from any computer, anywhere

e Click on Sign Up and follow the instructions

PASSWORD TIPS -- Your password must
Be 8 or more characters (no spaces) and contain:
- atleast 1 numeral: 0 - 9
- at least 1 alpha character, case-sensitive
-atleastlsymbol: ! @#$%"* ()~ "[]1|\&_
Example: 1sun%moon

Click here to register

New to EndNote Web? | Sign Up ’For' an account

Enter your e-mail address and password here:

The next time you want to
use EndNote Web, go to

E-mail Address: the web address above,
and then Log-In with your
e-mail address and the

Password:
password you selected

Log-In | ¢——
[ Keep me logged in on this computer unless I log out.,

Forgot Your Password? Problems Logging-In?




Working with EndNote Web

You will use four main tabs in EndNote Web — My References, Collect, Organize, and Format.

My References

EndNOl®~

provided by IS! Wb of : Show messagd
Collect Organize Format Options

Show Getting Started Guidg

Thfe group of .earch Create a quick bibliography
rciﬁreeanfs All My References | using selected references
being - i E N :
displayed | Show 50 per page |8 <<ipage [t ] ofs (Ga)»M
Oal O Pag.e [ 2dd Ec__grcqp,,, v Ssort Move a reference v
My References R ((]E‘.‘:’ to Quick List Delete : I to the trash
All My References (356) i~ Authort Year Title
rUnfiled] (124) O 2009 Emergence of Tacts following Mand Training in Young Children
Quick List (0) with AJtiS:'TI : ) )
Trash (127) Coagy Completely Journal of Applied Behavior Analysis v. 42 no. 3 (Fall 2009) p.
{ ) MPYY et .
¥ My Groups remove deleted 691-6 )
iy T references Added to Library: 01 Oct 2009 Last Updated: 01 Oct 2009
Autism (25) online Link+ Go to URL
Citation Searching (14) &8 380
Conclusion (0] &8 Link
Ed Leadership (30) ¥] 2009 Establishing Derived Textual Control in Activity Schedules with
SO Children with Autism
Globalizati (9 = : : :
G_O_ TZ?;H i Journal of Applied Behavior Analysis v. 42 no. 3 (Fall 2009) p.
il 703-9

Quick Search

The Quick Search box will enable you to search through your library of references for a particular
reference. You can search through all of your references, or you can search through specific groups
of your references by clicking on the drop-down arrow and then selecting the group. The lower part of
this sidebar displays links to the groups of references that you have created. You can share your
groups with others, and others can share their groups with you using the Organize tab (see below).

My References Collect

Quick Search

Search your library > Select a group of
Search for
of references - // references to search
T

in| all My References

( Search |

My References Number of references

| _—"] inthis group
Click a group name to Al F'V_R?f:re,":ﬁs (,i?
display the references HEdEh ESErEig) (15)
» B PR
in that group P Ed Leadership (31) o
Homelessness (&) - -
il Tuetioe I,q@ P Indicates you are sharing
/-, rfiled] — - this group with a colleague
[Un (20)
References that have / Quick List (0) _
not yet been assigned Trash (8) (_Empty ]
to agroup Groups Shared by

Others Indic_ates e_lcolleaguq is
Secont Yonr Eroje ‘ = i‘ sharing this group with you ’




Collect

Use this tab when you want to add references to your EndNote Web library. There are three methods
for adding references — Online Search, New Reference, and Import References.

Online Search

Search remote databases and pull references into your library without leaving EndNote Web. Most of
the databases that can be searched are freely accessible academic or public library catalogs, but you
can also search the free PubMed database from here. You cannot search databases for which the
library must pay a subscription (such as PsycINFO) through this feature (See Import References).

Step 1 — Choose the database

Select a database from the
drop-down list, or click on
the “Customize” link to
create a list of your
personal favorite databases

My References Collect Organize
Online Search Mew Refersnce Import References
Online Search
S5tep 1 %
Select database or library catalog ction./
Wichita S5t U w || Customize this list
Connect | €¢——

Step 2 — Enter keywords

My References Collect Organize Format Options

Online Search New Reference Import References

Online Search

Type your
keywords into the
search boxes

Step 2 of 3: Connecting to Wichita State University : Library Catalog

lalobalization 1 in: & [and B

- You may choose to search in

|education | in: w specific “fields” of the
| | in: [Any Field ¥ [and @ publication description, such
5 B = as author, title, etc.
in: |any Field
e Choose how
O retrieve all records <€— <~ many references
@ select a range of records to retrieve you want to see.

Search 4—

Step 3 - If you selected a “range of records to retrieve,” choose how many to view

online Search MNew Reference Import References

My References Collect Organize Format

Online Search

Step 3 of 3: Connecting to Wichita State University : Library

{{globalization) in Any Field) and {{education) in Title)

Found 41 results:

. You can change this number
Retrieve (1 through |41 <€————— to view a smaller portion of
the search results

Retrieve | €—m—




Step 4 — Select which references to save

My References Collect

Online Search New Reference

Organize

Import References

Format Option|

Online Search Results

Show 10 per page *

Wichita State University 1 - 10 of 41 results

({globalization) in Any Field) and {{education) in Title)

4 “‘éF‘age 1 of 5 -._GO_.EPN

Add to group...

e [ All (41) [page

Add to group...
First, mark the Author Yeo Citation Searching
references you 0 Hil, Dave 200 Ed Lesdor=hing
want to bring into - Hc:m|=_||ez=nezz
H - Social Justice™
your library CUnfilad]
Hill, Dave 2o(Mi=w group —

N

Link
Torres, Carlos
Alberto

2009 -

Link

Kirkwood-Tucker, 2009 =
Toni Fuss

_ ) neoliberalism and edu
Routledge studies in educat

Globalizations and education

Visions in global education :
education and schools

Then, select the group you want to
place them in

sting neoliberal educa
rdge studies in educat]

When you go back to the “My
References” tab, you will see that
the references have been added to
both the group you selected, and to
“All My References”

- collected essays on

the globalization of cu
: perspectives from Canada,

New Reference

Manually add information about references you want to include in your library. Click on the Save button

when finished.

NOTE: Unfortunately, it is not possible to attach the pdf version of an article to its companion
reference in EndNote Web at this time (it is possible to do this in EndNote desktop).

Collect

My References Organize

oOnline Search € _New Reference )

Import References

Format Options

Quick Search

New Reference

[Search for ]
in;';'all My References v

Search |

» Groups:

Bibliographic
My References Fields:
All My References (347)
[Unfiled] (124)
Quick List (0)
Trash (126}
¥ My Groups
Autism (25) «d

Reference Type:

Author:

Type in the information

Title:
Citation Searching () <&
Conclusion (0] < Year:
Ed Leadership (20)
Globalization (&) Journal:
Google (2) Volume:
Gov Docs (2)
Homelessness (19) B Issue:
Practice (0) <8 Pages:
Sacial Justice (10) &8

Start Page:

Mote: Enter at least one field below to select Groups.

Click here when finished to save the
reference and add it to your library

Cancel ) (_Save ) Reference is saved.

[ournal Article Choose the publication format

name on a new line.

Healthy happiness: Effects of happiness on
physical health

00—

. Scroll down the screen
T to add more information




Import References

Run your search in one of the databases to which the library subscribes (such as PsycINFO)

[ ]

e Follow the database’s instructions for saving the references for import -- Instructions for some
database providers listed here: http://www.myendnoteweb.com/help/en_us/ENW/hsr_importformat.htm

e Complete the import process in EndNote Web

Select the file you saved for importing

Choose the database that you used from the drop-down list of databases (Filter)
Select the group to which you want to send the references

My References Collect

Online Search Mew Reference Import

Organize

Locate the file
you saved for

References )

Import References

Importing from EndMote?

Imp@rt\

Select the ]
database you File: |C:\Documents and Settings'jbrown'\De
used for your
search Filter: |[Sccizl Services Abs [CSA] W
To: |- Homelessness .

importing

Browse .

Customize this listd—

Click to see the full list
of database options,
and to create a list of
your favorite databases
in the drop down box

Choose the group into which you
want to place the citations, and
then click on the “Import” button

The resulting screen will show that you successfully imported the references. Click on the name

of the group to see the references in that group, including the ones you just added. They were

also added to your All My References group.

My References Collect

. Online Search | New Reference | Impo

Organize

rt References Click here to see this

group of references

Import References

@E‘HCE‘S were imported into

/ \
"Homelessness" group.
Ry

Importing from EndMote?

File:
Filter: |select... w
To: | select... W
Import

Browse...

Customize this list




Organize

From this tab, you can work with your groups, see which groups colleagues have shared with you,
and find and delete duplicate references in your libraries.

Manage My Groups -- Create, rename, delete and share groups

My Refe Collect I Organize l Format of
{ Manage My Groups J Others’ Groups Find Duplicates
Manage My Groups Click here change
the name of a group
Number of
Icon indicates you My Groups# e ¢ Click here to
are sharing this Citation Searching 6 [ Manage Sharing | | ( Rename __Delete | remove a group
group with oneor [~ R : from your
more Co||eagues @Ed Leadership 31 Manage Sharing | Rename _ Delete ) |ibrary
| Globalization 2i [ Manage Sharing Rename _Delete ¥ Does not delete
} E Homelessness 10 [ Manage Sharing | Rename Delete | the referen“ces
Click here to - : from your “All
create a new \‘QLSGCEH Justice g Manage Sharing | Rename __Delete ) My References”
group —you ’ - n group
can have up to wHew Group J
500 groups Click here to start sharing a group

Sharing one of your groups with colleagues

e Click in the check box to select the group you want to share with colleagues who also have
EndNote Web accounts. Then, click on the Manage Sharing button

v

b4 —, y
w8 Social Justice 8 Manage Sharing | | [ Rename i (_Delete |

e Atthe next screen, click on the Start sharing this group link
My References Collect Organize

Manage My Groups Others' Groups Find Duplicates

Manage Sharing for 'Sodal Justice'

0 E-mail Addresses

» Start sharing this group.

e Enter up to 1,000 e-mail addresses of people with whom you want to share the group. Then,
decide if you want to allow them to just look at your group (Read only), or if you want them to
be able to look and add (Read & Write) references to your group. Finally, click on Apply

Add E-mail Addresses to 'Sodal Justice'

Enter e-mail addresses. Use the Enter or Return key to
separate addresses.

—_ ) [slice.apples@wichita.edu

- OR -
Select a text file with e-mail addresses separated by commas.
—» O Read only & Read & Write 6

—p [ Apply




e The resulting screen gives you the option to add more names. If you are done, click on the
Close Window link

Add E-mail Addresses to 'Social Justice'
—P1 =-mail address added.

Enter e-mail addresses. Use the Enter or Return key to
separate addresses.

- OR -

Select a text file with e-mail addresses separated by commas.

& Read only O Read & Write

Apply

——PClose window.

e Your new, shared group will be displayed

Click here to »Manage My Groups | Others' Groups Find Duplicates

return so that Manage Sharing for 'Sodal Justice'

you can work

with other 1 E-mail Address

groups ] ] .
E-mail Address ¥ { Read only ; Read & Write |
alice.apples@wichita.edu O ® _Edit ] _Delete |
. Add More |

{_ Clear List

e To stop sharing a group at any time, simply uncheck the box in the Share column

My Groups# ::f': :}:nrc{:afs Share

Citation Searching 6 [] | _ManageSharing ) ! Rename )| | Delete |
@Ed Leadership 31 _Manage Sharing | | | Rename | | [ Delete |

Globalization 2 [] ' ManageSharing | : ( Rename | | Delete |

Homelessness w‘ [0 | ManageSharing | | [ Rename | | Delete |

Social Justice g% [] | ManageSharing )i [ Rename | i { Delete |




Others’ Groups — View the names of groups that are being shared with you by colleagues

My References Collect Organize Format
Manage My Groups Others' Groups Find Duplicates
Uncheck to keep this '
information from Others Groups
displaying on the “My
References” tab Access< Show | Groups Others Share with Me|: Owner
| /S { Second Year Project ¢ chrisberitter13@gmail.com

e To access the group, click on your My References tab, and then click on the name of the group

My References Collect

Quick Search
Search for

in| &l My References w

(_Search )

My References

All My References (73)
Citation Searching (6]
Ed Leadership (31) (3‘!
Globalization (2)
Homelessness (10)
Social Justice (8) &

[Unfiled] (20)

Quick List (0)

Trash (6) _Empty

Groups Shared by Others
— 1 » Second Year Project I

Find Duplicates — View duplicate references in your library, and delete them

o When you click on this link, all references in your library that have duplicates will be gathered
together. You can leave the duplicates, or you can delete them. Only the checked items will be

deleted.
My References Collect Organize Formal Click here to ions
‘M My G | Others' G Find Duplicates ) delete the
| Manage My Groups | ers’ Groups € Find Duplicates :
f qey IR P P checked items
O ——
Find Duplicates
pr— [ Duplicates Add to group... ¥ | [ Copy to Quick List } _ Delete |
.. Authort Year  Title Edit
[0 Rice, Eric 2008 Countervailing social network influences on problem behaviors among homeless Edit
youth
Journal of adolescence
. Rice, Eric 2008 Countervailing social network influences on problem behaviors among homeless Edit
Duplicate youth
references to Journal of Adolescence
be deleted Rice, Eric 2008 Countervailing social network influences on problem behaviors among homeless Edit
T youth
| Journal of Adolescence, vol




Format

Use this tab primarily to create an independent bibliography of all of your references or groups of
your references. You can also download the plug-in for using EndNote Web to insert references as you
write your papers in Word here. If you have downloaded EndNote desktop version X or higher, this
Cite While You Write plug-in has been downloaded automatically for you. If you haven’t downloaded
EndNote desktop, you will need to install the EndNoteWeb Cite While You Write Plug-In noted below.

From the Biblography tab, you can also format a paper using RTF format and Export References from
one bibliographic manager to another, such as from EndNote Web to BibTeX or RefMan. For more
information on the Cite While You Write Plug-in, Format Paper and Export References functions,
please refer to the online Help available from within EndNote Web. The Bibliography function will be
described here.

Create a bibliography

Select the group of references you want to use

o Choose the style in which you wish to format the references—by clicking on the Customize this
list link, you can create a “favorites” list of the styles you use the most often

e Choose the file format — you can choose between HTML, TXT, or RTF

e Choose to either Save, E-Mail or Preview & Print your bibliography

My References Collect Organize | Format
Biblicgraphy Cite While You Write Zlug-In Format Paper Export Refarences

B

i  Bibliography Download this plug-in if you do
Select the group . not have the desktop version of
= References: |- Social Justice™ w EndNote on your computer
Choose the style Bibliographic style: P APA Sth | customize this list

File format: prsT (plain text file] %

Select the format

Save . E-Mahl oy Preview & Print

Choose the output option

Using Cite While You Write (CWYW) with Microsoft Word

If you have downloaded EndNote desktop to your computer, an EndNote toolbar was automatically
downloaded into your Word program. If you have EndNote X or higher, you will be able to switch back
and forth between EndNote desktop and EndNote Web to insert references into your papers. (NOTE: If
you have only downloaded the EndNoteWeb plug-in, your only option will be to use EndNoteWeb.) To
switch between EndNote and EndNoteWeb:

In Word 2007
e Click on the EndNote X3 tab
e Click on Preferences

:‘-/I Home Insert Page Layout References Mailings Review View EndrT-:utE 3
:@\ EM Go to Endlate Style: | APABth | %] Export to EndMNote -
=¥ Edit Citation(s) =% Update Citations and Bibliography @ Preferences | ¢——
Ciir;;ii.: - g,/ Edit Library Reference(s '—f) Convert Citations and Bibliography = || *? EndNote Help
Citations Bibliography ] Taoals 9




e Click on the Application tab

EndMote X3 Cite While You Write Preferences
Genetral |Ke~,.-'l:u:uard Figures and Tables< Application ,
e ———

Endrote® %3 Cite While You Wrike
File Wersion: 13.0.1.4261
Copyright © 2009 Thomson Reukers

[ open EndMote when starting Word

o Click on the drop-down arrow, and change the Application to EndNote Web. Type in your
EndNote Web e-mail address and password, and check Remember my address and
password. Click on OK.

Endiote X3 Cite While ¥ou Write Preferences [z|

General || Kevboard | Figures and Tables | Application

Select the Cite While You Write application

Application: | Endiote Web hd
Endhloke

Enter Your En

| hittps f e ryendnoteweb, com: 50f |

> E-mail Address: |janet.br0wn@wichita.edu |

<- Password: | LALLLLL L] |

T Remember my address and password

[ Ok, H Cancel H Help

e Notice that your EndNote toolbar is now an EndNote Web toolbar. Choose the style that you
want to use in your paper. Then, to insert a reference into your Word document, click on the
Find Citations icon in the toolbar.

Hame Insert Page Layout References Mailings Review View EndMote Web
EN Style: | APAGth - "";|_| Export to EndMate Web =
Web

55. Update Citations and Biblingraphy cfg}’d Preferences
Goto Edit
Citations FridNote Web Citation(s) 2 Convert Citations and Bibliography = || ‘¥ EndNaote Web Help

Citations Bibliography F] Tools

10



o Now you will see a screen that will let you search your EndNote Web library for the reference
you want to insert. Type some element of the reference, such as the author's name, into the
search box. When the reference is displayed, either double-click on it, or click on it once and
then click on the Insert button.

_

Example: Enter Billoski dinosaur extinction to search for these terms in all fields

Author Year Title:

2000 Ethical issues in harm reduction for adolescent illicit drug users: The adolescent Forensic health service approach

< >

Reference Type: Journal Article ~

Author: Yeit, Friederike

Year: 2000

Title: Ethical issues in harm reduction For adolescent ilicit drug users: The adolescent Forensic health service approach

Journal: Drug and Alcohol Review

Yolume: 19

Issue: 4

Pages: 457-467

ISSN; 0959-5236

Electronic Resource Number: 10, 1030/095952 30020004966

Accession Number: 200202462

Call Number: 6129 addiction b
[ Insert ] [ Cancel ] [ Help

e And this is how your paper will look!

An in-text

reference has Drug Use Amang Adolescents

been inserted

\plxvlgire%yt(r)\g ~ The use of a number of different drugs is a growing problem among adolescents.
cursor in your According to a 2000 study by Ernedernke Veit, 38% of studentsin a 1998 survey reported
document ey had used cannabis in the last 1 2 months, with smaller percentages reporting

inhalantg. {Ve|t 2000)

Your bibliography
is now started for

you at the end of »\eit F.(2000). Ethical issues in harm reduction for adolescentillicit drug users: The
your paper adolescent forensic health service approach. Drug and Alcohol Review, 19(4),
457467

e You can use references from both EndNote Web and EndNote desktop in the same paper. To
change back so that you can use references from your EndNote desktop library in this paper,
follow the same steps described above, but on the Applications tab, change the option back to
EndNote.
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In Word 2003

The process is essentially the same as using Word 2007, but the EndNote and EndNote Web toolbars
look somewhat different.

e Click on the Preferences icon in the EndNote toolbar L

i@ o ¥ o# o

XXX B

Click on the Application tab, and then click on the drop-down arrow to change the Application

to EndNote Web; click on OK

EndNote X2 Cite While You Write Preferences

Select the Cite While You \Write application

ceneral | keyboard || Figures and Tables Application

3

application: | Endiotke

Endhlote
P e o CridMote Weh

l [ Caniel

J

Help

Notice that your EndNote toolbar is now an EndNote Web toolbar. Click on the Find Citations
icon on the toolbar (magnifying glass), and then follow the instructions for inserting references

into your paper as described for Word 2007 above.

EndMote Weh

b = i A ER 2

You can use references from both EndNote Web and EndNote desktop in the same paper. To
change back so that you can use references from your EndNote desktop library in this paper,
follow the same steps described above, but on the Applications tab, change the option back to

EndNote.
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Transferring references between EndNote desktop & EndNote Web

NOTE: All transferring between EndNote desktop and EndNote Web is accomplished
from within EndNote desktop

In EndNote desktop

e Click on Tools/EndNote Web

Groups MEEEEY Window  Help
L Expart Search Library, .. Chrl+F
Tg*_ Cite While You Write [CWYW] o Title

2?) Cnline Search... Giving UD
Farmak Paper [ A Crit que
Change and Move Fields. ..

) : Do Redug
EndMote \Web. .. ﬁlc@h@l at
Open Tern Lists 2 Eﬂg“ sh la

£ Define Term Lists. ., Chrl+4 Adolesce

e Login to your EndNote Web account using your E-mail address and password; click on OK

EndNote Web Login

E-mail address: |janet.hrnwn@wichita.edu |
T Passward: |"-vuvu- |

Sign Up For an account - it's Fast and easy!

e This box will display while you are being logged into your EndNote Web account

Authorizing...

| »

13



e Select the direction for your transfer — you can either transfer from Web to Desktop, or from
Desktop to Web.

Transferring from Web to Desktop:

o Select the group of references you want to transfer. Click on the drop-down arrow to see the
list of groups that you have created in EndNote Web

e Choose Transfer References from Web to Desktop, and decide if you want to allow
duplicates to be transferred

e Click on Transf

er

Select the group
of references you
want to transfer
from EndNote
Web

Select this option

1

EndNote Web Transfer References

x)

Web:
‘I\ACitatiDn Searching v |

|_w (%) Transfer References From Web to Deskiop
Allows Duplicates

() Transfer References from Desktop ko Web

| Click on Transfer |

Warning: Manually applied bext style formatting {bold, italic, etc.) is not retained usjng Transfer,

I Transfer l [ Cancel ]

o The references will be added to All References in EndNote desktop, and the group will be
displayed under EndNote Web (under the Groups heading) on the lower left-hand side of your
EndNote desktop library window.

= EndNﬂte)ﬂéb
Citation Se.
Social dust.
undefined
configure. .

(7]
(8)
(4)

x|

Weh:

| Citation Searching ~

warning: Manually applied text stvle Formatting (bald, italic, etc.) is nat retained using Transfer,
‘Web Library Info [ Transfer ] [ Cancel

14



Transferring from Desktop to Web
¢ Choose the EndNote Web group into which you want to place the references

o Choose Transfer References from Desktop to Web, and then select which references you
want to transfer

e Click on Transfer

Ed

EndNote Web Transfer References

Choose the EndNote weh:

Web group into which C

you want to place the > Haomelessness v|
references

() Transfer References from Web to Deskkop

Select this option » (+) Transfer References from Deskkop to Web

() Showing Referencels)
() All References in Library
(#) Al References in the Group: | Harmeless ~ |

Click on Transfer |
Warning: Manually applied text stvle Formatting (bold, italic, etc.) is not Tefained u5|ng£ransrer.

I Transfer ] [ Zancel ]

o The references will be added both to the group you specified, and to All My References in
EndNote Web

My References A/ | Homelessness ¥
All My References (80)

Citation Searching (&)
Ed Leadership {31) éa

EncNote

Globalization (2]
Homelessness (16) -

. . . C 1 5 references were successfully transferred ta the "Homelessness” Endnlate Web Faolder,
Social Justice (8) -@

[Unfiled] (13

Quick List (0)

Trash (6) (_Empty

Warning: Manually applied text style Formatting (bold, italic, ebe.) is not retained using Transfer,

Groups Shared by

Others (e ) (e

Second Year Froject E

Prepared by: Janet Dagenais Brown, Assoc. Prof. 6/11/10
Education & Social Sciences Librarian
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