Wichita State University Libraries

EndNote X4 Basics

What is EndNote?

EndNote is a software program that helps you store and manage bibliographic references for your research
projects and papers. It can format references and automatically create bibliographies in your research
papers using a variety of styles, such as APA, MLA, Chicago, Turabian, IEEE, and many more.

How can | download the EndNote software?

All WSU students, faculty, and staff can download the EndNote software for free. EndNote is available for
both Windows PC and Mac platforms. To download:

e Login to your myWSU account -- https://mywsu.wichita.edu

e Click on myTools under Student Tools on the left-hand side of the screen

e Click on Download EndNote under General on the left-hand side of the screen, and follow the
instructions

CAUTION! During the download process, you will need to choose between two installation types — Typical or
Custom. If you choose Typical, you will download only the most popular styles, output filters, etc. You may need
to go to the web frequently to download styles or filters that were not included. To save yourself extra steps,
choose the Custom installation, which will download all of the available styles and filters (or those that you select).

If you have trouble downloading EndNote, contact Steve Dickerson (steve.dickerson@wichita.edu), 978-
3906, in University Computing for assistance.

How do | use EndNote?

Screenshots in this guide are taken from EndNote as it appears on a Windows PC. EndNote looks
somewhat different on a Mac, but the techniques described in this guide are essentially the same.

This guide will show you the following basic steps for using EndNote:
e Opening or creating an EndNote Library
¢ Adding bibliographic references or citations to your library

e Using EndNote with Microsoft Word to organize research papers, insert references using Cite While
You Write, and create independent bibliographies

More Information

For additional information about using specific features of EndNote, the following web sites may be useful.

EndNote Support & Services http://www.endnote.com/support/ensupport.asp
http://www.endnote.com/Whats New-ENX4.wmv (online tutorial)

Univ. of Medicine & Dentistry of N. J.- http://www3.umdnj.edu/stlibweb/education/ENhandout.pdf

University Libraries

Univ. of Portsmouth — University http://www.port.ac.uk/library/quides/filetodownload,103056,en.pdf
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Opening or Creating an EndNote Library

The file in which you store your bibliographic references is called a library. You may place all of

your references in one library, or you may create multiple libraries. The first time you open EndNote,
a dialog box will appear that allows you to Create a new EndNote library or to Open an existing
EndNote library. On subsequent occasions, if this dialog box doesn’t appear, click on File/New to
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At the prompt, give your library a name, choose where you want to save the file, and then your new,

blank, library will appear. Now you are ready to add references to your library. The graphic below
shows an example of a library that has already had some references placed into it.
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Adding references to your library

There are three ways to add references to your library: manual; import; or online search

Adding references manually - use this technique when you have an article in hand, or
want to add references found in lists of references at the ends of journal articles or book chapters
e Open your EndNote Library

e Click on References in the upper EndNote toolbar and then choose New Reference, or click on this
icon on the toolbar: | ¢y
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e You will see a template for typing in all of the elements of your reference

e Click on the drop-down arrow in the Reference Type: box, and select the publication type for which
you are creating a reference (book, journal article, etc.). The template will reset to accommodate the
publication type you choose.
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e Click on a field (author, title, etc.) into which you want to enter information. Type in the information.
Press [Tab] to move from one field to the next.

e Close and save the new reference by clicking on the X in the gray toolbar (not the red X) in the

CEX

upper right of the screen.
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to save and close

e If you do not see the gray X, you can click on the maximize button in the lower blue toolbar of your
library to enlarge the library window and make it appear:
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Tips for entering citation information

Authors

¢ You may enter an author’s name in a variety of ways:
last name, first name and middle initial — Johnson, Jason A.
first name middle initial and last name — Jason A. Johnson
last name, first and middle initials -- Johnson, J.A.
first and middle initials last name -- J A Johnson

o EndNote can abbreviate first and middle names, so for maximum flexibility, enter whole names when
possible
If you use initials, include either a period or a space after each one

o If a publication has more than one author, type each author’'s name on a separate line

o If the author is an organization or association, place a comma at the end of the name:

American Medical Association,

Journal Article Titles

e Capitalize only the first word of an article title (as well as the first word after a colon)
e EndNote can place capitalization on words, but it cannot take capitalization off
o Entering titles this way enables you to change references from one style to another

Journal Names

o Enter full journal tittes—do not abbreviate
EndNote may not able to supply the full title if you abbreviate

Including a link to a PDF

You can add a link to the PDF version of a journal article or other document so that you can access it
directly from EndNote.

Save the document to your computer

Open the template for the citation for that document (double click on it from your main EndNote
library page)

Scroll down the template to the File Attachments field or box

Click and drag the PDF into the box, or right click on the box, click on File attachments/Attach file
Locate where you saved the PDF on your computer, and double click on it

The link to the document will appear in the box

File Attachments

FDF
i.».
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Fullcesxt. pdf




Importing references - use this techniqgue when you want to add references you have
saved from searches done in databases like ERIC, PsycINFO, ABI/INFORM, RILM Abstracts of Music
Literature, etc.

The steps for importing references vary from database to database. To see instructions for
importing from a specific database, click on Edit/Import Filters/Open Filter Manager. Then,
double click on the name of the database you want to use, and instructions for how to
save records for importing will display. Below are instructions for importing references from
some of the most commonly used databases at Wichita State University.

Cambridge Scientific Abstracts Databases (CSA)
Examples: Aerospace & High Technology Database, ComDisDome, Criminal Justice Abstracts, Design
and Applied Arts Index, ERIC, MEDLINE, MLA International Bibliography, Philosopher’s Index, PsycINFO,
Social Services Abstracts, and Sociological Abstracts.

In the database

Run your search

o Mark the references that you want to export into your EndNote library

o Click on the Save, Print, Email link near the top of the screen underneath the folder tabs

e On the upper part of the next screen, click on the drop-down arrow, and change Short format to
Full format — this will allow the abstracts to be imported as well as the references

¢ Near the bottom of the screen, select your file format (PC, Macintosh, Unix) and click on the Save
button

e At the File Download screen, click on Save

e Save the file to your Desktop — you can delete it after you’'ve imported the references into EndNote

¢ Name the document — make sure that the .txt file extension is added to the end of the file name

o Click on Save

¢ When you receive the screen that says “Download Complete,” click on Close

In EndNote

e Open EndNote

e Open the EndNote library into which you want to place the references

e Click on the Import icon on the toolbar: o)

e Inthe Import Data File box, click on Choose File to locate the file you just saved. Double click on it.

¢ Inthe Import Option box, click on the drop-down arrow

If you have imported references from this database before, its name will show up as one of the
import options. Click on it.

If you have not imported references from this database before, click on Other filters. Then,
double click on the name of the database you are using — for example, ERIC (CSA)

o If the specific CSA database that you are using is not shown as an option, select another CSA
database on the list of available filters — filters for databases from the same provider generally work
the same way

e Leave the Duplicates and the Text Translations boxes as they are

e Click on the Import button

e The references you have just added will be displayed in a temporary Imported References window

e To return to the list of all of the references in your library, including the ones you just added, click on

All References under the My Library heading on the left hand side of the screen
EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library
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EBSCO Databases

Examples: America: History & Life, CINAHL, Music Index Online, RILM Abstracts of Music Literature,
SPORTDiscus, and Women'’s Studies International.

Open the EndNote library into which you want to import your references

Open the database, and run your search

Mark the references that you want to export into your EndNote library by clicking on the Add to
folder link below each reference

Click on the Folder View link on the far right hand side of the screen, under the tan Folder has
items heading

Mark the references you want to send to your library again by clicking in the boxes to their left
Click on the Export button or link to the right of your list of references: =
Under Save citations to a file formatted for: on the right-hand side of the screen, click on Direct
Export to EndNote, ProCite, CITAVI, or Reference Manager

Click on the Save button

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library

Ei Engineering Village Databases
Examples: Compendex

Open the EndNote library into which you want to import your references

Open the database, and run your search

Mark the references you want to export into EndNote

Click on the blue Download button just above your search results
Select RIS, EndNote, ProCite, Reference Manager

Click on Download

At the File Download screen, click on Open

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library



Gale Cengage Databases
Examples: Academic OneFile, Computer Database, Custom Newspapers, Expanded Academic ASAP,
LegalTrac, and Nursing & Allied Health Collection.

At present, there does not appear to be a way to import citations from Business & Company Resource
Center and Health & Wellness Resource Center.

In the database

Open the database, and run your search

Mark the references that you want to export into your EndNote library

In the orange toolbar near the top of the screen, under the name of the database, click on Marked
Iltems (the number of items you marked will be shown in parentheses)

Mark the items a second time by clicking in the box to the left of the Download button

Click on the Download button

Under Format Options, choose Plain text with bibliographic tags, and click on the Download
button

At the File Download screen, click on Save

Save the file to your Desktop — you can delete it after you've imported the references into EndNote
Name the document

Click on Save

When you receive the screen that says “Download Complete,” click on Close

In EndNote

Open EndNote
Open the EndNote library into which you want to place the references
Click on the Import icon on the toolbar: )

In the Import Data File box, click on Choose File to locate the file you just saved. Double click on it.
In the Import Option box, click on the drop-down arrow

If you have not imported references from this database before, click on Other filters. Then,
double click on InfoTrac (Gale) as the filter for all of the databases above

If you have imported references from this database before, its name will show up as one of the
import options. Click on it.

Leave the Duplicates and the Text Translations boxes as they are

Click on the Import button

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library



Google Scholar

Open the EndNote library into which you want to import your references

Go to Google Scholar (NOTE: Access Google Scholar through the Library’s list of Electronic
Databases to take advantage of the full text of online journal articles to which the Library
subscribes)

Click on the Scholar Preferences link in the upper right-hand corner of the page

Scroll down to Bibliography Manager at the bottom of the page

Select the option to Show links to import citations into, click on the drop down arrow, and choose
EndNote

Click on the Save Preferences button

Run your search

When you see a reference you want to save into EndNote, click on the Import into EndNote link
that now appears beneath each citation (you will have to import references one at a time)

At the File Download screen, click on Open

EndNote will come to the front of the screen. Watch the reference appear!

The reference you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library

Note: If this method does not work, try choosing RefMan instead of EndNote on the Scholar
Preferences page, and then proceed as above. The import link will be changed to say Import into
RefMan.

HW Wilson (see WilsonWeb)

ISI Web of Knowledge Databases
Examples: Arts & Humanities Citation Index, BIOSIS Previews, MEDLINE, Science Citation Index, Social
Sciences Citation Index, Web of Science

Open the EndNote library into which you want to import your references

Open the database, and run your search
Mark the references that you want to import into your EndNote library
Scroll to the bottom of the screen, and choose your Output options
Step 1. Choose Selected Records on page
Step 2: Select the amount of information to import
Step 3: Click on this button Save to EndNal®, RefMan, ProCite )|

A Processing Records screen will appear for a few seconds while importing takes place

EndNote will come to the front of the screen. Watch the references appear!
The references you have just added will be displayed in a temporary Imported References window

To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library



JSTOR

Open the EndNote library into which you want to import your references

Open the database, and run your search

Select all or mark the references you want to import

Click on the Export Citation link at the top of your list results list: 3 Export Citation
Click on the RIS file (EndNote, ProCite, Reference Manager) link

At the File Download screen, click on Open

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library

OCLC FirstSearch Databases

Examples: Anthropology Plus, Dissertation Abstracts Online, Electronic Collections Online, GEOBASE
and WorldCat.

Open the EndNote library into which you want to import your references

Open the database, and run your search
Mark the references that you want to export into your EndNote Library
Click on the Export button &3

Export

Next to Export: choose “Marked records from this search”
Next to Export to: choose EndNote

Click on the Export button

At the File Download screen, click on Open

EndNote will open with the Choose An Import Filter box displayed

Double-click on the name of the database you used for your search—Anthropology Plus (OCLC),
for example

Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library



OvidSP Databases (formerly SilverPlatter)
Examples: EconlLit

Open the EndNote library into which you want to import your references

Open the database, and run your search
Mark the references that you want to export into your EndNote library
Click on the Export button just above your list of search results

PE Export

0 Click in the drop-down box next to Export To and select EndNote

0 Choose the amount of information you want to export—Citation + Abstract or Complete
Reference would be good options

0 Click on the Export Citation(s) button

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the Groups heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library

ProQuest Databases
Examples: ABI/INFORM, Literature Online (LION), ProQuest Nursing & Allied Health Source and
Research Library.

Open the EndNote library into which you want to import your references

Open the database, and run your search

Mark the references that you want to import into your EndNote library
Click on the Export link just above your list of references

Click on Export directly to ProCite, EndNote, or Reference Manager

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library
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PubMed NLM (MEDLINE)

In the database

Run your search

Mark the references that you want to import into your EndNote library

Click on the Send to link on the upper right of the screen, and, in the resulting Choose Destination
box, click on the File radio button

A new box will drop down below the Choose Destination box. Under Format, select MEDLINE from
the drop down list, and click on the Create File button

e At the File Download screen, click on Save

e Save the file to your Desktop — you can delete it after you've imported the references into EndNote

¢ When you receive the screen that says “Download Complete,” click on Close

In EndNote

e Open EndNote

¢ Open the EndNote library into which you want to place the references

o Click on the Import icon on the toolbar: o)

¢ Inthe Import Data File box, click on Choose File to locate the file you just saved. Double click on it.

¢ Inthe Import Option box, click on the drop-down arrow
If you have not imported references from PubMed before, click on Other filters. Then, double
click on PubMed (NLM)
If you have imported references from PubMed before, it will show up as one of the import
options. Click on it.

o Leave the Duplicates and the Text Translations boxes as they are

e Click on the Import button

e The references you have just added will be displayed in a temporary Imported References window

e To return to the list of all of the references in your library, including the ones you just added, click on

All References under the My Library heading on the left hand side of the screen
EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library
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WilsonWeb (HW Wilson)

Examples: Applied Science & Technology Full Text, Art Full Text, Business Full Text, Education Full
Text, Humanities Full Text, and Social Sciences Full Text.

e Open the EndNote library into which you want to import your references

¢ Open the database, and run your search

e Mark citations by clicking in the box next to each reference you want to import

e Click on the Get Marked link just above your list of search results — the number of references you
marked will be shown in parentheses

o Click on the Export link just above your list of references

e The next screen will show that you are preparing to import the references you marked. Under
Download Records into: click on The EndNote Filter, and then click on the Export button

e At the File Download screen, click on Open

o EndNote will open with the Choose An Import Filter box displayed

e Scroll down the list of available filters, and double-click on WilsonWeb

e Waitch the references appear!

e The references you have just added will be displayed in a temporary Imported References window

e Toreturn to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

o EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library
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Using Online Search — use this technique to search a remote database without leaving
EndNote, and then add references directly to your library.

You can connect to and search a very limited number of remote databases from within EndNote. This
feature works only with databases that do not require you to login with your mywsuU ID and
password, such as the free PubMed database and the WSU Library Online Catalog.

NOTE: Itis usually a good idea to search the database itself first to get an idea of the search terms that will
be successful. Many of the advanced search features of the database are not available when you connect
through EndNote. Once you have determined your search terms, then connect to the database through
EndNote for easy importing of your references.

To search a database from within EndNote:

¢ Open the EndNote library into which you want to place references

e Click on Tools/Online Search, or click on the Online Search option on the toolbar:

¢ Click on the name of the database to which you wish to connect -- PubMed (NLM), for example

e Click on Choose

o A search window for that database will appear in the Tab Pane at the bottom of your screen.
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e The number of items in your search results will be displayed. Note that you cannot actually view
the references at this point. If you do not want to import all of them, you can change the second
number, to 30 for example, to import only the first 30 references in the results list. Click on OK.

Confirm Online Search E]

P Found 3653 records.

Retrieve records From: through 3653

Mote: Retrieved records are added directly to wour Endilote Library,

oK l [ Cancel

e The references will be automatically added to your EndNote library, but will appear first in a
temporary window. If, after reviewing the references, you find that there are some you are not
interested in keeping, click on them, and then click and drag them to the Trash. To send multiple
references to the Trash at once, press the Ctrl button as you click on them, and then click and drag
them all to the Trash. References will remain in the Trash until you empty it.

My Library [[6 B Author Year Title Journal Ref Type
[ All References (65) Wolitski 2009 Randomized Trial of the Effects of H...  AIDS Behav  Joumnal Arti...
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! Tyler 2009 Self injurious behavior among homel...  Soc Sci Med  Journal Arti.|
= Online Search Hiwang 2008 Martality among residents of shelters... B Journal Arti..
Q. Wichita St U (0} Items added to your library
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mare ..

Importing pdf’'s and folders of pdf's

You can convert single or multiple pdf's of journal articles into EndNote references, if the documents
contain doi (digital object identifier) numbers. A doi is a unique string of numbers and letters that EndNote
can use to locate the bibliographic (reference) information. A doi number typically looks something like this:
10.1080/01926180390223987

—mEdit References Groups Tools Window Help

Mew... E
Open 8 m e Open the EndNote library into which you want to import
| ib | nor 3
Close Library Ctrl+W o : your pdf S
§|Sesr j] e Click on File, and then Import
1
Save a Copy... elopment j] e If you are importing a single pdf, click on File
2rson

2rson

; ¢ If you are importing a folder that contains multiple pdf’s,

Export... -
 ETT— click on Folder

Print... Ctrl+P

Print Preview th 2
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To import a single pdf:

Import File PIX e Inthe Import File box, click on the Choose
button, and locate the pdf you want to import.
Impork File: |Hobson.pdf u:hme“' Double CIiCk on |t
Tmport Option: POF < = ¢ Inthe Import Option box, select PDF — it
o Import Al v should already be listed as an option
Text Translation: N Translation 4 e Click on the Import button
Impork ] [ Cancel
Iy Librany [T8 Author Year Title Journal e You will see that the reference
F] &ll References (27) i Hobson 2009 Personal Pronouns and Communicat...  Joumal of A information for this article has
@Imported Referenc . (1) been added to your Iibrary

The reference has been placed in a temporary group called Imported References. When the next new
item is added to your library, this one will automatically be saved into your All References group. Notice
the paper clip in front of the author's name—the pdf of the article has been attached to this reference!

NOTE: If you see your file name followed by pdf -- <Homeless.pdf> -- in your library window, that means
that the article did not have a doi number, and EndNote cannot locate the reference information.

To import a folder with multiple pdf’s:

Import Folder ?IX e Inthe Import Folder box, click on the
o Choose button, and locate the folder of
Impart Folder: |C:'|,Documents and Settingsir9465332Y  |Choose. .. articles that you want to import
[Jinclude files in subfolders ¢ Click on the folder name, and then click on

OK. If the folder has subfolders, you may

Import Option: PO <\" choose to import those as well

Duplicates: Impart All ¥ e InthelImport Option box, select PDF — it
should already be listed as an option

[ Import ] [ Cancel l
e Click on the Import button
My Library |[B Author fear Title Journal e You will see that the
[l &)l References (33) B Allen 2010 Throwaway Moms: Maternal Incarcer...  Affilia references, and the pdf’s, for
Ty | 8 Reichle 2010 Task Engagement and Escape Main...  Joumnal of A... h icl h b dded
e F T | Wong 2008 Randomized Controlled Trial for Earl.. Journal of A... these articles have been adde

to your library

NOTE: If you see a file name followed by pdf -- <Homeless.pdf> -- in your library window, that means that
the article did not have a doi number, and EndNote was not able to locate the reference information.
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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 Gro.ps [RElgl Window Hep
L Eupant Search Library, .. Chrl+F
:| g Cite While You iribe [Chvii] Y | Title
Online Search. .. Giving LU
27:' Format Paper 4 A crit?qug
() Change and Move Fields. ., Do Redu
Endhote Web. .. Alcohol af
Open Term Lists 4 Eﬂg“ shla
! Define Term Lists.., Chrl+4 Adolesce
e Login to your EndNote Web [ — _
aczount USIndg yloukr E-mall address E-mail address: | janet.brown@wichita. edu
an paSSWOT ! click on OK Password: | seesssss

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

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

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

. Select the grou
Transferring from Web to Desktop: of references ycF))u
EndNote Web Transfer References want to transfer
e Select the group of references you from EndNote
want to transfer. Click on the drop- ek Web
down arrow to see the list of groups Citation Searching b
tha‘t you ha‘ve Created In EndNOte (3) Transfer References from Web to Deskiop  ———— Select this option
We b Allow Duplicates
o Choose TranSfer References from (O Transfer References from Desktop ko Web
Web to Desktop, and decide if you
want to allow duplicates to be | Click on Transfer |
transferred
Wwarning: Manually applied text style Formatking (bold, italic, etc.) is not retained u: ;g Transfer.
e Click on Transfer [Cranster | [ concsl ]
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e The references will be added to All
References in EndNote desktop, and the
group will be displayed under an EndNote
Web heading on the lower left-hand side of
your EndNote desktop library window.

/\

=-EndMNote Web u
Citation Se... (7)
Sacial Just... (8)
undefined ()

configure. .

Web:

| Citation Searching

7 references were successfully transferred to the "Endiote %2" Endiote library,

‘Warning: Manually applied text style formatting (bold, italic, etc.)is not retained using Transfer,
‘weh Library Info Transfer ] [ Cancel

Transferring from Desktop to Web:

e Choose the EndNote Web group into
which you want to place the references

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

e Click on Transfer

EndNote Web Transfer References

Choose the EndNote
Web group into which
you want to place the

Web: references

| Cultural Competence A/

]

() Transfer References from Web to Desktop

(%) Transfer References from Desktop to Web +—

() Showing Reference(s)
() All References in Library

Select this option

— 1 » ()AlReferencesinthe Group: | Cultural competence |+

Web Library Info

]

[ Transfer ] [ Cancel
A

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

My References

All My References (394)
[Unfiled] (148)
Quick List {0}
Trash (127) _Empty

¥ My Groups

1
| Click on Transfer |

Achievement gap (4)
Autism (31) B

Citation Searching (14) <8
Cohortl9 (0)
Conclusion (0) 8

Cultural Competence (4)
Ed Leadership (30)

‘Web Library Info

Transfer ] [ Cancel
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Working with Groups

EndNote allows you to create “groups,” or subsets, of references from your library. This means that you
can create a group of the relevant citations for each of your research projects. Here’s how:

e From the Groups menu, click on Create Group
FilE Edit Refere Tnnls Window  Help

“ie Create Smart Group g
Iy Libral

5@ Unfiled

a Add References Ta 3
W Trash
=F My GI’QLIPS Create Group Set

B Cultural Comyg

E-0Online Search Hide Groups
Owicitasty (O] Sl

e A box will appear in the My Library pane with the words New Group highlighted in blue; type in the
name you would like to give this group of citations

My Library [
@ Unfiled (34}
Wl Trash (o
Type the = My Groups Previously created group
name for B Cultural Compe... (8] |e The number in
your e Graun parentheses is the number
group of references in this group
here =-0nline Search
O Wichita St U )
O PubMed (NLM) (D)

e That group name will now appear as one of your custom groups

My Library |
[ All References (42}
@ Unfiled (34)
Il Trash (0)
=-My Groups

& Cultural Comnpe... (8)
h paper  (0)

e To place a reference into a group, first click on the reference in your main library window. Then click
and drag it over to the group name. This will place a copy of the reference into the group. The
original reference will still be retained in your main library
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Using Find Full Text —works only from on campus!

EndNote can try to locate and attach the full text of articles to your references. It will not be able to locate
all of them, but it will typically find at least a few. It's worth a try!

The setup
. . SEZE;:;Z? The Find Full Text featurs uses several technlogies to maximize the
Click on Edit/Preferences Sy e abbual oI o S
Duplicates
1 H H Erdriots web 151 Wwieh of Knowlsdas Full Test Links
e Click on Find Full Text in the left-hand panel R P
Of the prefe rences box Eﬂbrr:riesng ] Pubed LinkOut [U.S. Mational Librans: of Medicine]
. . Reference Types OpenllRAL
e Type the following URL into the OpenURL oo OrerURL Path: [R5 773r08mmEs saarah seTaimsations 56
. Temporary Citations
Path box: Torm s JaP—
. . URLs & Links URL:
http://dn3kgénn2s.search.serialssolutions.com
A i A fauth. Lniversitpname. sdus suthentication
e Click on Apply, and then OK
[ Endnote Defaults | [ Revert Panel | [ oK ] [ cancer ] [ apew |

To find and download full text

1. Select the references for which you want to find full text
o for full text for a single reference, highlight just that reference
o for several references, hold down the Ctrl key, and click on the references
o for all the references in your library (up to 1,000 at a time), click on the first reference in your
library, and then hold down the Shift key and click on the last reference in your library
2. Click on the Find Full Text icon

g

Il

Click on OK on the “copyright and usage notice” box

EndNote will begin to search for the full text in the background

You will begin to get some feedback under the Find Full Text heading in the left-hand My Library

pane so that you can see what progress is being made

6. If the full text of an article is located and downloaded, you will now see a paper clip to the left of the
author’s name in your main library window

7. To view the article, double click on the reference to open it, and scroll down to File Attachments

8. Double click on the attachment, and the article should come to the screen

ar®

Glw ® (o THo0000E e @%@
My Librany | [fs" B Author Year Title Journal
v Alsenberg 2008 Evidence-Based Practice in Mental .. Social Wo)
|
] Anonymou) . . Bals Critical Shortage of L. Business |
Paper clip @Unflled (34) Betancour| FiNd Full Texticon mpetence--harginal or M...  The New B
indicates full Wl Trash (o) Bonafede winiuie; e-drected community health asse..  Fam Med
text was ‘\ Borges 2009 Psychiatric disorders, comarbidity, a...  J Affect Di
located and = Mégrlo'-‘p‘sc - >0 Botcheva 2009 Ernphasizing Cultural Competence in...  American
attached e Sail et 1) B Buehler EndMote Find Full Text copyright and usage notice ]
B Research paper  (2) i} Bustamants n
) B Coaoke i Due to copyright issues with Full ezt Files, it is important to read and adhere 0
E-Qnline Search Costantino to any downloading or other usage guidelines pertaining ko the sources you
. [ it £ kb Endrote. Pl heck with by, .
Owichita StU (0] Crowley-Ms e, o (320 s el T e e, |10
O Publvled (NLM)  (0) Gregory Y
mere.. b teger i
= EndNote Web Howe 2004 Delrvering[health care on the streets: .. Qual Mang
ERalEr Hruscka 2009 Defining clitural competence in cont...  Ethos
Hwiang 2009 Wortality among residents of shelters.. B
"Find Full Text Johnson 2009 Fundamental Contradictions in Cultur - Social Wl
Progress Joyce 2009 ldentification of cognitive Impairment .. CanFam
report EEOUHZ EEE Si Kirm 20N4a Client Adherence tn Asian Chlforal W nnrnal of
aun <
Mot found (13 | previen | smarch
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Using EndNote with Microsoft Word

EndNote has several handy features that will help you compose your research papers using Microsoft
Word. If you are a Windows user, you can use these features with Word 2003, Word 2007, and
OpenOffice.org Writer 3 for Windows. If you are a Mac user, you can use these features with Word
2004, Word 2008, and Apple Pages ‘09. EndNote X4 is compatible with the 32-bit version of Word 2010,
but not the 64-bit version.

Using Cite While You Write (CWYW)

The Cite While You Write (CWYW) feature in EndNote allows you to insert references from your EndNote
library directly into a Microsoft Word document. Your bibliography will be automatically composed at the
end of your paper as you insert references.

When you downloaded the EndNote software, an EndNote toolbar should have been automatically added to
your Microsoft Word program. This toolbar will assist with easy insertion of your references.

In Word 2003, the toolbar looks like this:

. . : imm 4 183 | EN
Find Citation wQ EN IS h |/ & o8 O (5 B el (BIRY 2
In Word 2007, the toolbar is located under a special EndNote tab: /
E“’a H9- = I_-ﬁi i~ SR EndMote ¥4--Jul, 2010 [Compatibility Mode] -
—"/I Home Insert Page Layout References Mailings Review View EndMote ¥4
Ly ;‘@\ EM Go to Endhote Style: AP& 6th - ||| %2 Export to EndNote ~
= R = Fdit & Manage Citationis) || =% Update Citations and Bibliagraphy g& Preferences
Insert =~ _
Citation = gj" Edit Library Reference(s) #y Convert Citations and Bibliography = | ‘@ EndMote Help
Citations Bibliography ] Tools

To insert references and create your bibliography:
¢ Open your EndNote library

e Select the style that you want to use in your paper by clicking on the drop-down arrow in the box in
the tool bar. If the style you want to use is not displayed, click on Select Another Style at the top of
the list of options, and click on the style you want. It will now always be displayed as an option on
your drop-down list.

File Edit References Groups Tools ‘Window

o, 2 ¥y g

& e © e v
elect Another Style...

Annotated

Click here if your style | —

is not displayed

@ Unfiled Avthor-D ate q
- Endhote Export
Wl Trash Harvard i

LA
= My Groupgtumbered

B Cultural Compe... (8)

e Open the paper you are writing in Microsoft Word
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e When you come to a place in your paper where you want to insert a reference, place the cursor
exactly where you want the reference to go

e Click on the Find Citation or Insert Citation icon (magnifying glass) in the EndNote toolbar as
shown above (In Word 2003, if you don’t have the toolbar, go to Tools/EndNote/Find citation and
select it)

o Enter a term or an author’'s name in the Find box to search for the reference in your EndNote library

o Click on the reference you want to insert, and then click on the Insert button

Type term or Srate Lind Cllato
author’s name here el: | information literacy =~ search

Example: Enter Billoski dinosaur extinction to search for these kerms in all fislds

ted to Teaching of Pre-Service Teachers, In-Service Teachers, Administrators, am

a
Pt Analysis: A Few Models

Click on the
reference you
want to insert

< > .
Reference Type: Journal Articls -~ Th en C I I C k h ere
Record Number: 43
Author: Levasque, Carla
Year: 2003
Title: Taking Information Literacy Online
Journal: Community 2 Junior College Libraries
Yolume: 11
1ssue: 2

Pages: 7-
Accession Number: EJS70151
Keywords: (Major): Information Liceracy

Infarmation Skills &

tnsert | Cancel Help

o The reference notation will be added to your paper

Dreams

Direams play an interesting part in our everyday lives. Human beings have long been
intrigued by their dreams, and have put great effort into recording and trying to understand them.
This paper takes a look at some of the early efforts to interpret dreams.

There iz evidence from papyri dating back to 2000 B.C. that the ancient Egvptians were

actively engaged in dream intespretette®(Webl, 1993). The ancient Greeles held the belief that
\ dreams could be a source of healing, and followed a practice called dream incubation, where

they travele ial temples called asclepieions to “sleep with the intention of receiving a

healing dream from Aesculapius,” (Lewis, 1993) the doctor god]

o The complete reference will automatically be added to the bibliography being created at the end of
your document

Lewis, I. R (1993). The dream encyclopedia. Detroit, MI: Gale Research Inc.

Webb, W.B. (1993). Dream theories of the ancient world. In M. A Carskadon (Ed ).
Encyeclopedia of sleep and dreaming (pp. 192-194). New York: Macmillan Publishing
Company.

e Continue to add references in this manner

o References listed in your bibliography will automatically be updated and displayed in proper order for
the style you have chosen, not in the order in which you added them to your document
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Using Manuscript Templates

EndNote can help you format your paper according to hundreds of different styles, including APA, MLA,
Chicago, and IEEE. It can also help you set up papers according to the styles required by many journals to
which you might wish to submit papers for publication consideration.

¢ Open your EndNote library

e Click on Tools/Manuscript Templates

—
File Edit References Groups i
AP4 Sth 3 :g Search Library... Chrl+-F 7@ @ 3

Groups | fidl  Cite While You ‘Wrike [CWYW] r BTitle Journal Ref Type
Oniine Search... i case-based distance model for mu... Computers ... Journal Arti...
All References  (181) Format Paper R _ ! P !
Trash 9 iy A Mowe Fild ow Cne School Made the Pieces Fi... Journal of S... Journal Arti...
ras (9) ange and ove HEls. Professional Learning Communities: Theory Into Journal Arti

Endhiote web. .. Professional Learning Communities: Theory Into Journal Arti

Professional Learning Communities: Theory Into Journal Arti

'Are Ve onthe Same Boolk and Pag... Language ... Journal Arti...
'Are Ve onthe Same Boolk and Pag... Language ... Journal Arti...
'Are Ve onthe Same Boolk and Pag... Language ... Journal Arti...
AV Stigma on Health, . AIDS Behavy  Journal Arti .
Data Dg#fers a Wake-Up Call 5-Ye...  Journal of 5. Journal Arti...
o |sage of Certain Mative Gras... Ecology Journal Arti...
fiater Usage of Certain Native Gras...  Ecology Journal Arti...
Replacement of True Prairie by Mixe. .. Ecology Journal Arti ...
Replacement of True Prairie by Mixe..  Ecology Journal Arti ...
“rac 5 0of g ent health care ... Journal of A... Journal Arti...

= Custom Groups Cpen Term Lists 4
Citation S . (6) Define Term Lists. .. Chrl+-4
Link, T Lists. .. Chrl+3
EdLeader.. (2) i Term Lists ™
Wty citations  (11)

Hide Tab Pane
Sort Library...
Recover Library. ..

= Smart Groups Library Summary ...

Subject Bibliography. ..
Manuscripk Templates. .,

=~ Online Search
Pubtded ({10

e Click on the style you want to use, and then click on Open (or double-click on the name of the style)

= =]
Manuscript Templates E]E]
Lack in: | (= Templates v O E-
) Bacs B apa sth | g Biochemistr
& 8] Ay Skin Wound Care 5] apa, Sth (Theses) IEJBMC Bioinformati
My Recent IE_;, Agri Forest Meteorology heies-Turabian) @BMC Eiclogy
Documents ] ids < [ =15 2=
— IE_;, Arner 1 Pathalogy W] app Phys Letters IEJBMC Elood Disore
IE_;, Amer JPsychiatry lﬂ_;, Arthritis Research IE:JBMC Cancer
Desktap 5] amer 1 Public Health 5] astronomy and Astrophysics IEJBMC Cardiovasc
IE_;, Amer JSociology lﬂ_;, Behavioral Brain Sci IEJBMC Cell Biology
IE_;, amer Meteorological Society IE_;, Biochemical Biophysical Res @BMC Chemical Bic
lﬂ_;, Ann Rev Immunology lﬂ_;, Bininformatics IEJBMC Clinical Path
My Documents lﬂ_ﬁ annals Clin Micro Anti lﬂ_ﬁ Biomed Central (Biology) @BMC Clinical Phar
8] arnals Internal Medicine B Biomed Central (Medical) IEJBMC Comp Alberr
IE_;, Annals of Oncology lﬂ_;, BMC Anesthesiology @BMC Dermatolog:
|
J
<2 P >
by Computer
File name: APA Bth v

o Word will automatically open with the EndNote Manuscript Wizard setup box displayed. Click on
the Next button to continue

NOTE: If a Security Warning box appears, check the box in front of Enable this content,
and then click on the OK button to continue

e Title: Type in the required information about the title of your paper; then click on Next

e Author: Click on the Add Author button once for each author, and then click on New. Type in the
required information. Then, to have the authors added to the title page of your paper, highlight them
one at a time and click on OK. Click on Next to continue

e Sections: Now, decide which sections you want to include in your paper. Uncheck any that you do
not want, and click on Next

o Keywords: List keywords that describe your paper topic
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e Click on Finish, and you will see that your paper has been set up for you with the title page
completed, and the rest of the sections ready for the insertion of your text

e Use the Cite While You Write techniques described above for inserting references from your
EndNote library into your paper as you compose it

Creating Independent Bibliographies
You can easily to create a separate or independent bibliography of the references in your EndNote library.

e Open your EndNote library and choose the style that you want to use

Flle Edit References Groups Tools ‘wWindow Help

Qe ® [mo 0000 3% @ v
- Select Ancther Style... .
My Library “|annotated Althor Year Title Journal
APATH Aisenberg 2008 Evidence-Based Practice in Mental ... Social Work

Anonymous 2009 Study Reveals Critical Shortage of L. Business ...
Fatancourt 2004 Cultural Competence--Marginal or M. The MNew E
Bonafede 2009 Self-directed community health asse... Fam Med
Borges 2009 Psychiatric disorders, comorbidity, a...  J Affect Dis.
Botcheva 2009 Emphasizing Cultural Competence in... American J..

e F' h Capitalization
ﬁ Unﬂ led Authar-Date

EndMote Export
m Trash Harvard

MLA
Mumbered

=My Groups

¢ Highlight the references you want to include in your bibliography. You can highlight the entire library,
or you can hold down the Ctrl button and click on individual references to include

Lty Library | { st Journal
& Unfiled {34} =
il Trash (0} Bonafede
=My Groups
B Cultural Compe... (8) |88 ushie WL sl = Fral e How Reformen
B Research paper (2} Bustarnante Assessing Schoolwide CUlturgl  edit references
i Cooke 2009 Clinical, molecular and epide Move References to Trash
=- Online Search Costantino 2009 Congruence betwesn culturally — Add References To v
© Wichita St U 1(0)] Crowley-Mat... 2009 Froblems of Quality and Equi Copy Refersnces To '
© PubMed (NLM) (D) Gregory 2009 Leading Change through Cultf =
more Hagen 2009 Similarities and mutual unders e
He 2009 The ABCs for Pre-Service TeaN s

e After highlighting the references you need, right click in the highlighted area, and then click on Copy
Formatted, as shown above.

e Open up a new blank Word document. Right click on the page, and click on Paste. Your
bibliography will appear! It may be necessary to do some additional formatting, such as adding a
heading, or creating additional spacing between references, to get it just the way you want it.

Alsenberg E. (2008). Evidence-Based Practice in Mental Health Care to Ethnic Minority
Communities: Has Its Practice Fallen Short of Its Evidence? Social Work, 53(4),
297-306.

Betancourt, J. (2004). Cultural Competence--Mardinal orMainstiream Movement? The
MNew England journal of medicine, 351(10), 953.

Borges, G.. Nock, M. K. Medina-Maora, M. E.. Hwang, .. & Kessler, B, C. (2008)
Psychiatric disorders, comorbidity, and suicidality in Mexico. J Affect Disord. doi:
S0165-0327(09)00482-0 [pii]. doi: 10,1016/ jad 2009.10.022

Botcheva, L..2hih,J.. & Huffman, L.C. (2009), Emphasizing Cultural Competence in
Evaluation. A Process-Oriented Approach, Amercan Journal of Evaluation,

30(2), 176-188 doi 101177/10958214009334363
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