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The Library Window

The EndNote Library Window (see below) offers an incredibly diverse and functional array of
individual panels. It is possible to open and resize anywhere from 1 to 5 panels:

Reference List panel — highly configurable window for displaying and sorting references

. Groups panel — collapsible panel displays EndNote and user created groups

3. Edit/Preview panel — collapsible panel used to edit the highlighted reference or to preview
the reference in any of over 5,000 output styles

4. PDF Viewer panel — collapsible panel used to view and edit attached PDFs

Search panel — collapsible panel used to search references
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Reference Panel

The Reference panel (above) displays the references in your database in single line format with up to
10 columns (all sortable) of information. This panel can be completely customized to your
preferences, including number of displayable columns, arrangement of columns, information in
columns, font size and style and size of the panel.



EXERCISE (Open the Sample Library)

1.
2.

3
4,

5.

Select File from the EndNote menu bar, and then select “Open.”

Previously opened libraries will be displayed below the “Open Library” command. If your library
is listed, select it.

Otherwise, select “Open Library” to display the “Select a Reference Library” dialog box.

Browse to find the Sample Library (By default, the Sample library can be found with the following
path: C:// ... Program Files/EndNoteX7/Examples.

Double click on the “Examples” folder short cut and then select the Sample library

(Sample Library.enl) and click on [Open].

TIP: Adding Record Number to the Library display window provides a clear picture of

the sequential nature of the references added to your library/database. This can
be a very useful tool for identifying recent additions to your Library even “after”
references have been sorted in any number of ways.

EXERCISE (Add “Record Number” to the Reference panel)

1.
2.

3.

NOTE: To view all 10 columns of information in the Reference Left

Select Edit from the EndNote menu bar, and then select “Preferences” and then “Display Fields.”
Change “Last Updated” in Column 10 to be “Record Number” and then modify the corresponding

Heading to “Record #”.
Click on [OK] to confirm. @ I

. Groups Panel

List panel you may need to move the Reference panel
to the bottom of the window via the Layout options.
The “Bottom — Split” option enables the viewing of

Off

Reference Panel

both the Edit/Preview and the PDF viewer panel for Right
references with attached PDFs. Right - Split
EBottom

Bottom - Split

Off

Groups Panel

The Groups panel (see #2 graphic on previous page) occupies the left side of the Library Window,
and it includes a wide range of standard (default) and customized groups to enhance the organization
and finding capabilities of your database.

Edit/Preview Panel

The Edit/Preview panel (see #3 graphic on previous page) is bifunctional and may occupy either the
bottom or the right side of the Library Window. This panel provides two functionalities: a preview
panel to preview any highlighted reference in the Reference panel in any of over 5,000 output styles,
and an Edit panel in which you can edit any highlighted reference in the Reference panel.



EXERCISE (Add the following output styles -- APA, Lancet & MLA -- to the favorites
list for use with the Preview panel)

1. Click on the down arrow to the right of the “Bibliographic Output Style” box to invoke a “drop

down” menu.

Click on “Select Another Style ...”

Find and select the output style you need by entering it in the Quick Search box.

Enter “apa” into the search box and press [Enter].

Highlight “APA 6™, and then click on the [Choose] button to make APA 6" a favorite.

Make favorites of the Lancet and MLA output styles by repeating steps 2 — 5.

Click on the down arrow of the “Bibliographic Output Styles” box to confirm all of your new

selections are now available.
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Output Styles Favorites

TIP: EndNote offers over 6,000 output styles. If the style you need is not displaying in the
Output Styles favorites window (see graphic above), use the process in the above
exercise to add the styles you require. If the style you require is not among those
listed in the “Choose a Style” dialog box, click on the EndNote Output Styles link to
access all 6,000 styles to download the style you need. Instructions for downloading
a style are included on the EndNote Output Styles website.

Creating Libraries

EndNote recommends you create no more than one library because of the difficulties of maintaining
and working with two libraries that may contain overlapping data. References in the single library
may be organized through use of the Groups feature.

To create an EndNote library/database, select File from the menu bar and then select “New.” Name
your library and click on “Save.” EndNote will automatically add the file extension “ .enl,” and will
also automatically create a folder “ .Data” with the same name as your library. The “ .Data” folder will
contain database settings, and (if you added any of the following) figures, tables and full text articles.
In the exercise below the library you create will have an “ .enl” library file and a *“ .Data” folder and
will appear as follows:

MyFirst.enl -- File name with extension
MyFirst.data -- automatically created Folder


http://endnote.com/downloads/styles
http://endnote.com/downloads/styles

EXERCISE (Create a library called “MyFirst”)

1. Select File from EndNote menu bar, and then select “New.”

2. For this exercise in the UC Libraries classrooms the path is “C:// ...Desktop/Roberts/EndNote”
3. Enter “MyFirst” into the “File name:” box and click on the [Save] button.

4. Your “MyFirst” library will appear as an empty EndNote library with zero references.

TIP: EndNote’s Sample library is located in EndNote’s “Examples” folder.
However, you can place your personal EndNote library in any folder (location)
of your choosing. It is probably a prudent idea to place your library in a folder
that is regularly and automatically “backed up.” For example, you may want to
go to MyDocuments and create a folder called “EndNoteLibraries.”

Saving a Copy of a Library

There is normally no need to “save” a copy of a library. EndNote libraries/databases are automatically
saved when you close them. However, you should “always” back up your libraries, including both the
“.enl” file and the “.Data” folder for each EndNote library. See the next section on *““Saving a
“compressed” copy of a library.

Saving a “compressed” copy of alibrary

Use the Compressed Library command, available under File on the menu bar, to save a compressed
copy of both your library file and the associated “.Data” folder (including all of its configuration
settings and also full text articles if preferences are set to set to copy full text as a relative link). This
is also a time and space saving way to back up your EndNote library, its settings and full text articles.

Opening a Library
To open a library/database select File from the menu bar, select “Open” and then either click on the
name of the library or click on “Open Library” and look for your library.

Closing a Library

To close a library/database, simply close the library window. All changes will be saved automatically.

Deleting a Library
You can delete a library/database by deleting both the “.enl” file and the “.data” folder through the
operating system, e.g. Windows. You also can delete these same two files from within EndNote by

selecting File from the menu bar then select “Open,” then select “Open Library” and then finding
and deleting both the “.enl” file and the “.data” folder.



EndNote provides a variety of m echanisms for adding references into your EndNote library. The five
most commonly used mechanisms (listed in order of popularity) are dir ect export of references from
research literature databases, manual reference entry, importing references from PDF files, importing
references from research literature databases, and the Z39.50 utility (EndNote online search).

Usually the most efficient method for adding new references to your database, particularly for multiple
records, is the direct ex port of references from a database. However, circumstances may often dictate
the method available to you. All five mechanisms are described below. Furthermore, exercises for all
five methods are included in this workbook.

Exporting references directly from a research literature database

Exporting is the quickest and most convenient method for adding multiple references to your EndNote
library. You search your favorite databases, e.g., Medline, PsycINFO, or SocINDEX, and directly
export your selected references directly to EndNote without ever leaving the database.

Manual Record Entry

Sometimes keying in individual references is necessary. For example, some of your references may
not come from a database source, or your references may come from a database with no export or
import options. In any case, you will have occasions where entering the reference manually is your
most convenient option or your only option.

Importing saved references from aresearch literature database

Some databases do not offer the export feature. For these databases, references must be saved as a text
file (.txt file) and then imported (uploaded) into EndNote as a separate operation. This process is
nearly as fast as exporting, is much faster than manual inputting of references and has the advantage of
passing all the imported references through EndNote’s duplication filter.

Importing references from PDF files

This exciting new utility enables the creation of new EndNote references from either a collection of
PDF files in a folder or from a single PDF file. EndNote extracts DOI (digital object identifier)
information from the PDF and matches that information with data available from the CrossRef.org
database to capture the bibliographic content to create the EndNote references, saving you the typing
time. One other thing — EndNote automatically attaches the PDF to the EndNote reference.

EndNote Online Search using Connection Files to access Databases

From within EndNote you can seamlessly connect to public library catalogs (e.g., the UC library
catalog or the OhioLINK library catalog) or public databases (e.g., PubMed). This process is just as
efficient as the export process for electronically importing references into your library.

TIP: References from other personal bibliographic management programs, e.g.
RefWorks, Zotero or Mendeley can be easily imported into EndNote.




The direct export option is available from most major research literature databases. The process for
most databases involves four generic steps and is relatively easy. Though the “look™ and terminology
may vary depending on the database interface, most databases utilize the same four steps:

Open a database, conduct a search and retrieve some records.

Select, save, store or mark the records you want to export.

Go to the place where the selected or marked records are saved or stored.

Look for the word “export,” and then select “EndNote” as the export format or source.

o=

Some databases do not offer the export option. For these databases you will likely have to “import”
the records into EndNote. An explanation of the import process and corresponding exercises can be
found in the section on Importing Saved References.

The exercises on the following pages demonstrate how to enter a search, retrieve and select records and
export records to EndNote. These exercises are conducted in seven different databases. However,
many of these databases share an interface with dozens of other databases. That is, dozens of
databases may have totally different content, but they share the same interface or “look,” and all
databases that share a common interface “export” records identically. Therefore, by practicing and
learning how to export records from one of the databases in the following exercises you will acquire
the skill set needed to export records from dozens of other databases that use the same interface, and
any one of these “related” databases may be one of the databases that is a primary database in your
discipline.

EndNote direct export exercises in this workbook

Database Name Brief Description Interface name & number of
databases sharing the interface
Google Scholar Very large multidisciplinary Internet Google (1)
search engine that indexes a wide range
of resources
ProQuest Criminal Justice | Specialized database for the criminal ProQuest (49)
justice literature
PsycINFO Specialized database of the psychology EbscoHost (100)
literature
Scopus Large database of the science, social Elsevier (1)

science and (to a limited extent)
humanities journal literature

Summon Index to article databases and books, N/A
films and other materials in the UC
Libraries catalog

Web of Science Large database of the science, social ISI (3)
science and humanities journal literature

WorldCat Worldwide catalog of books and other OCLC (19)
materials




EXERCISE Google Scholar — Interface: Google

Exporting records from Google Scholar requires the setup of Google’s “Bibliography Manager.”
Records imported with the Google Scholar Bibliography Manager are imported one at a time. If
these references contain bibliographic data, this information will usually populate the EndNote fields.
However, sometimes some information is missing from the Google record, and you may need to

supply the missing information.

1. Make sure cookies are enabled in your browser to allow setting of preferences in Google
Scholar.

2. Go to the Google Scholar search screen (http://scholar.google.com ) and then click on.
L} Settings |

3. Atthe bottom of the screen and next to “Bibliography Manager” click on the radio button for
“Show links to import citations into,” and then select EndNote.

4.  Click on [Save].

Now when you conduct a search in Google Scholar the results at the list level will display an

“Import into EndNote” link.

9]

EXERCISE (Searching and exporting from Google Scholar)

1. Connect to Google Scholar (http://scholar.google.com ).

2. Enter the following search: ““cognitive style” personality.

3. Select any Google reference from the retrieved list, and then click on the “Import into
EndNote.” If this option is not displayed, click on the “More” option to invoke its appearance,
and then click on “Import into EndNote.”

4. This will open a “File Download” box with 3 options: [Open], [Save] or [Cancel]; select

[Open].

The new reference will import into your EndNote library in the “Imported References” group.

6. Check the reference for incomplete information. If necessary, edit the reference or store it for
later editing.

9]

TIP: The “Import into EndNote” option will display “only” if you enabled the “Bibliography
Manager” in Google Scholar. (See the exercise at the top of this page.) There are
other options for exporting Google Scholar records into EndNote. Clicking on the
title link in the Google Scholar list of results may invoke different publisher or vendor
web sites (e.g., Science Direct or APA PsycNet) that often include their own
bibliography management export tools.



http://scholar.google.com/schhp?hl=en&lr=&newwindow=1

EXERCISE ProQuest Criminal Justice — Vendor: ProQuest (This database vendor
hosts a wide variety of databases in the areas of business and the social sciences as well as the
newspaper and dissertation literature.)

1. Open the Criminal Justice Periodicals database.

2. Conduct the following search: enter the term recidivis*, limiting to the Subject heading (all)
field, then drop down to the next line of boxes and enter the expression sex* offen* -- limiting to
th? Document title field. ‘su(recidivis*) AND ti(sex* offen*)

3. Limit to “Peer reviewed.” Foll toxt @ Poer reviewed

4. Click on [Search]. -

5. Put a check in the “Select 1-20” bOX, then Did you mean: su(recidivism*) AND ti(sex* offend*)

mouse over the “Export/Save” option and

92 Results * hi
« PR 9 19 esults
select “EndNote, Citavi ..... Search within
20 Selected items [Clear] + | Save to My Research Email Print Cite o | Export/Save
Nt
s ] ; _ : EasyBib
W Select 1-20  Brief view | Detailed view EndNote, Citavi, or Reference Manager
M1 = Sex Offenders _and Sex Crime Recidivism: Investigating the Role of Sentence Elpreview HTML
gi Length and Time Served PDF

6. From the Export /Save window click on the [Continue] button to export records to EndNote.
This may open a “File Download” box with 3 options: [Open], [Save] or [Cancel]; select [Open].

7. Records will be exported directly into the library that is currently open and active and will be
placed in the “Imported References Group.”
8. Randomly check these references for errors.

a. Iferrors are detected, move the flawed records to another group, e.g., Problem
References Group, to edit later.

b. Assign the remaining references (usually most or all the records) to an appropriate
“Group” or simply allow these references to become part of your library.

9. Optional Global Edit to add valuable metadata:

a. Confirm that you are still looking at the “Imported References Group.” Now you will
conduct a global edit of your newly imported references.

b. Click on [Tools] from the Endnote menu bar and then click on “Change/ Move/Copy
Fields.”

c. After “In:” select the “Name of Database” ficld, and then select “Replace whole
field with:”

d. Click inside the text box and enter “ProQuest Criminal Justice,” and then click on the
[OK] button.

e. Confirm the change by clicking on [OK], and then confirm again by clicking [OK] one
more time.

f. All of these references in the “Imported References Group” now include the name of
the database from which they were retrieved. This is useful metadata added to each
reference should you ever need to find all or some of the references in your library from
this particular database.

10
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EXERCISE PsycINFO — Vendor: EBSCOHost

. Open the PsycINFO database.

. In the first search box enter the expression (substance OR drug) N4 abuse (limiting to the TI
Title field) and then drop down to the next search box and enter the expression evaluat* OR
assess™ (limiting to the TI Title field).

3. Confirm that the AND operator is the selected Boolean operator between the two search boxes, and

limit your search from 2008 to 2015. Then click on the [Search] button.

4. Click on the Share button and then click on “ = Results (1 — ##) ” to add these references to
your EbscoHost folder.

N —

5. Click on the icon that is located on the Ebsco main menu bar.
6. Check the “Select/deselect all” box to select all the records, and then click on |- Export|

7. Select @ Direct Export in RIS Format (e.g. CITAVI, EasyBib, EndNote, | and then click on the [SAVE] button.

This may open a “File Download” box with 3 options: [Open], [Save] or [Cancel]; select
[Open].

8. Records will be exported directly into the library that is currently open and active and will be
placed in the “Imported References Group.”
9. Randomly check these records for errors

a. Iferrors are detected, move the flawed records to another group, e.g., Problem References
Group, to edit later.

b. Assign the remaining references (usually most or all the records) to an appropriate “Group”
or simply allow these references to become part of your library.

10. Optional Global Edit to add valuable metadata:

a. Confirm that you are still looking at the “Imported References Group.” Now you will
conduct a global edit of your newly imported references.

b. Click on [Tools] from the Endnote menu bar and then click on “Change/Move/Copy
Fields.”

c. After “In:” select the “Name of Database” ficld, and then select “Replace whole field
with:”

d. Click inside the text box and enter “PsycINFO” and then click on the [OK] button.

e. Confirm the change by clicking on [OK], and then confirm again by clicking [OK] one
more time.

f. All of these references in the “Imported References Group” now include the name of the
database from which they were retrieved. This is useful metadata added to each reference
should you ever need to find all or some of the references in your library from this
particular database.

11


http://proxy.libraries.uc.edu/login?url=http://search.ebscohost.com/login.aspx?profile=ehost&defaultdb=psyh

E

XERCISE SCOPUS — Interface: Elsevier

N —

[98)

Open the SCOPUS database and conduct the following search.
Enter the expression “cognitive dissonance” W/4 personality. (including the quotation marks)

NOTE: The “W/4” is a proximity operator that, in this case, requires the word “personality” to be
within 4 words of the expression “cognitive dissonance.” Any number may be substituted
for the “4.”

Press the [Search] (magnifying glass) button.

Limit this result further from the “Subject Area” box to “Psychology”, and press the [Limit to]
button.

In the Document Results box put a check in the “All” box to select all the references, and then
select [Export].

16 document results  view secondaryd/omﬁems Malyze search results
Search within results... &~ B Export % Download [@ View citation overview | @9 View Citedby | More... -
Refine & Psychopathic personality traits and cognitive dissonance: Individual differences in Murrg
1 attitude change Lilien

8.
9.
10

)

10

This will invoke the reference manager selection box. (see below)
For “Export format:” select “RIS” format.
. For “Output:” select “All Available Information” and then press [Export].

Choose your default reference manager or file type: (@ A

Scopus offers integrated export functionality with Mendeley and Refworks.
Or, to use a different reference manager, choose a file format

E Save to Mendeley (® RIS Format <

EndNote, Reference Manager

Sy RefWWorks direct export O CsV
Excel

O BibTeX

O Text
ASCIl in HTML

Choose the information to export:
Choose the information you want to export to the reference manager or file.

[AIJ available information <

This may open a “File Download” box with 3 options: [Open], [Save] or [Cancel]; select [Open].

. Records will be exported directly into the library that is currently open and active and will be
placed in the “Imported References Group.”

12
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11. Randomly check these records for errors
a. Iferrors are detected, move the flawed records to another group, e.g., Problem References
Group, to edit later.
b. Assign the remaining references (usually most or all the records) to an appropriate “Group”
or simply allow these references to become part of your library.

12. Optional Global Edit to add valuable metadata:

a. Confirm that you are still looking at the “Imported References Group.” Now you will
conduct a global edit of your newly imported references.

b. Click on [Tools] from the Endnote menu bar and then click on “Change/ Move/Copy
Fields.”

c. After “In:” select the “Name of Database” ficld, and then select “Replace whole field
with:”

d. Click inside the text box and enter “Scopus” and then click on the [OK] button.

e. Confirm the change by clicking on [OK], and then confirm again by clicking [OK] one
more time.

. All of these references in the “Imported References Group” now include the name of the
database from which they were retrieved. This is useful metadata added to each reference
should you ever need to find all or some of the references in your library from this
particular database.

13



EXERCISE Summon (This search tool provides a master index for many of the research
literature databases, including the UC Libraries’ library catalog.)

Open the Summon database.

Select the [Advanced Search] option to invoke the window displayed below.

3. In the title search box, enter the following expression: child* obesity longitudinal and press the
[Search] button.

N —

With these terms | Basic Search

Written/created by | |

e.g. Fitzgerald

With these words in the title- [ child* obes* longitudinal |

e.g. The Great Gatsby

ISEN | |

From this publication

e.g. Journal Of Endocrinology

Volume | |and Issue| ‘
Dates published from |_b| |v _ to ull v [—
Show with this format: | Any Format v |
Show Only: [ jtems with full text online

O scholarty materials, including peer-reviewed
[ items in the library catalog (mostly print and physical material)

Exclude from resulis: [] Newspaper articles
D Book reviews
Ul Dissertations

Expand your results: [ |ncjude results from outside your library's collection

Reset Form Clear Form Search Cancel

14


http://uc.summon.serialssolutions.com/

4. Save the first three references by clicking on the “save this item” icon associated with each
reference. (Note: You will need to “mouse over” each reference to activate this icon.)

Analysis of Drop-Outs in a Longitudinal Study: The Spanish Sample of the” Q &a

EU Childhood Obesity Programme: Early Programming by Infant Nutrition s

(QLK1-2001-00389") (EPOC)

“Full Author: Méndez, G; Escribano, J; Closa, R; Capdevila, F; Lugue, V; Marine, J

text Early Nutrition and its Later Consequences: New Opportunities Vol 569 ISBN: 1402035349 |ISSN: 0065-
2598 Date: 2005 Start Page: 217
Subjects: Medicine & Public Health, Developmental Biology, Pediatrics, Medicine/Public Health, general
Availability: Full Text Online

5. At the bottom of the Summon search results page click on your “Saved Items” (see below) to
invoke the “Saved Items” dialog box. J

2015 Summon | Powered by ¢ Summon™ Personalized Search ‘\1 Saved ltems (3) | Clear VI

6. Click on “EndNote.” This may open a “File Download” box with 3 options: [Open], [Save] or
[Cancel]; select [Open].

7. Records will be exported directly into the library that is currently open and active and will be
placed in the “Imported References Group.”

8. Randomly check these records for errors

a. Iferrors are detected, move the flawed records to another group, e.g., Problem References
Group, to edit later.

b. Assign the remaining references (usually most or all the records) to an appropriate “Group”
or simply allow these references to become part of your library.

9. Optional Global Edit to add valuable metadata:

a. Confirm that you are still looking at the “Imported References Group.” Now you will
conduct a global edit of your newly imported references.

b. Click on [Tools] from the Endnote menu bar and then click on “Change/ Move/Copy
Fields.”

c. After “In:” select the “Name of Database” ficld, and then select “Replace whole field
with:”

d. Click inside the text box and enter “Summon” and then click on the [OK] button.

e. Confirm the change by clicking on [OK], and then confirm again by clicking [OK] one
more time.

f. All of these references in the “Imported References Group” now include the name of the
database from which they were retrieved. This is useful metadata added to each reference
should you ever need to find all or some of the references in your library from this
particular database.
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EXERCISE Web of Science (Web of Knowledge) — Vendor: Thomson Reuters

1. Open the “Web of Science” database.
2. Enter the following search query: “learning style*” NEAR/4 technolog* (see below), then select
the “Title” field, and then click on the [Search] button to invoke the search.

Basic Search \l/ J/

“learning style®™ NEAR/4 technolog® Title ~ m

+ Add Another Field Reset Form

3. The Web of Science will display the first 10 of your retrieved records. Scroll to the bottom of the

page (image below). The next three steps will prepare your records for exporting to EndNote.

a. Step 1: Select “Select Page” to save the first 10 records from your search.

b. Step 2: Select “EndNote desktop” as your citation & reference management tool.

c. Step 3: “For Record Content:” select “Author, Title, Source, Abstract,” and then click on
“Send.”
This may open a “File Download” box with 3 options: [Open], [Save] or [Cancel]; select
[Open].

\

[] SelectPage | B | SavetoEndNote desk... ~| Add to Marked List

4

Save to EndMote online

Save to EndNote desktop
Sort by: | Publication Date - 1 Save to ResearcherlD - | wrote 4 Page | 1
Save to Other File Formats
Save to RefWorks

Show: | 10 per page

4. Records will be exported directly into the library that is currently open and active and will be placed
in the “Imported References Group.”
5. Randomly check these records for errors
a. Iferrors are detected, move the flawed records to another group, e.g., Problem References

Group, to edit later.
b. Assign the remaining references (usually most or all the records) to an appropriate “Group”
or simply allow these references to become part of your library.
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7. Optional Global Edit to add valuable metadata:

a.

b.

Confirm that you are still looking at the “Imported References Group.” Now you will
conduct a global edit of your newly imported references.

Click on [Tools] from the Endnote menu bar and then click on “Change/ Move/Copy
Fields.”

After “In:” select the “Name of Database” ficld, and then select “Replace whole field
with:”

Click inside the text box and enter “Web of Science” and then click on the [OK] button.
Confirm the change by clicking on [OK], and then confirm again by clicking [OK] one
more time.

All of these references in the “Imported References Group” now include the name of the
database from which they were retrieved. This is useful metadata added to each reference
should you ever need to find all or some of the references in your library from this
particular database.
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EXERCISE WorldCat — Interface: OCLC FirstSearch

1. Open the WorldCat database, and conduct the following search.

2. Enter the expression “difference* gender science” (see below) into the first search text box,
and limit your search to the “Title” field. (Note: WorldCat inserts the Boolean “AND” between
search terms.)

3. Further limit your search by entering “2007-2012" into the Year box and checking the “Books”

box and then press [Search].

Search | Clearl

WorldCat ~ @ (updated: 2012-12-18)
OCLC catalog of books and other materials in libraries worldwide

Search in database:

Search for: difference* gender science Title -
and ~ ﬂ Kmrd -
and - Keyword -

Year  EID»  2007-2012 (format: YYYY-YYYY)
Limit to: Language No Limit ¥ Show all languages ...
Number of Libraries All -9

=> € Books

Limit type to:

match any of the following

O & Visual Materials
] E Computer Files

0 @ Internet Resources O B Continually Updated Resources

[1 @@ Serial Publications [ [B Articles
E ) Sound Recordings [ @ Musical Scores}
] %Archival Materials [ E Maps

4. Click on the “Export” button from the menu bar

Home

Databases

Searching

[ List of Records I Detailed Record I Marked Records I Saved Records

Gnio page -

e O

Sort Related Related Limit

E-mail Print Export Help

WorldCat results for: ti: difference* a
Records found: 41 (English: 40) Rank by

5. From the “Direct Export Records” screen select the radio button for “Records 1-10,” and select
“EndNote,” then press [Export].
Export: @ Records1-10
@ EndNote (get |latest filters)
Export To: © RefWorks
@ Textfile
Note: OCLC does not distribute or provide support
Export
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11.

12.

This may open a “File Download” box with 3 options: [Open], [Save] or [Cancel]; select
[Open].

From the “Choose an Import Filter” box, enter “WorldCat” into the “Quick Search” box and
press the [Enter] key.

Select “WorldCat (OCLC) and press the [Choose] button.

Your newly imported references will display in the “Imported References” group.

. Randomly check these records for errors.

a. Iferrors are detected, move the flawed records to another group, e.g., Problem References
Group, to edit later.

b. Assign the remaining references (usually most or all the records) to an appropriate “Group”
or simply allow these references to become part of your library.

Optional Global Edit to add valuable metadata:

a. Return to the “Imported References Group” to provide a global edit of your newly
imported references.

b. Click on [Tools] from the Endnote menu bar and then click on “Change/ Move/Copy
Fields.”

c. After “In:” select the “Name of Database” field, and then select “Replace whole field
with:”

d. Click inside the text box and enter “WorldCat,” and then click on the [OK] button.

e. Confirm the change by clicking on [OK], and then confirm again by clicking [OK] one
more time.

All of these references in the “Imported References Group” now include the name of the
database from which they were retrieved. This is useful metadata added to each reference
should you ever need to find all or some of the references in your library from this particular
database.
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As indicated previously, the most efficient method for entering new references, particularly multiple
references, into your EndNote library is usually via direct export from a database. Occasionally,
however, manual entry of references is necessary or even preferable to the direct export. There will be
occasions, for example, when you have a single reference or perhaps even several references to enter
into your EndNote database and none of the references came from or appeared to come from an
electronic database. In such instances you may find manual entry faster and more convenient than
trying to “find” said references in an electronic database that provides an export or even an import
capability.

Creating a New Reference

Adding a new reference manually is usually a simple,
straight forward operation. Open a new reference data 5 endNote X7 - [Sample_Library X7 W

form (see right), be sure to enter the correct reference (] File Edit [References | Groups Tools Window Help
type, enter the bibliographic information and save the @ ee " Rﬁfﬁgfﬁ Suth
reference. Details for entering specific bibliographic My Library ::EZ;EF:W s ;t:;
information can be found on page 52 of the EndNote X7 ' — —

User Guide.

Choosing a Reference Type

The “reference type” (book, journal, manuscript, etc.) not only determines the type and number of
editable fields in a reference, but it also controls the formatting of the references for bibliographies.
Therefore, it is essential that you select the appropriate reference type when manually adding new
references.

w Manually addlng references Burle, Bret (2000). High speed memory scanning.
Cognitive Brain Research, 9(3), 327-337.

Open your MyFirst library. Burle, Bret (2000). Response selection in a four
The data for this exercise is in the box on the choice task. Cognitive Brain Research, 9(4), 125-134.
right. You have two references to enter by the
author Bret Burle. E EndNote X7 - [New Referencel IR
3. If you W?nt tc()}place ﬂl';lS flelfefletri;e tin one Of @ File Edit References Groups Tools Window Help
our custom Groups, highli at group.
%therwise, highliglilt theg EnfcgiNote pgrmalr)lent € B Reterence
group, “All References.” | Ji| 2 | ‘ ‘ B! ' | Plain For
4. Select References from the EndNote menu bar ¢ Erence N | curnal Artice D
and then select New Reference. (See above) E
5. For “Reference type” select “Journal Article.” || gure Bret
(This is a critical step. Be certain you select Year
the appropriate Reference Type to ensure your ||| 2°%°
data displays correctly in the output style you || Ioe

High-speed memory scanning|

N —

"X Attached PDFs | ﬂ.

choose.) (See image on the right) Journal
6. Enter your data in all the necessary fields. Cognitive Brain Research
7. Save the reference by closing it. Volume
8. Repeat this exercise with the 2™ Burle isue
reference. 3
| Pages
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TIP: When you manually create references, be aware of which EndNote group or
customized group is highlighted or open. The new reference will be
automatically added to the open group.

Editing a reference

There are many reasons to edit a reference. Perhaps the two most common reasons are to either correct
reference formatting errors, e.g., all of the letters in a reference title exported from a database are in
upper case (see below), or to add additional information, e.g., a missing author’s name or even your
own notes to enhance the value of a reference.

ﬁ ‘ ) j | E B | e | e | Quick Search L - X ShowSearrh Panal I

i e FP— Unfortunately, occasionally data exported

& ol PeterE 2000 Information Technoloay and the | 11O databases contains formatting errors.

o B Cushing, AL 2012 Exploring the potent | Such is the case here where the article title is

» B Kim, Jinyoung 2012 Guiding UserstoImp| |k Person completely in UPPER CASE. You will need
i Nunes, B.P.; Kawase, R.; Dietze, 5. Bernardino, ... Annotation tool for el inge-l{ tO edit these tprS of errors.

o B 2012 Whip your inbox into] e -

o B 2012 6 tips to save time tlook HP Technology at Work: T...

Noszkay, Habil; Balogh, Anik KNOWLEDGE MANAGEMENT: A NEW ROLE OF UNIVERS... International Journal of Man...

Reference  Preview @Atta ched PDFs

8

[Caar

MNoszkay, Habil, & Balogh, Anik. (2012). KNOWLEDGE MANAGEMENT: A NEW ROLE OF UNIVERSITIES. International Journal of Management Cases, | U a B

14(2), 131-136. ﬂ

This formatting error causes an output error. In this case, the
title of this article will be output in the bibliography in
UPPER CASE. (Shown in APA 6™ ed. style.)

Selecting and opening single & multiple References

To work on a reference (e.g., to edit, copy, export, etc.) simply highlight the reference, right click and
then select “Edit References” from the drop down menu (see below). OR just double click on the
reference; does the same thing. To select a group of non-contiguous references, hold down the [Ctrl]
key and highlight references. To select a contiguous group of references, drag your mouse cursor over
them with the left mouse button suppressed. Finally, to select the complete group of references in the
library window, click on [Edit] on the EndNote menu bars and then click on “Select All.”

EndMote X7 - [Sample_Library X7

File Edit References Groups Tools Window Help

ﬁ m| Select Another Style... - (| S @ ﬁ ‘ ) ‘ @ ‘ @ |:__| Z?‘ e .l‘_l!.

o & Author Year Title
Laudato, Anthony
Pepperberg, I M. 2001 In search of King Solomoen's ring: Cognitive and communicati
Pepperberg, I M. 1999 Rethinking syntax: A commentary on E. Kako's "Elements of =

e | Quick Search

Bird grooves to the beat
Record Summary...

Mew Reference

Pepperberg, 1. M. 2004 Cognitive and communicative capacities of grey parrots — i Edit References

Left click on the reference to highlight it, and . i i
then right click to invoke the drop down menu. .

Then click on “Edit References.”
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EXERCISE Opening and closing single and multiple references
(use the (MyFirst library)

1. To OPEN a reference in the Reference List panel complete either of the following operations:
a. double click on a single reference OR
b. highlight a reference and then click on References from the menu bar and then click on “Edit
References.”
2. CLOSE the reference by using either of the following techniques:
a. click on File on the menu bar, and then click on “Close Reference.”

]

b. Click on the inner gI box in the upper right hand corner of the EndNote window.
* | e—

Multiple References
1. To OPEN multiple references, highlight any five references in the Reference List pane.
2. Click on References on the EndNote menu bar, and then click on “Edit References” to open all
five references.
3. CLOSE one of the five references by using either of the following techniques:
a. click on File on the EndNote menu bar, and then click on “Close Reference.” OR
o

b. click on the inner %I(E(Kin the upper right hand corner of the EndNote screen.

4. CLOSE the remaining four references by holding down [Ctrl] [Shift] and pressing the [W] key.
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Either of two reasons may direct you to “import” references into Endnote.

1) Occasionally your only electronic option for adding references to your EndNote library is to
import references by using the “importing saved references” function. This is true when a
research literature database does not offer a direct export option or if the database offers the
direct export option but it fails to work.

2) Articles you have already downloaded as PDFs are often more convenient to “import” than to
add all of the data manually and then “attach” the PDF to the reference. If you have a single
PDF or even a folder of PDF files, it may be possible to import such references with a minimal
amount of typing, and the PDF is automatically attached to the reference.

The process of importing references may require a few more steps than using the direct export function
but there is at least one major advantage to importing. Importing references from research literature
databases does enable control over duplicate references.

Importing references from a research literature database requires that you “save” the references in a
text (.txt) file and in a tagged format. (Note: This step is not necessary for importing PDFs.) The latter
requirement simply means that you must save the records in an “EndNote,” tagged or similarly named

format.

Once you have saved the data as a “.txt” file, you
simply click on [FILE] from the EndNote menu

bar and then select “Import” from the drop down
menu (right) and then select “File.” OR simply
click on the “import” icon on the same menu

bar (right).

This will invoke the “Import File”
box into which you enter the path (see
“Choose”) for your saved tagged file,
select the correct import filter and
make a decision on how to handle
duplicate records.

I EndNote X7 - [SEM

Eﬂ[ File | Edit References Groups Tools Window Help
= Mew...
C = Qg r
1 Open Library... Ctrl+O
? Open Shared Library... Ctrtl+Shift+ 0
ent of cdching ang
Open Recent 3
| erience|n proble
Close Library Ctrl+W n grey pprrots (Psi
icture of flew Cale
Sa\"k S n and sdcial intera
Savels... oblem gblving in 4
Save a Copy... cal symiols by bir
u Revert ity of bi ds for syrr
Aoz n crowyreason a
Export...
——>  mpor Import
.
1con
Import File M
Import File: I Choose...
Import Option: Reference Manager (RIS) -
Duplicates: [Import into Duplicates Library v]
Text Translation: [N" Translation - ]
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EndNote import exercises in this workbook

Database Name

Brief Description

Notes

PubMed

National Library of Medicine (NLM) database of
the biomedical literature

No direct export option is available
from NLM. Data must be imported into
EndNote.

RefWorks

This is a personal bibliographic service similar to
EndNote

RefWorks references are exported as a
file in RIS format. The exercise for
importing references from RefWorks
includes instructions for this operation.
The RIS file of exported references
from RefWorks can be imported into
EndNote, again in RIS format.

PDF or folder of PDFs

Either a single PDF or a folder of PDFs can be
imported into EndNote, often with complete
bibliographic information.

Sometimes the PDFs have no DOI or
the article is not registered with
CrossRef.org and no bibliographic
information is downloaded.

(NOTE: Two of the three import exercises in this workbook include instructions for searching,
retrieving records, preparing those records for importing and importing into EndNote. The
PDF import instructions include only information about importing the records into EndNote.
For the PDF exercise you need only save the folder of PDF articles (attached to the top of the
PDF exercise page), to your desktop and then open it during the EndNote import process.)
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EXERCISE PubMed — Interface: NLM

This example includes an exercise in opening the PubMed database and saving references as a text
file. URL for PubMed (http://www.ncbi.nlm.nih.gov/entrez/query.fcgi?db=PubMed)

1. Open the PubMed database and select the “Advanced” search mode (below).

= NCBI Resources(¥] How To ¥

PI.IblmEd.gﬂu PubMed =]

US Mational Library of Medicine
National Institutes of Health Advanced -

1. Enter a search for the terms influenza AND vaccine* (both in the TITLE fields) for publications
dated 2011 to the present, and click on the [Search] button. See the Advanced Search box below.

Builder
Title |~ | influenza
AND| ~ | Title |~ | vaccin®
AND| ~ | Date - Publication [~ 2011/01/01  to present

AND| ~ | All Fields B
or Add to history

2. Your results will display as in the graphic below. Select the first four records and then click on
“Display Settings” to put your records in the correct format for exporting into EndNote.

Display Settings: Summary, 20 per page, Sorted by Recently Added

T Send to:

Page 1 of 95 Mext = Last
Results: 1 to 20 of 1956 Selected: 2

Economic benefits of inactivated influenza vaccines in the

1. prevention of seasonal influenza in children.
Salleras L, Navas E. Tomer M, Prat A4, Garrido P, Soldevila M,
Dominguez A
Hum Waccin Immunother. 2013 Jan 7;9{3). [Epub ahead of print]

PMID: 23295804 [PubMed - as supplied by publisher]
Related citations

(w¥]: Prevalence of influenza and adherence to the anti-flu

~
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3.

To prepare your results for importing into EndNote, select “MEDLINE” for your format, and then
press the [Apply] button (see below).

Format ltems per page Sort by

*) Summary 25 @ Recently Added

@ Summary (text) @10 (@) Pub Date

(@) Abstract © 20 (@ First Author

©) Abstract (text) © 50 @ Last Author

{@MEDLINE €— @ 100 © Journal

@ XML © 200 ) Title

© PMID List
e — —

9]

Click on the Im ort] button. w [
- mport
. The imported references will L - o ia lharas . Sl indis
appear in the “Imported
References” group. Import Data — \'"ﬂueﬂza-m Choose File...
Import Option: =——> PubMed (NLM) -
Duplicates: :> [Import into Duplicates Library - }
Text Translation: [NC' Translation % J
Import | ‘ Cancel |

Use your Browser’s “Save As” function to save the file to your computer. Name the file

“Influenza.” Make sure to save the file as a “.txt” file via the Save as type option (see
below). (Note: you may want to pay attention to “where” you save the file.)

File name: m

Save as type: ’TEHI File (*.txt)

Open EndNote and select your MyFirst library or another EndNote library of your choosing.
Select File from the menu bar, select Import and then select “File.” The Import box will display
(see below).
From the Import dialog box, press the [Choose File...] button to find and select the file you just
saved via your browser.
For the Import option, select “PubMed (NLM)” as the import filter you will use to convert your
data.

a. If PubMed (NLM) does not appear in the short list of filters, select “Other filters.”

b. A “Choose an Import Filter” box will open. Enter “pubmed” in the Quick Search box and

press [Enter].

c. Click on “PubMed (NLM)” and then press [Choose].

For the Duplicates option, select “Import into Duplicates lerary ”
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13. Randomly check these records for errors
a. Iferrors are detected, move the flawed records to another group, e.g. Problem
References Group, to edit later.
b. Assign the remaining references (usually most or all the records) to an appropriate
“Group” or simply allow these references to become part of your library.

14. Optional Global Edit to add valuable metadata:

a. Return to the “Imported References Group” to provide a global edit of your newly
imported references.

b. Click on Tools from the Endnote menu bar and then click on “Change/ Move/Copy
Fields.”

c. After “In:” select the “Name of Database” field, and then select “Replace whole field
with:”

d. Click inside the text box and enter “PubMed,” and then click on the [OK] button.

e. Confirm the change by clicking on [OK], and then confirm again by clicking [OK] one
more time.
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EXERCISE RefWorks — RefWorks is a personal bibliographic management tool, similar to
EndNote. It is possible to transfer records from RefWorks into EndNote.

1. Select File from the EndNote menu bar, then select Import and then select File.

2. From the Import File dialog box, choose (find and select) the file you wish to import. In this
exercise find the file “RefWorksExport.txt” in the ...Roberts/EndNote folder.. Highlight this file
and press [Open]. (Note: The references used in this exercise were already exported from
RefWorks for you. If you need to perform this operation, follow the instructions in the side bar.)

Instructions for Exporting
References from RefWorks

1.

8. Optional Global Edit to add valuable metadata:
a.

b.

Select References from the RefWorks
menu bar, and then select Export to
display the Export screen.

Identify the references you wish to
export by selecting one of the
following options: “All References,”
“MyList” or one of your folders.

In the Export Format options area,
select “Bibliographic Software” to
create a text file suitable for import
into EndNote.

Click on the [Export] button to open a
new browser window of your exported
references.

Use your browser to save these
references as a “.txt” file, and then
follow the instructions in the above
RefWorks exercise to import the
references into EndNote.

3.

For the Import option, select RefManager
(RIS) as the import filter you will use to convert
your data.

a. If RefManager (RIS) does not appear in
the short list of filters, select “Other
filters.”

b. The “Choose an Import Filter” box
will open. Enter “RefMan RIS” in the
Quick Search box and press [Enter].

c. Click on “RefMan RIS “ and then press
[Choose].

For the Duplicates option, select “Import into
Duplicates Library.”

Click on the [Import] button.

The imported references will appear in the
“Imported References” group.

Randomly check these records for errors

a. Iferrors are detected, move the flawed
records to another group, e.g., Problem
References Group (a group you created)
to edit later.

b. Assign the remaining references (usually
most or all the records) to an appropriate
“Group” or simply allow these
references to become part of your
library., i.e., no groups assigned.

Return to the “Imported References Group” to provide a global edit of your newly imported

references.

Click on [Tools] from the Endnote menu bar and then click on “Change/Move/Copy

Fields” to open a new dialog box.

After “In:” select the “Database Provider” field, and then select “Replace whole field

with:”

Click inside the text box and enter “Data from [whomever sent you the data],” and then

click on the [OK] button.

Confirm the change by clicking on [OK], and then confirm again by clicking [OK] one

more time.
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EndNote X7 - [Sample_Library_X7]

Importing References from PDF Files/Folders

The PDF import feature enables fast and convenient conversion of a folder of PDF files or the
conversion or a single PDF file into EndNote references.
readable (not an image) and include a DOI (digital object identifier). EndNote creates references by
using the DOI information and capturing data from www.CrossRef.org . Moreover, the full text
record is “automatically” added to the respective EndNote reference.

This feature requires the PDF documents be

EXERCISE (1) -- Folder of PDF files (Desktop>Roberts > EndNote >

PDF_Folder)

un

Edit References Groups Tools Window Help
New...
w e Q¥ re| >
Open Library... Ctrl+0 .
M )
! Open Shared Library... Ctrtl+Shift+ 0
Open Recent 3 Any Field
.ri Close Library Ctrl+W Author a Ye
o Save Ctrl+5  [Bird, C. D.; Emery... 20 3
Save As... Brinklov, 5. Kalko... 20
Save a Copy.. Chiu, Chen; Moss... 20
Revert Clayton, M. 5; E.. 20
Delong, C. M, Br... 20
Share... Emery, M. J. 20
Emery, M. 1; Clay... 20
=g Export... Erocre bl 1. Cacd w0 4
Import % » File... 5
Print... Ctrl+P ikl

200

Open the EndNote Library into which you
want to import the PDF references.

Select [File] from the menu bar, then select
“Import” and then select “Folder.” (see
left) to open the “Import Folder” dialog
box. (below and left)

Use the [Choose] button to locate and select
the desired folder of PDFs.

Note: If the selected folder includes sub-
folders of PDFs, be sure to check the
“Include files in subfolders” box.

For the “Import Option:” select “PDF.”
For “Duplicates” select “Import into
Duplicates Library.” (see below)

Click the [Import] button to invoke the
process to create the references and attach
the PDFs to each reference.

-

Import Folder

Import Falder:

Import Option:

Duplicates:

[]indude files in subfolders
[ create a Group Set for this import

Choose...

PDF

[Import All

? it
[cheese...|
]
=

Import Al
Discard Duplicates

=

Duplicates
ou actually have 3 options here:

1. Import All — gets everything,
including duplicates

2. Discard Duplicates — uses an
EndNote algorithm to identify
and discard duplicates

3. Import into Duplicates Library —

uses the same algorithm to
identify duplicates, but EndNote
saves the duplicates into a

“Dunplicates” library.”

(Note: the duplicates library will be similar to the library into which you just imported references. For
example, if your EndNote library is “MyFirst,” your duplicates library will be “MyFirstDuplicates.”)
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EXERCISE (2) -- A Single PDF file

1. Open the EndNote Library into which you want to import a PDF reference.

Select [File] from the menu bar, then select “Import” and then select “File” to open the “Import
Folder” dialog box.

Use the [Choose] button to locate and select the desired PDF file.

For the “Import Option:” select “PDF.”

For “Duplicates” select “Import into Duplicates Library.”

Click the [Import] button to invoke the process to create the reference and attach the PDF to
the reference.

D

SNk w
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EndNote provides access to local catalogs such as UCLID and OhioLINK and to hundreds of other
online catalogs, including some notable and prodigious databases such as the Library of Congress and
the National Library of Medicine. The EndNote Online Search utility through which you can search
the aforementioned catalogs/databases is the same utility used to search your own EndNote built
library. Through this one search utility/interface you can search your EndNote library, UCLID,
OhioLINK and hundreds of other catalogs/databases, thus reducing the learning curve you would
experience if you had to use different interfaces for all of those catalogs/databases. Moreover,
EndNote’s Online Search utility exports records from those catalogs/databases into EndNote
accurately and seamlessly. This is often not the case if you were to attempt to export records from the
search utilities of the individual library catalogs.

TIP: The EndNote online search tool is an information retrieval protocol (239.50)
used for searching library catalogs and selected “free” research literature
databases. Fee-based (access restricted) databases are generally not
available through the EndNote’s Z39.50 utility. Fee-based databases, e.g.,
PsycINFO or ABI Inform, are best searched by using the search engine or
interface of the fee-based database. Records from these databases may then
be exported or imported to EndNote.

Overview

EndNote uses “connection files” to store specific information on how to connect and search hundreds
of catalogs. You must select the correct connection file to search a specific catalog.

EXERCISE Setting up Connection groups for access to library catalogs

1. Make sure your Groups panel is open. If not, select [Groups] from the EndNote menu bar, and

then select “Show Groups” to open the Groups panel.
0| Quick Search 2 = ¥ Show Search Panel

2. Click on the Show Search Panel option on the menu bar.

3. Click on [Tools] from the EndNote menu bar.

4. Click on “Online Search.” This will open the “Choose A Connection” dialog box.

5. In the “Quick Search” box enter the name of the catalog or database you wish to search. In this
instance enter “ohiolink™ and press the [Enter]| key.

6. Highlight “OhioLINK,” to add it as a favorite and then press the [Choose] button.

~

The connection you selected, OhioLINK, will now appear in the Groups panel under the Group Set
“Online Search.” (see below)

MyUbeary | ' _ cpwons ») 1ex I Kencte Lbvary v ]t case
[ Al References as) P
@ Ufled as) PlsStos w |} Contairs - | I B
i Trach g At v Aumor/TigeSubect v Contars il Q0
Ad v Tike v Comlars - £ 58!
= My Groups
S Onlne Search e 0 Awchor ‘ Year Tithe Fating
€4 Uitrary of Congress 0)
€1 LISTA (E8SCO) 0)

m B | |
€L PuoMed (NLM) 0) |
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EXERCISE Performing a remote database (library catalog) search

[y

Complete the preceding exercise on “Setting up Connection groups...”

2. Make sure the Groups panel is open. If it is not, open it by clicking on Groups on the menu
bar and then clicking on “Show Groups.”

3. Click on the “Online Search Mode” icon (see below, dashed arrow) on the EndNote menu bar

. (NOTE: This will open a temporary Reference List panel for your search results.)

File Edit References Groups Tools Window Help - &%
»
&@‘ APA Gth L4 -“ ] ﬁ s ‘ 7 </ -ﬂl 0‘ Quick 5earch '0 v
S

~~Online Search Mode icon

4. In the Groups panel and under “Online Search,” click on the “OhioLINK” group (see below).
(Note: This will invoke the OhioLINK connection file and open the EndNote Online
Search box to enable your search of the OhioLINK catalog.)

5. Setup your search to look “exactly” as in the graphic below, especially including the “OR” in
the first Boolean operator box and all the search fields set to “Author/Title/Subject,” and then
click on the [Search] button to begin the search.

| 4

FiIe Edit References Groups Tools Window Help -8 %

GG‘ APABth . |/ & rs ‘ 7 ) al 0‘ Quick 5earch P i

| a

T
My Library ‘ Search Options  # Search Remote Library v [ |MatchCase [ |Match Words
*| Online References {0) —
|| ) Author Title /Subject » Contains - ||nte|||gence E]
I“'i Online Trash ()]
m Author,Title/Subject ntains - |IQ tests E]
[ Online Search
) And Author,Title/Subject ¥ (Contains v |\'E|idit)‘ E]
41 Library of Congress m
. -
€L LISTA (EBSCO) @ | o & Author Year  Title
€ PubMed (NLM) (0)
ﬂWeb of Science Core Collection (.. (0)

6. A “Confirm Online Search” box should indicate your search result total. Click on the [OK]
button to download these results to your temporary library online search window.

O . TIP1: At any point during the downloading of these

Found 25 records. records you may pause the process by

Retreve records fom: ' by, | clicking on the [Options] button (see image
Clear curenty dispayed recitz befor refrieving recorce. above) and then clicking on “Pause.”

—_— TIP2: If you retrieved too many records you can
either adjust the total downloaded to your

library or cancel the download entirely and
refine the search to retrieve fewer records.

OR - if your retrieved too
many records, select the
[Cancel] button to cancel

the download.
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7. Copy any four references (see 3a & 3b below) for your EndNote Library using the “Copy to
Local Library” icon (below). The remaining references will NOT be added to your personal

library.

Select references you wish to keep by holding down the [Ctrl] key and clicking on each
reference you intend to keep.

b. After selecting (highlighting) references, click on the “Copy to Local Library” icon
(graphic below, dashed arrow) and then click on the “Integrated Library & Online
Search Mode” icon (graphic below, solid arrow) to return to your local library.

a.

File Edit References Groups Tools Window Help

AN
Integrated Library & Online Search Mode ~ Copy to Local Library icon

An EndNote “Warning” message will appear to confirm your discarding of “all online
references.” You may click [OK] for this.

C.

]

EndMote

Are you sure you want to discard all online references? This cannot be
d l\_ undone,

[ ok || Cconcel

8. Your new references will appear in the “Copied References” group at the top of the Group
panel. Click on “Copied References” to display these references in the References List pane.
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Groups can be an extremely useful tool to facilitate the organization of your EndNote references.
EndNote creates many of these groups, and you have the option to create three additional types of
groups. All of these groups can significantly enhance your ability to organize, manage and find your
references. See the table below for an explanation of all the different types of groups.

Permanent & Temporary Groups Custom, Smart & Combination
Created by EndNote Groups
Created by you (Limit: 5,000 groups)
Permanent Description Group Description
Groups Type
All References Displays “all” the refs' in your Custom Refs can be copied or dragged
library (You creatc) and dropped into these groups.

Updated only when you add
refs to these groups.

2]

Unfiled Refs not placed in either a Smart Refs are added “automatically

“custom” or “smart” group (You create) based on your search query.
Updated automatically when

new refs match search query.

Trash Refs removed from your library Combination ] Combination of smart and
are held here until you remove (You create) custom groups that are updated
them permanently. These refs are automatically when new refs
recoverable until removed from the match your saved search query
Trash group -- similar to the and whenever you add refs
Windows “Recycle Bin.” manually to these groups.
Sync Status Though placed in the Groups Panel, this is not truly a group. Clicking on

“Sync Status” will provide information about the latest synchronization.

Sync Conflicts Appears only when there are conflicts with refs from synchronization

Temporary Groups® | Description

Duplicate References | Refs found with the “Find Duplicates” command

Imported References | The most recent group of refs imported or exported into your library

! Refs is used as an abbreviation for “References.”
? These groups, not refs in them, are deleted when you close a library.
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Search Results The most recent group of refs resulting from either a quick or an advanced
search of your EndNote library

Full Text groups Comprised of dynamic sub groups that reveal full text searching results.

Permanent groups are just that — permanent. These group names always display in the group panel
even if there are no references in them. Temporary groups, on the other hand, are deleted when your
EndNote session ends, though the references from these groups remain in your library.

Customized, smart and combination groups are created by you. These groups provide an excellent
organizational and management tool that enables you to create up to 500 groups of your EndNote
references. You can place references manually to custom groups, and you can create a search query to
“automatically” send references to groups, including newly added references, based on your saved
search query. Additionally, a hybrid group, the Combination group, enables the “mixing” of the
custom and smart groups to create a group to which you can manually place references or
automatically add references via your save search query. Further, EndNote provides the “Group Set”
feature that enables the creation of group sets for a higher level of categorization of your customized,
smart and combination groups.

Custom groups

Group panel References can be sent to custom groups via EndNote
[l Al Reference commands or by dragging the references to a custom
J Sync Status.. group.
R US. End Note
A\ Sync Conflicts 2
permanent
& Unfiled ST (37) )
5 Trsh . EXERCISE Creating a new custom group
= Unfiled Groups (Open the MyFirst Library for this exercise.)
(&) Graduate Students ) 1. From the EndNote menu bar, click on Groups
(9 TRANSFER GROUP | Custom group 1 and then select “Create Group.”
({0 Web Development @ 2. Enter the name of your new group: Treatment
- ACADEMIC LIBRARIES/LIBRARIANS--FUTURE 3 ?{nd pr‘fi}i [Enter]. q . d
C’I\Academic Libraries/Librarians{Future) 4 ' « cpea © process an” create a second group,
Problem References.

(This latter group may be useful for depositing
downloaded references that require some editing.)

EXERCISE Adding references to a custom group (Use the MyFirst Library for this
exercise.)

1.

2
3.
4

Select the “All References” group.

Highlight any three references in the display window.

Right click your mouse and select “Add References to.”

Select the Problem References group to add these references to this group.

TIP:  You may find the occasion to set a reference aside for later editing. By creating
a group labeled “Problem references” or a similarly named group, you will have
a place in which to “store” references until you find time to correct problems.
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EXERCISE Removing references from any group and deleting groups (use the
MyFirst Library for this exercise.)

1. Click on the Problem References group in the Group panel.

Highlight the references you previously added.

Right click your mouse.

Click on “Cut.” (Note: These references will NOT be deleted from your library.)

Click on the Delete button to confirm.

Highlight the Problem References group, then right click and select “Delete” to remove the group.
Click on the Delete button to confirm

AN

Smart groups

Smart groups are created with search criteria. References are automatically added to these groups by
EndNote if the references match the search criteria. This is a very convenient way to organize
references automatically.

EXERCISE Creating a smart group (Use the MyFirst Library for this exercise.)

1. From the EndNote menu bar click on Groups and then select Create Smart Group.

2. Inthe Smart Group search box that appears (see graphic below), enter “Substance Abuse
Counseling” as the Smart Group Name.

3. Click on the down arrow next to “Any Field” and then select “Author” for the field label for the
first two boxes.

4. Change the first Boolean operator from “And” to “Or.” (see the arrow in the image below)

Add the author names “exactly” as you see them in the graphic below.

6. Click on [Create] to create your new Smart Group. Hence forth any new reference added to your
EndNote library that includes either of these two authors will automatically be added to this smart
group. (NOTE: These two authors publish prolifically in the area of drug abuse counseling and
therapy, thus adding everything added to your EndNote library with either of these two authors,
regardless of words used to describe their works, will automatically be added to your Substance
Abuse Counseling smart group.)

7. To test the effectiveness of this smart group open the PsycINFO research literature database and
enter the search expression “exactly” (including case) as follows:

AU simpson, d* OR AU dansereau, d*) AND substance abuse

8. Follow the instructions (steps 4 — 8) for exporting references from PsycINFO into your EndNote
library on page 11 of this workbook and note how the references are automatically placed into the
Substance Abuse Counseling smart group.

W

Smart Group — - — — = Lﬁ
Smart Group Mame: |Substance Abuse Counseling
] |
¢ Authar + Contains - |5imp50ﬂ, d |i| H
Or -  Author » Contains - |E|ar15&r&au, d |£| B
And -  Any Field = Contains - I E] |3
| And -  Any Field = Contains - I |£| El
| ——— = =
| Save ‘ | Cancel | Options... ¥ | |Match Case || Match Words
|
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Combination groups

You cannot add references manually to “Smart” groups. References can be added only via the
automatic route by utilizing a saved query. Custom groups, on the other hand, require manual deposits
of references, nothing can be added automatically. Combination groups, because they can be
composites of both smart and custom groups allow both manual and automatic entry of references. For
example, let us assume there is a smart group defined by the following query:

Results
All references added to
your library with any of the
terms on the left are
automatically added to the
smart group “Drug Abuse.”

Il

substance abuse OR drug abuse OR alcoholism

BUT, what if a reference is added to your library with the expression “meth addiction” in the
titte? This reference would not be added to your “Drug Abuse” smart group, AND you
cannot add it manually to the smart group.

However, if you create a custom group (let’s also name it “Drug Abuse”) and manually add
the reference to that group. Then you create a “Combination group” that combines the
contents of both the smart and custom “drug abuse groups.

Solution —the combination group enables you to collect rogue references that are on
topic but do not use the words in your smart group query by adding them manually to
the custom group, BUT you need check only your combination group for all the
references related to drug abuse.

EXERCISE Creating a combination group (Use the MyFirst Library for this exercise.)

1. From the Groups panel, select “Create from Groups” to Creme Prom o =
Open the “Create from G rou ps” Wll’ldOW. Use these options to create a new Group based on the criteria below:
2. Enter “Substance Abuse Counseling” for the group Group Name:  [Substance Abuse Counseing
name. Indlude References in:
3. Enter the group names for your previously created Treatment - BB
custom and smart groups (graphic on right). /m [or v} substance Abuse Counselng - @3E
4. Change the Boolean operator from AND to OR. [and_v] Selecta Growp - ®50
5. Click on [Create] to complete the exercise. [and | Selctacn - BB
NOTE: By using the “OR” operator (step #4) all manually -~ IS
added references to the custom group “Treatment” and all Create | [ Cancel |

“automatically” added references to the smart group
“Substance Abuse Counseling” will be included in your
combination group “Substance Abuse Counseling.”
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Group Sets

Group sets provide another level of organization of your customized and smart groups. All these
groups may be organized by up to 500 group sets. EndNote provides two permanent group sets: “Find
Full Text” and “Online Search;” the rest remain for you to create. Group sets may be expanded or
collapsed (using the + and — symbols) to show or hide groups under each group set. Further, group
sets may be renamed, deleted or even moved (to organize) by dragging the group set name in the
Group panel.

EXERCISE Creating a group set (Use the MyFirst Library for this exercise.)

1. From the Groups option on the menu bar, select “Create Group Set.”
2. Enter the name “DRUG ABUSE” for your group set and press [Enter].
(NOTE: Capitalizing Group Set names will facilitate their discovery.)

EXERCISE Moving a group to a group set (Use the MyFirst Library for this exercise.)

1. Left click on the “Treatment” group (keeping the button suppressed), drag the group over the
newly created group set, “Drug Abuse” and release the mouse button.

2. The “Treatment” group should now be under its new parent group set. Groups added this way will
automatically be sorted alphabetically.

File Edit References Groups Tools Window Help

v 8] » inEeEplmimE >t T e
| My Library ‘ Search

- more developed groups
Any Figl

@ Sync Status.. hierarchy of group sets and
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AS}rnc Conflicts 2) Author Year groups
Unfiled (397) Parkay, Forrest W. 2013
T Trash ®) $wigori, Marzen... 2014

Moayeri, Maryam 2010

Oliver, T. B.; Beg... 1998

=~ INFORMATION MANAGEMENT
Betts, R. P.; Bygr... 2003

= Unfiled Groups 2013 ﬂ
(B3 Graduate Students 1) Bruce, Harry; Jo... ~2004
[E3 TRANSFER GROUP [ih} Diekema, Anne, ... 2014 T
ﬁWeb Development @ Hardre, Patricia; ... Q
Fowler, Geoffre.. 2014 T
= ACADEMIC LIBRARIES/LIBRARIANS--FUTURE Oh, Hyong Eun;.. 2014 U
&Academic Libraries/Librarians(Future) 4) <
Piotrowski, Chris 2014  C
SRR Parry, Marc 2014 A
@ Cancer (10) Peterson, ). J; W... 2014 P
Feet (23) Helms, Jeffrey L... 2011 M
[ Fitness (5)|E Case, Kim A.; Mill.. 2014 (]
Roscoe, L. J.; Mc... 2014 Q
= INFORMATION RETRIEVAL Wildemuth, Bar.. 2014 S
[E3) ALERT Systems @) Ekblom, Paul 2001 H
B9 Browsers 2 Provost's Task F... 2012 R
(53 Catalogs 1) <
ﬁDatabases @ Adams Jr, Samu... 2011 P
i Adams [i, Willia... 2010 M
& Discovery Tools I Franson, Justin;... 2006 I
General Literature Searching (8) Lopez-Ben, Rob... 2011 I
ﬁWEb Searching @) Dockery, Gary L. T
U
u
& 8ig Data M Wolfort, Sean F... 2001 T
[ Bookmark Managers €]} Hyer, Christophe... 2005 T
[E3) Citation Analysis (5] Singh, Samrend... 2005 T
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Citation and reference management systems are of little value if you can’t easily and quickly find,
manipulate and enhance the references collected and stored in your personal database. EndNote
exceeds these fundamental requirements. Included among the many reference management features
offered by EndNote are the following:

intuitive navigation tools

easy-to-use and efficient browsing tools, including up to 10 browsable fields from a selection
of dozens

a robust groups feature with which to organize references

both a simple “Quick Search” tool and a more advanced search tool for finding references
a marking tool to indicate which references have been reviewed or read

a rating tool to indicate the importance of each reference

a robust global editing tool with which to edit multiple references simultaneously

a versatile duplicate detection tool that finds duplicates, highlights differences in duplicate
references and enables easy editing and retention of the best parts of the duplicate references

a full-text finding tool that automatically finds and attaches full text articles to references

attachment tools that facilitate the attachment of full text articles and other documents (in PDF
or other formats) to the corresponding references in your EndNote database.
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Navigating in EndNote

EndNote offers an incredibly versatile, configurable and productive window divisible by as many as
five different panels, each with its own set of productivity tools. In the graphic below you see the
EndNote window showing four panels: the Groups panel, the Reference List panel, the Edit/Preview
panel and the Attachments/PDF panel. The Search panel is hidden. This panel was discussed earlier
in the EndNote Online Search section. We will revisit the Search panel again when we cover the
Advanced Search feature.

Because of the availability of so many panels you have multiple and convenient access points to your
entire EndNote library. The Groups panel (previously covered on page 4) provides a broad and
convenient way to organize and find your references by hierarchically arranged categories. The
Reference List panel, on the other hand, provides a robust browsable organizing/finding tool to locate
individual or similarly grouped references, e.g. by author, title, journal name or even by a rating
scheme. Click on any of up to 10 column headers to toggle between alphabetical or numerical sorts in
ascending or descending orders. Providing additional “individual” reference capabilities, the
Edit/Preview panel enables both an edit function for any reference highlighted in the Reference List
panel and an output style, e.g. APA or MLA, “preview” of any highlighted reference. And the
Attachments/PDF panel enables both display and limited editing capability for any PDF linked to a

reference highlighted in the Reference List panel.
1 of 10 sortable fields

File Edit References Groups Tools Window Hel — &=
. P P
w §‘| APAGth 1) RE:= af ﬁ‘ 2 G ‘ ) @‘ o 2 e‘ Quick Search £ - & HideSearch Panel
=
| My Library | m Search Search Whole Library + [[]Matchcase [ Match words
u-mm_ﬂa E— - Any Field +  Cont | &
ASync Conflicts () ") (f Author Year Title A~
Unfiled (397) ] Parkay, Forrest W. 2013 Becoming a teacher
'r:i Trash ©) » Swigon, Marzena; Web... 2014 Managing Knowledge and Information by Students
o & Moayeri. Maryam 2010 Ph.D. in pajamas: Kicking back and letting the information come to me
= Unfiled Groups o & 2013 Social Research Collaboration Tools: Mendeley & Mendeley Institutional Edition, Feature Checklist
(5 Graduate Students 1) ® & Bruce, Harry; Jones, Wil.. ~2004 Keeping and Re-Finding Information on the Web: What Do People Do And What Do They Need?
Ty ping ng P ey
TRANSFER GROUP ] Diekema, Anne, R.; Olse... 2014 Teacher personal information management (PIM) practices: Finding, keeping and re-finding information
) p nag p ng. ping ng
= ) § Hardre, Patricia; Fergus... Online Professional Development for TAs: What They Need, What They Have, What They Want
[5) Web Development @) |= E P! ey ey ey
o & Fowler, GIn . T T - “ur Passwords; Rating Secure Password Managers Dashlane, LastPass, 1Passw...
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] Peterson, J. J.; Wardwel... 2014 Pursuing a Pur : The Role of Career Exploration Courses and Service-Learning Internships in Recognizin....
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&5 ALERT Syt @ e Helms, Jeffrey L.; Roger... 2011 Majoring in psychology: Achieving your educational and career goals
stems
& & » Case. Kim A.: Miller. Ana... 2014 Careers in nsvcholoav: Creatina customized learnina to expose the invisible curriculum 2
Browsers 2) ] I 3
Catal
ﬁ atalegs o Reference | Preview =] Roscoe-2014-Outcomes of Introduction to the Ps.pdf | g ¥
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The “Layout” option controls a wide range of panel configurations. It both closes panels and
enables various panel configurations.
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Quick Searching

The Quick Search box, located on the EndNote menu bar, is a convenient and, you guessed it,
“quick” tool for simple searches of your entire library. Use it to search for terms or phrases in all
fields of all your EndNote references, and including PDF attachments. Multiple search words in
the Quick Search box include implicit “AND” operators between each word.

Quick Search box: here a search is entered for the search terms “kicking
back pajam.” Notice that the word “pajam” is not completely spelled out.
Nonetheless, EndNote invokes an automatic truncation at the end all
terms, thus retrieving both singular & plural forms and other possible
variants of the word stem. In this example, EndNote found the article
entitled, “ Ph.D in pajamas: Kicking back and letting the information come

to me.”

File Edit References Groups Tools Window Help

v

(= Unfiled Groups

% ®| APA B L B @ ﬁ " ) 5 | 2 | 5 @| e 20 0| kicking back pajam P ¥
| My Library - | * @ & Author Year Title

AN i rences 9 Parkay, Forrest W. 2013 Becoming a teacher

6 Sync Status... 9 Swigori, Marzena; Web... 2014 Managing Knowledge and Information by Students

A Sync Conflicts @ o & Moayeri, Maryam 2010 Ph.D. in pajamas: Kicking back and letting the information come to me
o & 2013 Social Research Collaboration Tools: Mendeley & Mendeley Institutiona

Unist (397) o & Bruce, Harry; Jones, Wil... ~2004 Keeping and Re-Finding Information on the Web: What Do People Do £

]"i Trash (6) o & Diekema, Anne, R; Olse.. 2014  Teacher personal information management (PIM) practices: Finding, ke
o &
° &

Hardre, Patricia; Fergus...

Fowler, Geoffrey A

2014

Online Professional Development for TAs: What They Need, What They
The Best Way to Manage All Your Passwords; Rating Secure Password N

NOTE: For more complex searches, use the EndNote “Search Library” utility.

EXERCISE Using the Quick Search box

1. Open the Sample library.
Use the Quick Search box to enter a search for the term “bat,” and then click on the magnifying

glass icon or press the [Enter] key. Note the number of references you retrieve. This
number appears in the “Search Results group” in the Groups panel.
3. Now conduct a second search for the phrase “bat flying free.”

4. Note the reduced number of references retrieved. (Note: the second search found only a single

reference with the exact expression, “free flying bat.”)
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EndNote Search Library panel (for advanced searching of references in your
EndNote library)

The EndNote “Search Library” utility, available from the Tools option on the EndNote menu bar

@ EndNote X6 - [MyFirst] | R T — T o | B el
@ File Edit References Groups | Tools | Window Hel .- |
% P
| : il
@ ‘ e | APA Bth Search Library... Ctrl+F | , |;—_’| @| e| o| butterFly effect P~
. [ SeellCheck [} Ctrl+Y
b Likran = =

is a robust finding tool that provides you with comprehensive access to the references in your
personal EndNote database. The “Search Library” utility includes the following functions:

searches for multiple concepts using Boolean operators

searches the whole database or any part of it, including groups or temporarily created
subsets of references

optional search of readable PDF attachments, even including notes fields (your notes)
can limit searches to specific fields, e.g., author, title, abstract, etc.

can add additional search text boxes

can match case

can save searches or invoke saved searches

can convert searches to “Smart Groups”

The Search Library panel may be opened with 3 different commands:

Select Tools from the menu bar, and then select “Search Library.”
Press [Ctrl] F.
From the EndNote menu bar, click on the [Show Search Panel].

@_ EndMate X7 - [Perzonal Infom%’ Management] \
— el _—

@_ File Edit References Gfoups Window Help \ B
W 6‘ APAGth Search Library.. Ctrl+F e ‘ @‘ e n 0‘ Quick Search £ & ¥ showSearch Panel

Conll Al [

Using any of the 3 methods listed above will
open the “Search Library” panel below.

_ \

r
(50 EndNote X7 - [Personal Information Management]

i AT -

G File Edit References Groups Tools Window Help —————— HER

HEALTH

ACADEMIC LIBRARIES/LIBRARIA... (4]

1 APA Bth | S GE RBE B 20 Quick Search £ = 2 Hide Search Panel
w $ - : ®
My Library B Search Whole Library
z
Any Field v Contains .
) Sync Status...
) Unfiled 395) and ~  AnyFed ~ Contains .
i Trash 6) And ~ Ay Field +  Contains .
- Unfiled Groups
X
(& Graduate Students 0 | =
55 Web Development Vear  Title Rating Publication Title

o ||leg™

] Combs, . Bliew: <Source>15 (2) Su... Journal Article
@8 ] National Cancer, Institute 2001 Management of Records and Non-Records ... Beok Section
]

Pinheiro, Monica 2013 Conference Paper
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EXERCISE Using the Search Library utility to search the MyFirst Library

(NOTE: Complete the PsycINFO exercise on page 11 prior to conducting this exercise.)

1. Open the “MyFirst” library and open the Search Library utility by clicking on Tools on the
EndNote menu bar and then clicking on “Search Library.” (Note: Be sure you select “Search
Whole Library” (see arrow below) because the search may default to a preselected
“sroup” of references. You may have to select the “All References” group to ensure
you are searching your entire library.)
2. Enter the term “assess” in the first text box and set the [Field box] to “Any Field.”
3. Enter the term “evaluat” in the second text box, set the [Field box] to “Any Field” and set previous
Boolean operator to “OR.”
4. Enter the term “learning” in the third text box, set the [Field box] to “Any Field” and set previous
Boolean operator to “AND.”
5. Enter the phrase “2012” in the fourth text box, set the [Field box] to “Year” and set the previous
Boolean operator to “AND.”
6. Your search query should look like the search query in the image below.
7. Click on the [Search] button to invoke the search. l
My Library l Search [ Options + I Search Whale Library v [ |MatchCase || Match Words
- -
{ inpored Reference P Any Field » Contans - ‘assess ﬂ ﬂ
i@ Unfied o4) O w AnyField v Contans - ‘evaluat ﬂ ﬂ
ri Trach (19%) | And + AnyField »  Contains - ‘Ieaming ﬂ ﬂ
- PSYCHOLOGY ind = Yexr v Contains v ‘2012 ﬂ ﬂ
() Drug Abuse 1)
{ Emotional Inteligence/Matthens o |® & Author Year  Title Rating Journal
Q Substance Abuse Counseing m | Zeidner, Moshe; .. 2009 What we know about emotional intelligence; ... What we know abou &
SSuh S o 9 Matthews, Geral.. 2006  What Is This Thing Called Emotional Intelligenc... A critique of emotio—
0 Fellner, Angela... 2012  Using emotional cues in a discrimination leamnL..

TIP: The Search Library utility uses top-down processing of search
statements. That is, each search statement (line) works on the results
of the previous search. When mixing AND and OR operators, “always”
put the OR operators first.
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Marking as “Read” or “Unread” and Rating References

As you may have surmised by now, EndNote provides you with a wide range of discovery tools for
organizing and, more importantly, finding references in your EndNote library. That is, found
references, those added to your library, stay found. The use of groups, the nearly endless capabilities
for browsing your references (via all the columns in the Reference List panel) and the quick and
advanced search tools all facilitate quick and accurate recall of whichever references you need.

Not enough? EndNote recently added another useful tool to its suite of discovery tools: the
read/unread and rating feature. These two functions work most effectively in concert with each other.
Used together, references can be distinguished from each other by acquiring a status of either “read” or
“unread” and earn a rating of from one to five stars. You would determine the rating continuum, i.e,,
whether “1 star” or “5 stars” would be the highest rating.

EXERCISE (1) Establishing the Read/Unread and Rating Relationship

(3] EndMote X7 - [Personal lnfarmaton Managernent]

1. Open the EndNote Sample library. & @) w YO € P D | D) 5@ | @ e o - gamme
2. Click on Edit on EndNote menu bar o | opers »
and then click on “Preferences.”  [@unu ) L !
e ! Title Rating URL
3. Select “Read/Unread.” ﬂ_‘:“"':‘ﬂ U‘-’:; :aLIUI\ s.I[e:.Img'.h:Iull u:vl lbrary and imlor.. kg\n *
Tl Tras i he surgical trestment of Marton's neuroma hittp: . scied
4. Make sure that the “Mark as read |. vocceom licking Relecnces ——
upon rating change” is the only B s i I8
@ Web Development @ Mark:  efemmnce a3 mad upon | e
bo')( CheCked' = ACADEMIC LIBRARIES/LIBRARIANS --FU T Wiewing ¢ in a tand alone Reference window: IF
5. Click on [OK] to save the change. DI D ) eweg €t e, PO, ok Pt by
% HEALTH 8 ;::’:s)nw ; 3
= INFORMATION RETRIEVAL | !
i stems e
EXERCISE (2) @ @ Vo i
. @ Catalogs 1] St T
1. Select any referel_lce m .the EndNote e o This setting makes the presumption that
Sample library, right click on the Beeailieesenchn ® " the reference was seriously reviewed to
. i Weh Searchin %, URLs & Links . . . . . .
reference and select a 4 star rating. | o justify a specific rating. Otherwise, in
NOTE that the reference now is m the case of the other two settings
2 references would be marked as “read”
marked as “read” (an unfilled ® ) :
. ‘ @ after a simple edit or even after the
Cll’Cle) 168 Group Infarmation Management (... [3) . .
: @btomaton Lieocy ) e | ETE appearance in either the
e Edit/Preview panel or the PDF panel.
2. Select another reference, right click on the reference and select a 2 star rating. This reference also
acquires the “read” status.
3. Click on the “Rating” column header a couple of times and notice that the sort order of all of the
references toggles from highest to lowest rated.
4. Similarly, click on the “Read/Unread” column header and notice how the sort order toggles

between “read” and “unread” references.
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Show and Hide Selected References for Global Editing

The “Show References” and “Hide References” commands are EndNote tools used to include or
exclude references in the Reference List panel to facilitate myriad operations used to globally edit,
manage, display or output references. Many of EndNote’s global editing and other reference
management tools work with the references that are “showing” and not necessarily the references you
may have “highlighted.” For example, if you have 20 references “showing” in the Reference List
panel and 10 of those references are highlighted, for whatever reason, and you invoke a global edit to
add a piece of information to the database fields of these references, all of the “showing” references
will be changed -- not just the “highlighted” references.

EXERCISE Using the “Show References” command for a global edit

1.
2.
3.

i

= =0 %

—

Open the MyFirst Library

Select the “All References” group.

Sort the references by Record # in descending order, giving you a sort from which you can
easily identify the most recent references added to your library.

Select the most recently added 8 references. (the References from the RefWorks exercise)
Click on References from the EndNote menu bar, and then click on “Show Selected
References.”

Click on Tools from the EndNote menu bar, and then click on “Change/Move/Copy Fields.”
After “In:” select the “Research Notes” field and then select “Insert after field’s text:”
Click inside the text box and enter “RefWorks Refs from Dr. Richards” and click on [OK].
A confirmation window will appear from which you can opt to cancel. Click on [OK].

. Another confirmation window will appear; click on [OK] again.
. Open a reference or two (by double clicking) to review how the new information appears. You

will need to scroll down the reference to view the “Research Notes™ field. Close the reference
to return to the Reference List panel.
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Managing Duplicate References

As you increase the size of your personal EndNote library it is almost inevitable that you will
encounter duplicate records, particularly if you electronically add references to your database from

multiple research literature databases. Duplicate references are wasteful, both in terms of time and
space.

EndNote facilitates the management of duplicate references through two mechanisms: the “Import”
tool and the “Find Duplicates” tool. The Import tool, which detects duplicates “before” they enter
your database, was discussed in a previous section. The “Find Duplicates” tool identifies duplicates
already in your database, references that entered your database most likely via the “Export” process,
i.e. directly from a research literature database.

The “Find Duplicates” tool finds duplicate references based on matches in the following default
fields: author, year, title and reference type. It is possible and sometimes necessary to both add and
subtract fields to the EndNote comparison table that is used to identify duplicates. If EndNote finds
any duplicates, a “Duplicate References group” for these duplicate references is created in the
Groups panel (1), the duplicate references are displayed in the Reference List panel (2) and EndNote

simultaneously opens a “Find Duplicates” window (3) over the Reference List panel that places a
pair of “open” duplicate references side-by-side for easy comparison. Differences in the duplicate
references are highlighted (4). See the image below.

I EndNote X7 - [Personal Information Management]

T File Edt References Groups Tools Window Help
“ O[G) PO E P D] N[ OB @ e 5+ 2 mesanen
[7] Al References (595)
Any Field +  Contains -
& 8 Duplicate References
D Sync Status... o & Author Year | Title Rating URL ndary Title
A Sync Conflicts @ N 2006 Using RefWorks at Harvard: EndNote or Refworks? hitp://hcl.harvard.edufre... 2
B Unfiled 00) o 2006 Using RefWorks at Harvard: EndNote or Refworks? hitp://hel.harvard.edufre..
£ Trash & o 2010 HistCite software users forum hittp:/fwww.histcite.com/
o 2010 HistCite softwar hity histcite comd
5 Unfiled 1 Find Duplicates <G "}
o S m 3
s i— o Comparing 1and 2 of 2 duplicates. Cance
Selact the record to keep, The record not selacted will be moved to the Trash, Select Skip to go to the next set of duplicates.
& Web Development @ E—
NG
= ACADEMIC LIBRARIES/LIBRARIANS--FUT... 5
Lanza, 2001 #128 Lanza, 2001 #8690
& Academic Libraries/Librarians(Future) (4] e T e —
HEALTH 38) Rating ~  |Rating
= INFORMATION RETRIEVAL Author £ |Author
@ ALERT Systems @ Lanza, 5. R. Lanza, Sheri R.
B8 Browsers @ Year Year
= 2001 2001
@ Catalogs W
poteb 8 Title Title
@ Databases & our unruly, ble friends Bookmarks: Gur Unruly, U ble Friends
[ Discovery Tools @ Journal Sacandary Authar
(£ General Literature Searching (8) Searcher
Vi Searcting @l |votume 4 -Highlighted fields in 2 references
= INFORMATION MANAGEMENT Lo Place Published
(& Big Data e8] 3 Mar
15 Bookmark Managers @) Pages Publisher
& Citation Analysis ® 4853 Information Today Inc.
{9 Citation Management Software (28) Start Page Volume
9
[ Group Infarmation Management (G... ()
i Tertiary Author - |Number of Volumes
@ Information Literacy ©
Last Updated: 10/8/2012 Added to Library: 10/18/2009  Last Updated: 10/8/2012
& Knowledge Management @

Once you have identified duplicate references you must decide which reference to “keep.” Select the
reference you wish to keep by pressing the [Keep This Record] button (5). See image above.
However, be careful with this choice.
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It is not always the most recent reference that you will want to eliminate. There may be several
considerations:
e which record is the most accurate
e which record is the most complete
e does one of the records have an attachment, e.g. PDF full text article
e is one of the records already used as in in-text citation in your paper or manuscript, in
which case you must retain this record or replace the reference in your
paper/manuscript with the record you elect to keep

Ensuring you have both the most accurate and the most complete record (1* two bulleted items) is
easy. While both records are displayed side-by-side, you can simply copy and paste information into
either record to “build” the most accurate and complete reference, discarding the other reference to the
“Trash” group.

If one record has an attachment and the other record does not, and you elect to “Keep” the duplicate
without an attachment, you will have to reattach the attachment to the record you elect to keep.

If you already have used one of the duplicate references as an in-text citation in your paper or
manuscript, you must either “Keep” the record in your paper/manuscript or you will need to delete that
record from your paper/manuscript and replace it in your paper/manuscript with the record you elect to
keep.

EXERCISE Search for duplicate references in your MyFirst database

NOTE: For this exercise 1) Select Edit from the EndNote menu bar, 2) then select Preferences, 3)
then select Duplicates, 4) then remove the “check” from the “Author” box and click on [OK].
After the exercise put the “check” back into the “Author” box.

Open the “MyFirst” library.

Click on any single reference to highlight it.

3. Right click on that reference and select “Copy.” (Pay attention or even write down the name of
the first author or the reference.)

4. Click anywhere on the Reference List panel and then right click and select “Paste” to paste a copy
of the previously copied reference to your list of references. You now have a duplicate reference.

5. Click on the “Author” column header to sort your references by author. Note that the original
reference and copied reference appear next to one another.

6. Open one of these two references (double click on the reference), click your mouse in the “Author”
field, hit the [Enter] key and then add the author “Bogus, Alfred.”

7. Close the reference.

Select References from the EndNote menu bar, and then select “Find Duplicates.”

9. Note that in the Find Duplicates window the “Author” fields are highlighted because a “difference”
exists in these two fields.

10. Select the [Keep This Record] button for the reference without the added authors name.

11. The Find Duplicates window will close unless additional duplicates exist in your library.

12. NOTE that if no duplicates are found, EndNote will display a window indicating “No duplicate

references found.”

N —

*
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Finding text in a single reference

EndNote provides the “Go To” utility to find text in individual EndNote references. This is a
particularly useful feature for finding words or phrases in large references. The “Go To” utility does
not search full-text attachments.

EXERCISE Finding text in a large reference

1. Open the Sample Library ,and then find and open (double click) the “Chiu” reference in The
Journal of the Acoustical Society of America.

2. Invoke the “Go To” utility by clicking on References on the menu bar and then selecting “Go To”

to invoke the “Go To” box. (see below)

Enter the expression “tragus manipulation” and click on the [Next] button.

4. The expression “tragus manipulation” will be highlighted for easy identification.

(98]

@ File Edit References Groups Tools Window Help

ﬁ ﬂ Reference IE;ttachecl FDFs g

B @c | 3| 2| B S| Fom  Hrnse-| B 1 U[P]
Reference Type: Journal Article =

Rating Go To = P
Author Go To what: tragus manipulation -

Chiu, Chen

Maoss, Cynthia F. Next ] [ Cancel ]

Year

2007

Title

The role of the external ear in vertical sound localization in the free flying bat, Eptesicus fuscus

Journal
[The Journal of the Acoustical Society of America
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Managing Full-Text Records

EndNote offers a variety of tools to collect and manage full text documents and miscellaneous file
attachments to your EndNote references. Therefore, your EndNote library of references can also
become a library (personal database) for your full text collection of articles. What follows is a list of
EndNote features (tools) to assist your collection and management of full text documents. Each
feature is covered in detail, in many cases including recommended settings.

e Link directly to a persistent URL to access Websites, including full text documents

e Connect to the UC Libraries’ openURL syntax server to access full text journal articles

e Manual attachment of PDFs and other file types

e PDF import utility (previously covered on pages 29 - 30) to import and create new references
and attachment of full text records to EndNote references

e Find Full Text utility for automatic finding, downloading and attachment of full text articles to

EndNote References

Linking to a URL

Any EndNote reference can link to one or even multiple URLs (web addresses) to access web sites,
articles or a wide range of documents. To add a URL to a reference simply type or copy and paste a
URL address into the URL field in the EndNote reference. To open the link, use the Open Link tool on
the menu bar.

Help
Notes XS DR
[presented by] Channel 48 members ; [Greater Cincinnati i [ O T e

Television Educational Foundation] ; with Mick Clooney,
Cincinnati reflections.

WVHS.

In two twenty minute segments,

Open default browser and access the pg
first URL defined in the reference,
VIETTAT AT AT SIS TANT = A

Click on the Open Link icon from
the EndNote menu bar to invoke
the web page in your browser.

Research Notes

URL
| <€ Enter or paste the URL in this

field of an EndNote editable
reference.

File Attachments

EXERCISE Link to a URL (articles, web pages, miscellaneous documents)

1. Open the Sample Library, select the “All References” group and double click on the “Binfield”
reference to open the editable record, and scroll down to the URL field.

Surprise! The URL address is already entered, but you do see where the URL would go.

Close the reference.

Highlight the “Binfield” reference.

Click on the “Open Link” tool (see above image on right) on the EndNote menu bar to invoke the
web page.

ol ol
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Linking to articles and journals via UC’'s OpenURL server

To connect to the UC Libraries’ electronic full text journal collection, you must configure EndNote to
access the University of Cincinnati Libraries’ openURL server. Use this function to find full text
articles via UC’s openURL server, and then go to the “Linking a File” section of this workbook to
learn how to attach full text articles to the references in your EndNote library.

EXERCISE Setting up the OpenURL syntax service

1. Select Edit from the EndNote menu bar, select “Preferences” and then select “Find Full Text.”
In the EndNote Preferences dialog box put a check in the “OpenURL” box, and then put the
following URL address (copy/paste will reduce errors) into the “OpenURL Path” box:
http://aj2vréxy7z.search.serialssolutions.com

(Note: You will replace any address that might already be in the “OpenURL Path” box.)

3. Click on [OK] to confirm this new setting.

-

EndMote Preferences

——— p—r

Change ;ESE The Find Full Text feature uses several technologies to maximize the
- Display Fields chances that EndMote will find all available PDFs. Use this screen to
. Display Fonts cortrol these full text search options:

-~ Duplicates [7] Web of Knowledge Full Text Links

. Find Full Text

- Folder Locations DO (Digital Object ldentifier)

- Formatting [C] PubMed LinkOut {U.5. National Library of Medicine)

.. Libraries

.. Read / Unread CpenURL

- Reference Types - - - :

- Sorting OpenURL Path:  hitp://aj2vriy 7z search seralssolutions.com

EXERCISE Find an article using the UC Libraries’ openURL server

1.

Open the Sample library and highlight the article by “DeLong.”

Select References from the EndNote menu bar, and then select URL.

Select “OpenURL Link™ to open the UC Libraries “UC Article Linker” window.

(This is the UC openURL server.)

Select the “Article” link across from “OhioLINK Electronic Journal Center.”

From the EJC window, click on the title link for this article to move to the window to
retrieve the full text article.

Finally, click on  [i=+ Full Text] | to retrieve the full text article.
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Linking a file (including a PDF) to an EndNote reference

There are two ways to “automatically” attach full text articles as PDF files to EndNote References:
e Importing a folder of PDF files or by importing a single PDF file (covered on pages 29 - 30)
e Using the “Find Full Text” utility (pages 52-53)

Both of these options can conveniently and quickly attach a significant number of full text articles to
your EndNote references. However, if neither of these utilities is either appropriate or effective for this
operation, EndNote provides a simple manual procedure to attach documents, e.g. full text articles, to
EndNote references, the “Attach File” command.

Using the Attach File command you can link a file (e.g., a Word document, a spreadsheet, a graphic
and especially a PDF full text article) to any EndNote reference. To add an attachment you must either
highlight a reference in the EndNote “Reference List” panel or open a reference in edit mode.

EXERCISE Link to and open a PDF article for an EndNote reference

1. Open your MyFirst library, select the “All References” group and highlight the Praslova reference.
Select References from the EndNote menu bar, and then select “File Attachments,” and then
select “Attach File.”

3. For this exercise, locate and select the “PraslovaArticle” file from the EndNote Folder and click
on [Open].

4. Then click on any other reference and then click on “Yes” to save this change

5. To verify the attachment, highlight the Praslova reference. The PDF article will appear in the PDF
Viewer panel.

2] EndNote X7 - [MyFirst]

':ﬂ File Edit | References | Groups Tools Window Help
GO ‘e | 3@ |25 %
E—— Edit References Ctrl+E /\
Move References to Trash Ctrl+D | | e b
All Referenc - P
r! . Go To... Ctrl+) fins g |
Lniled Copy References To 3
H Trash E-mail Reference Rating
balintallimanca 101
=
=-MyGroups| e Attachments b AttachFile.. Ctrls Alt+A
- Online Sear PDF Viewer ’ Open File Ctrl+Alt+P
- Find Full Text | 3 Save Ac e+ Shift S

TIP: See page 72 of the EndNote X7 Users’ Guide to help you determine whether
you should create a “relative” path or an “absolute” path to your EndNote
references. |recommend you that you use a “relative” path for the simple
reason that all of your attachments will be stored in the EndNote “ Data”
folder that corresponds to your EndNote library, and both your EndNote
library and Data folder can be easily backed up with “Compressed Library”
command available under [File] on the menu bar.
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Find Full Text

Talk about a time saver -- EndNote’s “Find Full Text” feature is designed to search for, identify,
retrieve and attach full text articles to your EndNote references, saving you countless hours of time if
you were to perform these same tasks manually. Complete the following exercises to optimize your

Find Full Text configuration and to learn how to use the Find Full Text feature.

EXERCISE Configuring the Find Full Text Preferences

N —

Select Edit from the EndNote menu bar, select “Preferences” and then select “Find Full Text.”
In the EndNote Preferences dialog box put a check in the following boxes: ISI Web of

Knowledge..., DOI... and OpenURL. (See below.)
Put the following URL address (copy/paste will reduce errors) into the “OpenURL Path” box:
http://aj2vréxy7z.search.serialssolutions.com

(Note: replace any address that might already be in the “OpenURL Path” box.)

Under the expression “Authenticate with,” enter the following address in the URL box:
http://login.proxy.libraries.uc.edu/login?url=

EndMote Preferences

(NOTE: this 4™ step is unnecessary if you always start the remote access VPN service before you
invoke the Find Full Text command.)
Click on [OK] to save these settings.

W — R w—

- Change Case

- Display Fields

- Display Fonts

- Duplicates

- Folder Locations
- Formatting

- Libraries

- Read / Unread

- Reference Types
- Sorting

- Syne

- Spell Check

- Tempuorary Citations
- Term Lists

- URLs & Links

The Find Full Text feature uses several technologies to maximize the
chances that EndMate will find all available POFs. Use this screen to
control these full test search options:

[¥] Web of Knowledge Full Text Links

DOl (Digital Object |dentifier)

[] PubMed LinkOut {1J.5. National Librany of Medicine)
OpenlRL

OpenURL Path:  http://aj2vrfxy 7z search senalssolutions.com
Autherticate with:

URL: http:/Aogin proxy librares .uc .edudogin?ud=

Examples: hitps:/Aogin.ezproxy librany myuniversity edudogin
http:/fauth universityname edu/authentication
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http://sslvpn.uc.edu/

EXERCISE Find, retrieve and attach full text articles for several EndNote

—

6.

references simultaneously

Open your MyFirst library.

Select the “All References” group.

Click on the “Reference Type” column header to create a sort that will place all of the journal
references together.

Select (highlight) any 10 journal references. (Remember — hold down the [Ctrl] key to select
non-consecutive references.)

Click on References from the EndNote menu bar, and then click on “Find Full Text,” or
alternatively click on the “Find Full Text” icon on the menu bar. Either of these commands
invokes the “Find Full Text” process. (NOTE: For off-campus ac

[@ EndNote X7 - [Personal Informarhﬁﬁ-anagemer;t]- 7 iz

L]

E{l File Edit References Groups Tools Window Help

= v -
5&Qf 2D FEY O = @] wewo

w @| APA th - Piz
ceee eee efen 4 an naoce 87 )
& File FEdit Refersnces  Groups  Tools
. TIP:  During the process of finding full text, results are
- =1 N, 1
w ® Annotated continually posted under the “Find Full Text” group SET.
My Lirary . | Four temporary groups may appear as you can see in the
W AlRe _ graphic below.
FH Duplicate References {5 =) Find Full Text
= Urifiled (93) [E searching... (8)
il Trash [199) E| Found PDF @
= e Found URL 2
&SUbstam:e Abuse Counseling (33 Not found @
A, Substance Abuse Counsding  (32) The “Searching” group is deleted once all references
[ Drug Abuse i) have been searched. (This is how you will know the
- process is completed.) The “Found PDF" group reflects
- My aroups @ the number of full text items found. The “Found URL”"
- Online Scarch ) group includes references for which no PDF was found
/\ but a URL was identified, and the “Not Found” group
- Find Full Text includes references for which nothing was found. The
[El Found PDF )] graphic on the left shows a possible result from this
U Found LRL @ exercise.

You may have to enter your UC central login information, but after completing that process
EndNote will begin the full text search and create the various Find Full Text processing groups.
(See image above, on right)

The references for which you retrieved full text files have become part of the temporary
“Found PDF” group. Notice that all these references now show the attachment icon (paper
clip) in the Reference List panel.

Highlight any one of these references with the paper clip icon, and click on the “Open File”
icon on the EndNote menu bar to open the linked"full text document. Very cool!!

& File Edit References Groups Tools Window Help

v
Elw @] won NEQf 1€ @ | NED Q@ e o-
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EndNote’s Cite While Your Write (CWYW) is an auxiliary manuscript production utility. With
CWYW you can format in-text citations, bibliographies, figures or tables in thousands of different
output styles. EndNote version X7 is compatible with Word 2007, Word 2010, Word 2013 and
OpenOffice.org Writer 3. (The exercises in this workbook are based on Microsoft Word 2010.)
EndNote’s installation program automatically installs the CWYW utility for Microsoft Word.

For additional information about using CWY W with OpenOffice.org Writer, version 3, see page 384
of the EndNote X7 User Guide. For all other word processor programs documents may be saved in
RTF format. The EndNote X7 User Guide provides basic instruction for formatting papers using RTF
format on page 401.

EXERCISE CWYW with MS Word (using references from the MyFirst database) g

1. Open the file “CWYW practiceDocument-Word2013.doc” in the EndNote folder.
. Click on the “EndNote X7” tab [1] (see below) to display the CWY W menu options.
3. Click on the small arrow [2] under "Instant Formatting ...” to invoke the “EndNote X7 Configure
Bibliography” dialog box (see 2™ image below).

Home Insert Page Layout References Mailings Review View EndMote X7 Acrobat ProQuest
@ Eﬂ Goto EndMote Style: AP& 5th T :_ Categorize References + ‘@ Export to EndMote -
. :d' Edit & Manage Citation|s} EE, Update Citations and Bibliography E] Instant Formatting is On = cyf& Preferences
Cii’;:ﬁﬁ - g;g Edit Library Reference(s) 2} Convert Citations and Bibliography = ? Help
Citations Eibliography E‘ u Tools
=
th .
4. Select “APA 67 for your output style, and click on [OK] to close the box.
5. On the EndNote menu bar, make sure the “Instant Formatting” is turned “On,” (below).
rEndNote X7 Configure Bibliography M

The output styles listed Review  View | EndNote)7
here come from your
selections of output styles
in the “Bibliographic
Output Style” box on the
EndNote menu bar.

Format Bibliography | Layout

Format document: [CWYWpracﬁceDommentWordZU 13.docx * ]

-

E Instant Formatting is On ~ j

With output style: [N’Aﬁth v[i}[ Browse. .. ]

Amer Sodological Assn
Temporary dtation Annotated
APA 5th
Left: { apAsth

TIP: If you need to add an output style that is not included in the drop down list in the
Configure Bibliogrpahy box (above), click on the down arrow across from “ Style:”
on the EndNote menu bar (below). Then click on “Select another Output style” to
open the “EndNote X7 Output Styles box and select the style you need.

Home Insert Page Layout References Mailings Review View EndMote X7

& E] Go to EndMote Style: Lancet H e_ Ea!egorize References - ‘1
f Edit & Manage Citation(s) 5% Upd| Select Another SWIE...<—"E'|'BTMFOrmatting ison~ | ¢
Insert |

Citation = gg Edit Library Reference(s) 3' Cony| Amer Sociological Assn
ik | Annotated
Citations

| APA 6th -
Ce e ek - - | | APAEth (sections) O O e OO0, O

<]
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Example of:   In-Text Citation without author name – [Glogger et al.]

[bookmark: _GoBack]Glogger characterizes reference/bibliographic management systems by their ability to handle references of books, articles, journals etc.  (reference types) in the same database without having many fields defined that are only applicable to one type of reference, for example journal details are not relevant to books. They typically employ variable-length record structure, divided into a number of  loosely  organized components or fields. Fields have repeating values, e.g. multiple authors. This is true of text retrieval systems too. The structure of the database is often predefined unlike more general text retrieval packages and database packages. This should make the package easy to use since it has been tailored specially for a particular task but obviously loses the flexibility of a more general package.  



Example of:  In-Text Citation with author/date -- [Burle 1st reference]

References are often batch loaded from external sources so a library of import formats needs to be available plus the ability to specify one’s own, and modify existing ones since they have a tendency to change.           References need to display in different ways depending on the publisher so again a library of export formats needs to be available plus the ability to specify one’s own. One should be able to specify the fonts to be used, and support a wide range of printers. 



Example of:  In-Text Citation with same author and date but different article -- [Burle 2nd reference]

Researchers also should be able to output to a word processor. The real power is when one can have a word processor document open at the same time as the reference management system, embed a pointer to a reference directly and produce a bibliographical list at the end of the document.

 

Example of :  In-Text Citation with compound reference -- [Praslova and Posner references]

The distinction between bibliographic managers and more general text retrieval systems such as Idealist is that bibliographic managers are solely used to handle lists of references and thus need to handle the many different import and export formats as specified by different publishers, including such author layout, and to provide its own character fonts without needing a word processor whereas a text retrieval system provides better search facilities. 













Randy
File Attachment
Double click on this icon to open the CWYW practice document.


8.

Place your cursor just after “Glogger” in the 1** paragraph of the CWYW practice document. Add
a single space to separate the text from the in-text citation.

Click on the “Insert Citation” icon (1* image below) to invoke the “EndNote X7 Find & Insert
My References” window (2“l image below). Home  Inset  Page

>i@\ EM Go to EndMote
K.

:-' Edit & Manage Citation(s)

Inzert
Citation ~ g_f Edit Library Reference(s)

Citations

EndNote X7 Find & Insert My References @

=
Authaor Year Title

Learning strategies assessed by journal writing: Prediction of learning outcomes by quantity, quality, and combinatig

4 m I

Reference Type:  Journal Article -
Record Number: 154
Author: Glogger, Inga

Schwonke, Rolf

Enter “Glogger” into the Find box and press the Find button or [Enter] key on your keyboard.
(Note: you will need to highlight the relevant cited article if more than one reference appears.)

TIP:

Make sure the EndNote library is open that contains the references in your manuscript.
Also, when searching for references in the Find box, note that a specific search is more
efficient than a general one. For example, if our search for the “Glogger” reference, resulted in
multiple hits, we could easily add a word from the article title (e.g., “glogger learning”) to narrow
our results. EndNote combines multiple terms with the Boolean operator AND, thus requiring
all search terms be found in retrieved references. Alternatively, if a reference includes
multiple authors, search for the author name that is the most unique.

10.

11.

12.

13.

14.
15.

16.

17.

Click on the [Insert] button to place the citation into the manuscript text and to create the
corresponding bibliographic citation into the bibliography.

Place your cursor at the end of the 2™ paragraph (just before the period). Again, add a single space
to separate the text from the in-text citation.

Click on the “Insert Citation” icon to invoke the “EndNote X7 Find & Insert My References”
window.

Enter “Burle” into the Find box and press the [Find] button. Highlight the article by B. Burle
about “high speed memory scanning.”

Click on the [Insert] button to place a citation into the text and to create the corresponding
bibliographic citation into the bibliography.

Place your cursor at the end of the 3 paragraph (just before the period). Again, add a space.
Click on the “Insert Citation” icon to invoke the “EndNote X7 Find & Insert My References”
window.

Enter “Burle” into the Find box and press the [Find] button. Highlight the article, “Response
selection in a four choice task.”

Click on the [Insert] button to place a citation into the text and to create the corresponding
bibliographic citation into the bibliography.
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18. Place your cursor at the end of the 4™ paragraph (just before the period). Again, add a single space
to separate the text from the in-text citation.

19. Click on the “Insert Citation” icon to invoke the “EndNote X7 Find & Insert My References”
window.

20. Enter “Posner” into the Find box and press the [Find] button. Highlight the article by Michael
Posner.

21. Click on the [Insert] button to place a citation into the text and to create the corresponding
bibliographic citation into the bibliography.

22. Place your cursor anywhere on the Posner citation.

23. Click on the “Insert Citation” icon to invoke the “EndNote X7 Find & Insert My References”
window.

24. Enter “Praslova” into the Find box and press the [Find] button to retrieve the article by Ludmila
Praslova.

25. Click on the [Insert] button to place a citation into the text and the corresponding bibliographic
citation into the bibliography. (Note: EndNote integrates the citations puts them in alphabetical
order to comply with the APA style guide.)

Corrections & Adjustments to Citations

Occasionally (depending on your circumstances and output style rules) you will need to amend a
citation, e.g., suppress an author’s name or add a note to the citation. On these occasions you will
use the Edit & Manage Citation(s) option (CWY W menu) to invoke the window below.

r m
EndNote X7 Edit & Manage Citations X
-~
Citation Count  Library /
(Glogger, Schwonke, Holzapfel, Mickles, & Renkl, 2012)
B B Glogger, 2012 #154 1 MyFirst Edit Reference |+ |
I
—$ Edit Citation Referencel
Formatting: [Defal.l.lt 'J
Default
Prefi: Cisplay as: Authar (Year
Exdude Authar
Suffin: Exdude Year k‘ i
Exdude Author & Year |
Pages: Show Only in Bibliography i

26. Return to the “Glogger” citation in the 1% paragraph, and place your cursor over the citation.

27. Click on the Edit & Manage Citation(s) option from the CWYW menu; click on the “Edit
Citation” tab and then click the down arrow across from “Formatting.”

28. Select “Exclude Author” and then click on [OK] to permanently remove the author’s name from
the in-text citation. (Note: this is an APA rule for author’s names that appear in the narrative of the
article.)

TIP: Never edit your citations with Microsoft Word. Editing with Word will not amend the
“code” associated with the citation, and the text of the citation will automatically
revert to its original state.
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29. Publishers prefer that you remove the field codes from your document created via EndNote. To
remove the field codes, click on “Convert Citations and Bibliography” and then click on
“Convert to Plain Text.” A dialog box will appear to inform you that a copy of your document
will be made and your original document (with field codes) will remain open. Click on [OK].

File Home Insert Page Layout References Mailings Review View EndMote X7 Acrobat ProQuest
= Eﬂ Go to EndMote Style: APA Bth - ; Categorize References = ‘E] Export to EndMote ~
& _:_I Edit & Manage Citation(s} Ef, Update Citations and Bibliography |°__|f Instant Formatting is On ~ ggg Preferences

Ciig:ﬁ;ﬁ - ggg Edit Library Reference(s) |§) Convert Citations and Bibliography '| b 7 Help
Citations | Convert to Unformatted Citations | g Taals
|'1"""'E' Convert ta Plain Text 4'“'.

Convert Eefer[’&ce Manager Citations to EndNote
Convert Ward Citations to EndMNote

CFar

1

TIP: For APA style you will need to set the bibliography for double spacing. Click on the
bibliography diagonal arrow to open the “Configure Bibliography” box, then click
on the “Layout” tab and then change the “Line spacing:” to “Double.” Click on
[OK] to confirm the changes.

Style: APA Bth - :_ Categorize References = F_xpnrttcu B

EE_ Update Citations and Bibliography Instant Formatting is On - -:'-'gBF‘reference

$Cnmrert Citations and Bibliography -~ '? Help

Eibliography ¥ Toolg
R
[ EndMote X7 Configure Bibliography ﬁ
~

Note |Fnrmat Eibliography| Layout (

While-? Font: Size:

2 with Psycl ITII'HES Mew Roman v] 12 -

Jeferences

d.3/12/201 Bibliography title:

Text Format...

sleof: Ind Start with bibliography number: 1

1 (Glogger, ibli
tement SYStN | Fictling indent: 0,000 in Line spacing:  |Double fer
:ame datahy| Single ke off
melf.' Jouryy Hanging indent:  0.500 in Space after: | 1.5 Lines fgEec
re, divided {| | [peat
altiple authd | (Els o
ined unlike || | mak
e easy toudy [ oK J [ Cancel ] l Help |fses
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There may be occasions when you need to create a bibliography that is not associated with a

manuscript. EndNote refers to these bibliographies as “independent bibliographies” because they have
no relationship to citations in a paper. EndNote provides four different ways to produce these types of
bibliographies (pages 415 — 418 in the EndNote X7 User Guide). The exercise below uses the “copy

formatted” procedure.

EXERCISE Create a bibliography from your MyFirst library

1. Open your MyFirst library.

2. From the “Output styles favorites” box (see arrow), select the APA 6™ output

style.
@ File Edit References Groups Tools Window Help D@EI
=] - »
APA Gth | ESé - | o3 - | g 2L | Quick Search L -
CE A N Y& f 2€ 2 NEH OO
Search Options  » "= Bibliographic Output St‘y’le] Search Whole Library +  [[IMatch Case [~|Match Words
Any Field ~  Contains - I E] :
] é’ Author Year Title Rating URL Journal/Secondary Title  Ref *
L} Web Browsers: Organize Netscape Bookmarks Smart Computing El
L] Al-Kandari, Fatim... Assessing clinical learning outcomes: A descripti... http://search.ebscohost.c...  MNursing & Health Scie...
L American Associ... RE: CM5-3267-P — Medicare and Medicaid Progra... = = = = = http://www.hpna.org/Pic...
L Amodeo, Maryan... 2004 Use of Mental Health and Substance Abuse Treat... = = = = = The American Journal ...
L} Badiee, Jayraan; ... 2012 Lifetime suicidal ideation and attempt are comm... = = = = = http://search.ebscohost.c...  Journal of Affective Dis...
| Bahous, Rima; Na... 2011 Assessing education program learning outcomes = = = = = http://search.ebscohost.c... Educational Assessmen...
@ f Barber, Jacsues P.. 2006 The role of therﬁ adherencs theraeist compe... Psvchotheragr Research  Jou

3. Select (highlight) any 5 references from the EndNote References List panel.
(Note: Suppress the [Ctrl] key and simultaneously left click you your mouse to

select either consecutive or nonconsecutive references.)

4. Right click your mouse over these references, and select “Copy Formatted” to

copy the references.

5. Open a document in your word processor, place the cursor where you want the

references to appear and paste the references to your document.

the rules of the output style you select.

TIP: Regardless of the order in which you select these references from your
EndNote library, the references will be sorted and formatted according to
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EndNote Online provides EndNote desktop users with an increasingly robust online collaborative tool,
and ALL UC students, faculty and staff are authorized to register for a free institutional EndNote
Online account. EndNote Online is a capable independent (stand-alone) citation and reference
management tool. However, as a companion tool to EndNote desktop, it adds a significant number of
capabilities to the desktop EndNote product. EndNote Online provides EndNote desktop users the
following additional citation & reference management capabilities:

e asynchronization utility that creates an online copy (essentially a backup) of your desktop
EndNote library, including groups and full text attachments

e 24/7 remote access to your EndNote library, including groups and full text attachments

e access to your EndNote library on multiple devices: desktop, online & iPad

e a group sharing feature that enables EndNote desktop users to share their references via
EndNote groups with an unlimited number of EndNote Online users (see the next section on
“EndNote Sharing & Collaboration features.)

e downloadable Capture utility that retrieves both single or multiple references directly into your
EndNote Online library through a browser

Setting up your EndNote Online account

Back up your EndNote desktop library first.

EXERCISE Create a backup copy of your EndNote desktop library

1. Click on File from the EndNote menu bar and then select “Compressed Library (.enlx).”

2. Inthe “Compressed Library dialog box leave all the default settings as is to back up your entire
library with attachments, and click on Next to invoke the standard file save box.

3. Identify the location of your saved file and click on Save.

You may have already set up your EndNote Online account when you installed EndNote. However, if
did not set the account, you can set up your EndNote Online account now. There are several ways to
do this; the following exercise shows you how to complete the task from your EndNote program.

EXERCISE Set up your EndNote Online account

Click on Edit from the EndNote menu bar and then select “Preferences.”
Select “Sync” from the list of EndNote preferences options.

Click on “Enable Sync” to invoke the “EndNote Login” box.

Enter your UC email address and a password.

Click on the “Sign Up” button to create your EndNote Online account.

Nk W=
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Using EndNote Sync & Setting Sync Preferences

You can manually initiate the sync process at any time. Alternatively, you can set up an automatic
sync process through EndNote snyc preferences (see the automatic sync exercise below).

EXERCISE [Initiate the sync process

1. From the EndNote menu bar click on the Sync icon (see below).

gg EndMote X7 - [Personal Information Managementm

File Edit References Groups Tools Window Help
o -

™ $| APA6th BB EQE ¢ | @ | x| 3 2?| 00 0| Quick Search

2. During the first sync all the references, including custom groups and attachments, will be
copied from your EndNote desktop library to your EndNote Online account. This may take a
few minutes if your library is large. (Note: Subsequent syncs will reciprocally copy from both
libraries, desktop and online, and the process will be faster.)

3. Ifyou set up an automatic sync (next exercise), changes made in either library will be reflected
in the other library, including additions and deletions.

Use EndNote preferences to automate the sync process and to even change the EndNote library that
you choose to sync, assuming you created multiple EndNote desktop libraries.

EXERCISE  Setting up the automatic sync

Click on Edit from the EndNote menu bar and then select “Preferences.”

Select “Sync” from the list of EndNote preferences options.

3. To make the sync process automatic (every 15 minutes) put a check in the “Syne
Automatically” box and click on [OK].

N —

EndMote Preferences Iﬁ
- Change Case Synchronize your data with your EndMote account. Leam more
- Display Fields
- Display Fonts Upgrade or create your twoaear EndMote account to get the |atest features
- Duplicates and enable Sync.
-. Find Full Tesxt
-. Folder Locations Enable Sync
- Farmatting
I - Libraries
N - PDF Handling EndMate Account Credentials
- Read / Unread You can sync only one EndNote
|| . Reference Types Evmail Address:  |andall roberts @y “desktop” library to your EndNote
. Sorting Password: Im Online account. To change the library
i . 5pell Check ' to which you sync, simply change the
| <y c | path to the new library.
- Temparary Citations Syne this EndNote Library
~ Term Lists CAUserstRandy*Docu. . \Personal Information Management enl
- URLs & Links
Sync Automaticalhy CE——
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EndNote Online Capture Plug-In

The browser plug-in will work in either Internet Explorer or Mozilla Firefox. You will find links to
instructions for installing the plug-in below. The Capture plug-in can be used to retrieve a whole page
of multiple references into your EndNote Online account, a real plus if you don’t have access to your
desktop EndNote library. A list of databases and vendors for which the Capture plug-in is
compatible can be found at the EndNote Online Help web page.

Firefox plug-in instructions

Internet Explorer plug-in instructions (The Little EndNote How-To Book)
Note: see page 49 in this e-book for detailed instructions.

The Capture plug-in is extremely useful on those occasions when you have internet access but you do
not have access to your desktop EndNote library. You can use the Capture plug-in to retrieve multiple
references from a single web page and add them to your EndNote Online account. If you have set up
the automatic sync feature from your EndNote desktop library, the next time you open your desktop
library you will find the new references from EndNote Online have been added to your desktop library.
Alternatively, you can manually sync your desktop library to accomplish the same result.

EXERCISE Capturing data from the Google Scholar

1. Using either Internet Explorer or Firefox open your EndNote Online account and then connect
to Google Scholar (see above link).

2. Enter the following search, including quotes, into the Google Scholar search box, and limit to
the year 2015.

@ EndMote @ ? Help|

Web Images More...

GO\ ;8[6 "personal information management” "higher education” - “

Scholar

98]

Click on search icon. -
4. Click on the Capture plug-in icon (see circle in above graphic), and the following message
will appear if multiple references are retrieved.

-

[JavaScript Application] 24

! . Endnote has captured multiple citations to your Unfiled Group.

5. Look at the “Unfiled” group in your EndNote Online for the new references. You may need to
sort the references by “Last Updated — newest to oldest” to view the new references.
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orkshop Objectives
Acquire an understanding of the purpose of EndNote

Acquire a working knowledge of EndNote’s major functions
Learn how to customize the EndNote interface

Learn how to create and use groups to organize your references
Learn how to browse and search your personal database

Learn how to use the duplicate and full-text management tools
Build an EndNote library using the following functions:

* Manual data entry

* Import PDFs

* Export data directly from a database

Learn how to add in-text citations and a corresponding
bibliography using the CWYW function

Learn how to produce an “independent” bibliography

" En/d Note Overview

# EndNote is a desktop citation and reference management
database program with internet access for remote database
control and data backup security.

# The program enables users to electronically create, import and
conveniently manage bibliographic information.

# EndNote significantly facilitates collection, organization and
management of full text documents.

# The program facilitates the creation of in-text citations, images,
bibliographies and figure/table lists in almost any major style
format.

# EndNote offers collaboration capabilities that enable sharing of
groups, manuscripts or even your complete EndNote library.




HELP — EndNote Software

> Help option from the EndNote menu bar

» Context sensitive help, select [F1]
»EndNote User Guide

The EndNote X7 User Guide, nearly 500 pages, is your comprehensive
reference for EndNote X7. To access the Guide select the Windows’ Start
button, then “All programs” and then “EndNote.” Retrieve the Guide and save
it to a convenient location for future reference.

mportant EndNote Links

» University Libraries EndNote Information page

» EndNote home page

» Download a trial version (good for 30 days)

» Technical support
» EndNote Knowledgebase

Cohort HELP

°*EndNote Forums & ListServs
¢ The Thomson Reuters EndNote Community

« http://community.thomsonreuters.com/ts/?categor
y.id=endnote
¢ EndNote ListServ Archives

«  http://lists.adeptscience.co.uk/endnote/

64
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http://endnote.com/support/contact-support
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= o
Recent Enhancements
*Version 8
¢ Support for Unicode standard
¢ Unlimited library size (previously 32MB)
o Larger field size (50Kb, 10pages)

¢ 9 new reference types

10 new reference fields
« Link to PDF
« Access and last modified dates
« Name of database
« Research notes
. B Fr »
e Print preview for printing “formatted” reference
lists

Recent Enhancements

*Version 9

» Improved performance (speed)

» Addition of Unicode support and new Marc formats
expands multi-language access to world wide
literature

o Compatibility with Mac OS X Tiger desktop search
technology for finding EndNote references

Recent Enhancements

*Version X
¢ Conveniently link PDF files to EndNote records
o Compress PDF files in the EndNote library
» Improved & expanded control over display columns
¢ Improved display with show/hide empty fields option
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;‘-‘»/’-F{ 5 e -
Recent Enhancements

*Version X1

¢ Create groups to view and manage reference subsets
¢ Add up to 45 file attachments to each reference

» Transfer references to and from EndNote Web for
collaboration and remote access to references

s,

Recent Enhancements

*Version X2

» Addition of Smart Groups to view & manage subsets of
references. (Smart Groups are driven by user developed search
queries, and references are “automatically” added to these groups.)

¢ Addition of the Find Full Text utility that seeks, finds and
attaches full text files (usually a PDF) to single or multiple
EndNote references.

¢ Addition of automatic date stamp information for all new
EndNote references.

¢ Addition of summary reports for EndNote libraries and
references.

et

Récent Enhancement:

*Version X3

¢ Group sets now provide the option of sub-groups

¢ Enhanced duplicate management displays side-by-side
details of references to facilitate retention decisions

» Enhanced full-text retrieval that can be customized to
work with the UC Libraries’ open URL resolver

¢ Multiple bibliographies by sections/chapters, end of
document or both

« Cite-While-You-Write compatibility with Open Office
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:—‘»/’F{ 5 e -
Recent Enhancements

*Version X4

¢ Import PDF files or folder of PDFs directly into EndNote

¢ PDF attachment files can now be searched separately or in
combination with references

o Cite-While-Your-Write (CWYW) enhancements
« Automatic hyperlinks between in-text citations and the bibliography in Word
« Combined edit/ c d from Word toolbar
« Citation report in EndNote of cited references in Word

¢ New Quick Edit tab in the Tab pane

s,

Recent Enhancements

*Version X5

¢ Quickly review duplicate references with the new auto-
highlight feature that highlights each field where differences
are found

o Add or transfer file attachments to references in EndNote Web
¢ View and even annotate PDF files within the EndNote Library

Récent Enhancement:

*Version X0

e Significantly enhanced EndNote screen layout options, i.e.,
more data to see and edit and more flexibility for screen
organization

e Apply ratings to references (wide range of applications for this
feature)

e Assign read or unread status to references

e Instant and configurable updating and synchronization of
references from your EndNote PC account your EndNote Web
account

¢ E-mail single references, including full text attachments, to
colleagues
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;‘-‘»/’F{ e -
Recent Enhancements

*Version X7"*

¢ Improved synchronization between your EndNote desktop library
and EndNote online, even across multiple computers & iPads

Synchronization process to automatically backup your EndNote
library, including attachments, to your EndNote online account

Expanded PDF support, including:
+ An auto-import folder that EndNote monitors for new PDFs
« Control how PDFs are named in your library

Search terms from Quick Search now highlighted (version x7.1)

Share whole library with “any” 14 collaborators, including
attachments with annotations & unlimited cloud storage (version x7.2)
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