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EndNote X4 Quick Start

Open an EndNote Library
1. Start > Programs > EndNote > EndNote Program
2. File>New OR select Create a new EndNote Library > OK
3. Accept default name or name the library and Save
4. EndNote automatically saves an accompanying DATA folder for storage
of abject and picturefiles. The .enl library and DATA folder function together.

3 Modes
Before doing your online search to add references to your
EndNote Library, select Integrated or Online Mode.
1. Integrated Library and Online Search Mode 1 2 3 i
2. Loca Library Mode G [ @) ® |[renen 7]
3. Online Search Mode (Temporary Library)

P EndNate X4 - My EndNGte Library.enl
File Edit References Groups Tools Windo

NOTE: The Online Search Mode creates atemporary Online Mode Library which allows you to
review the citations before you select and copy them into your EndNote Library. Return to your
Library by clicking on Local Library Mode; this alows you to view all the references currently in
your Library. (Recommended!)

Methods for Getting References into the EndNote Library

1. Online Search >PubMed (NLM)
Fill inthe online search template in the Tabs pane; than press the Search button.
Once you confirm online search, references are available in your EndNote Library.

2. Import
Perform search in PubMed
Save referencesin atagged format (MEDLINE display format) and as atext file.
Return to EndNote and use File >Import; fill in the dialog window and be sure to select
the correct filter (for example PubMed (NLM))

3. Export
Perform search in the database (this works well with EBSCOhost databases)
Select and save needed citations; Export citations; you may be asked to select the library
into which you want the citations to go.

4. Manual Input
Use only if you do not have access to the citation in an online database.
Select the correct Reference Type; fill in the appropriate fields and Save.

1. Use My Groups to sort references by subject topic, project, author name, etc.

2. Right click on My Groups > select Create Group > type name of group

3. Sdlect citationsin the Reference List pane > right click and select Add References To >
My Groups > then the specific group

Right click on the group name and select Create Group Set to add sub-group(s)

Group names are sorted a phabetically

A reference can be placed in more than one group

A reference deleted from a group remainsin the Library; areference deleted from the
Library isremoved from a Group and is no longer available for use

No gk

Find Full Text

To attach the full text article to the EndNote record select references - ——
added to the Library and click on the Find Full Text icon. Authenticate | ©© ooe EER-IL7]
with your uNID and continue.




Cite While You Write (works with MSWord)
1. Open MSWord; note the EndNote X4 tab in the ribbon
2. Sdlect Output Style
a. In EndNote go to Edit > Output Styles > Open Style Manager
{select style with check mark}
b. The style then becomes available in the EndNote output styles pull-down menu
and in the Format Bibliography dialog box in EndNote
3. Asyou are typing your paper you can insert in-text citations and create the bibliography;
optionsfor inserting citations from your EndNote Library include:
a. InWord, usethe Go to EndNote link to return to EndNote — select citation; use
the Insert Citation icon in EndNote to return to the Word document.
b. InWord, usethe Insert Citation A0 o R T e
pull down menu and select > o
Find Citation; enter word to search >
select citation > Insert button.
c. In EndNote — highlight the citation and usethe Insert Cltatlon icon; the system
returns you to your word document, inserts the in-text citation and adds citation

to thereferencelist. : =
o0 O0E€ (& )o @

4. Format Bibliography e o X
Use the With output style pull- Format Bibliography | Layout | tnstant Formatting | Libraries Used |
down menu to select and change e - =]

the citation format.

W TN ATl = AT H (1 frier Medical Association Browse... |

"Temporarv citation delimiters

NOTE: Any editing that needs to be done to
acitation should be done in the EndNote
record. Editing the in-text citation in Word
or editing the reference in Word is counter-
productive since the next format
bibliography command will revert to the
citation asit appearsin EndNote.

Left: I { Right: I T

(o] 4 I Cancel Help

Records entered into EndNote from an
online database should be reviewed for
accuracy and compl eteness.

The Find Full Text command is not 100% accurate even if you authenticate.

JML-7/27/2010

Jeanne Le Ber
Onlinetutorial available at: jeanne.leber@utah.edu
http://library.med.utah.edu/ed/eduservices/handouts/-

scroll to EndNote ‘ @




Exercise 1 —Create an EndNote X4 Library,
Sear ch PubM ed from within EndNote, Create a Group,
Find Full Text, Review Records

UNIVERSITY OF UTAH
SPENCER S. ECCLES
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Createan EndNote Library

e Goto Start > All Programs > EndNote > EndNote Program
e The program opensanew library named My EndNote Library.enl
a corresponding folder named My EndNote Library.datais created
e Or goto File>New > name thelibrary and save to desktop
e Toopenalibrary fromwithin EndNote File> Open > Open Library

Sear ch PubMed from within EndNote

1. Select Online Search Mode
2. Under Online Search select PubMed (NLM)
o If PubMedisnot an option, click onmore. .. then select PubMed (NLM) from
thelist of databases listed in the Choose a Connection window
3. Enter your search termsin the Online Search template

ces Groups Tools Window Help

EndNote X} 1

File Edit R
<] Online MdWe E@
G w[®)mrmuene )Y o @ & | | @

3 Author Year Title Journal Ref Type Record Numt

Quick Search -

My Library ~
[IOnline References  (0)
iii Online Trash (0)

= Online Search
O Library of Congr... (0)
SubMed (NLM) 0

more... < |

Preview  Online Search - PubMed MEDLINE &

Search Remote Library v Match Case Match Wo

Personal Name as Subje ¥  Contains v |darwir|
Al Fields ~  Contains - |healih\
Title ~  Contains - |

Showing 0 of 0 references in Group. (All References: 0) 2 Hide Tab Pane

Online Search template

o Enter search term(s) (see example above)

e Limit term(s) to aspecific field by using the Field pull down menu

o Select appropriate Boolean operator (and, or, not)

e The search example above has two criteria; add as many criteria as needed by using the
plus buttons on the right

e Click Search



Confirm Online Search

Createa Group

The search isrun; the Confirm Online Sear ch window indicates number of citations
found in online database (if this number istoo large, click cancel and add more criteria)
Click OK to continue
x
Found 24 records,
Rettieve records Fram: Iu through <%
™| Glear currently displayed|results before rettieving records,
- ok | cancel |
Citations are added to an Online Mode Library; this alows you to review and select the
citations you want for transfer to your Library.
Double click on anindividua citation to see the complete record (close the record to
return to list)
Use Ctrl + Click to select multiple references or just click if you want one reference
Click onthe Copy to Local Library icon —
Citations have now been integrated into Library; <88 ) @ < @
return to the Local Library Mode 7 Copy to Local Library |
B et 36 - oINS

_-ﬂi'-—"liﬂll

File Edit References Groups Tools Window Help

nc Jline Modé

e % @ | APA Bt full nama2 -|E§ -_ q THTE K ] | s | @ | Crecksearch =
My Library i i Author Year Title Journal Ref Type Record - l
[ Online References  (25) | kil 1988 Darwin's iliness IsrJ Me... Joumal ... |
@ Online Trash ()| Coldstein 1989 Darwin, Chagas', mind, and ... Perspec... Joumal ...
) Horowitz 1976  Aristotle and woman J Hist Biol Joumnal ... |
S e Seatsi Padis 1973 On the health of Charles Da... Trans St... g i :
GLibrary of Congr... (0) | woodruff 1968 The impact of Darwin's voya... Bull N'Y ... Journal .

< /PubMed (NLM) (251 Woodruff 1965 Darwin's Health in Relation t . BrMed J Joumnal ... [
more... Kohn 1963 Charles Darwin's chronic ill h... Bull Hist ... Journal ... Move References to Trash
Alvarez 1959  The nature of Charles Darwi... N Engl J... Add References To
Ostenfeld 1958 [Charles Darwin. His persg = New Library.. Copy References To
Choose Library.. Cut
4 i My EndNote Library.enl oy
Freviews| Online Search - PubMed MEDUINE at PubMad (NLM) | Quick Edit Copy Formatted
fleiii |Quick Edt P
Search | | Optioms » | Sameh Boole Ubow, T Show All References
— Show Selected References
Personal Nome o3 Subjé +  Contains - |darwll'l Hide Selected References
i '_ e <l Toamma . |heaith Hide Tab Pane
3 ; File Artachments L
And v it *  Containg - Find Full Text v
URL B

#| EndNote X3 - jeannele2

g Edit References Groups  Tools  window

Click onLocal Library Mode (see arrow at right)
From My Library pane highlight Copied References
Select al references

Right click > Add References To > Create Custom Group (or select an existing group)
Name the group, the selected references will be added to it

£ nnelez

EFIPD) —




EndNote Preferencesfor Find Full Text

In order for the Find Full Text to work to your
advantage, set up the Find Full Text Preferences
in EndNote.

Go to Edit > EndNote Preferences> Find Full Text

Select ISI, DOI, PubMed, OpenURL and add this URL to

e OpenURL Path: http://sfxhosted.exlibrisgroup.com/uutah/az
¢ Authenticate with: https://ezproxy.lib.utah.edu/login

¢ Click Apply > OK

Find Full Text

EndMote Preferences.

Spell Check
Temporary Citations
Teem Lists

URiLs B Links

Encinote Dataots

Rover Pansl ook ][ coma

e ul
Chas Enchigle wil ind 3 va:
ool P foll st s

1151 Wb of Knowledige Full Tass Links
| DO (Digetal Objact Identer)

¥| PubMed LinkOut (L5 Nasonal Library of Me<dcies)
¥ pentAL

OpaniAL Paty  hip flshid exsibrisgroup com/ustahia
Husherscate wih

URL  hepsfpeaxyl] it utah adaiogn

Examples. WEpa.fogen eepraey bbeary myuavorsdy sdubogn
e (et unreeeatyname sds/suthanse abon

¢ Highlight the citations that were just added to your Library
¢ Right click and select Find Full Text > Find Full Text > Authenticate

o Oryou can use the Find Full Text icon at the top of the page

% @

JE -‘@@@@@ @

—
—
—

e Enter your University of Utah uNID and passwor d to authenticate (for any one session,

you only need to authenticate once)

HlFind Full Text Login
|

I What i suthentication? E

ENRTUREEEN TcciinoLocy
MARRIOTT
LIBRARY
Remote Access to Library Resources

University of Utah « Marriott Library «

To access this resource, login with your uNID (University Network ID) and password.

UNID: |u0028294
Password: [sesssesses

Forgot your password? Try resetting it yourself with the online application through the Campus
Information System If you have difficulty, call the Campus Help Desk at 581-4000 option 1 and
tell them which service you are trying fo access without success.

Mntn that thic canicn in anhe aunilablo fo coreant Lnieaecibe of Linh chidonte ctaf and faolb

=

e Monitor attachment progress in the My Library pane, under Find Full Text on left

e The full text PDF article is attached to the EndNote record. In addition, EndNote
automatically creates a copy of the article and places it in the data folder. The data folder
is associated with the Library of the same name and is essential for the proper operation
of the EndNote program. DO NOT place items directly into the data folder. All items
should be attached via the EndNote record. Based on where you saved your Library you
should see an .enl and .data folder with the same name — for example:

o MyEndNoteLibrary.enl
0 MyEndNoteLibrary.data

My EndNote My EndNote
library.enlsLibrary.Data

NOTE: Most of the connections in the Online Search menu are library catalogs; these do not
require a login and password. Some of the connections are to proprietary databases and these
require a login and password. (Export is a better option for most databases except PubMed.)


https://tproxy01.lib.utah.edu/login�

Review and Clean Up Records
See Exercise 6 for complete details

The APA 6" output style requires the use of the DOI in the referenceif it is available.
PubMed includes both the
o DOI —Digita Object Identifier (beginswith 10....)
and
o PII —Publisher Item Identifier
The DOI and PII uniquely identify the cited reference and are also known as persistent identifiers.

Since PubMed provides both the DOI and the PIl in the AID field both numbers appear in the
DOl field in EndNote. Y ou will need to remove the PIl and any additional spacing in order for
thisto display properly in your list of references formatted for APA 6th.

Pr ocess:

From the Styles pull-down menu select APA 6"

Use the Preview tab at the bottom of the page

Scroll through the references (Local Library Mode selected)

For references with both the DOI and Pl or references that repeat the word DOI —
open the record and edit OR use the Quick Edit tab

e Closerecord and say Y es to save changes

eferences Groups| ls Window Help

2] My MaiNote Library.eni =N oy ="
clulelma 2 3QO00®R| Y @V @ -
My Library B \ ¥ Author Year Title Journal Ref Type Record Number Las“
9 All References Dombro... 2010 Asthma in pregnancy Clinical ... Joumnal ... 31 7727
& Unfiled (8) Berger 2010 Treatment of persistent asth... JAsthma Joumnal ... 27 7HM4=
il Trash (0) Aschenbr... 2010 New safety requirements for... America... Journal ... 32 72
Patient tool helps determine ... AHRQ R... Journal ... 33 s
= My Groups Waxman Medicine in small doses ANZ J S... Joumnal ... 22
&Darwin (24) Darwin on the Web: resourc... Joumnal ...
= EndNote Web Koenin Darwinian evolution in the lig... Nucleic ... Journal ... 15 7/
configure... Koonin owards a postmodern synt... Cell Cycle Journal ... 14 718

[ 3

= Find Full Text

Freview |Search - Darwin | Quick Ed\l‘

Stark, L. A. (2009). Darwin on the Web: resources for Darwin 200 and beyond. CBE Life Sci Educ, 8
(1), 1-6. doi: 8/1/1 [pii]
10.1187/cbe.08-12-0078

NOTE: You can copy the Pl to the Notes field or another field of choice. Y ou can also create a
custom field in EndNote preferences. Go to Edit > Preferences > Reference Types >
Modify Reference Types>rename a Custom #field to PI1.

IMLjabb — 1/23/2011 [
Jeanne Le Ber
Spencer S. Eccles Health Sciences Library

University of Utah
jeanne.leber@utah.edu; 801-585-6744




Exercise 2 — Save PubM ed Citations and Import Citations l

from PubMed Text Fileto an EndNote X4 Library Sendts ) Ciipboard: 7 tems
Choose Destination
Processto Save PubMed Citations: £ File & Clipbozra sults:
1. Perform literature search in PubMed gy st Gk _‘
2. Select items by clicking in the check box to the left of the citation %
3. Usethe Send to pull-down menu to place items in the clipboard et i - I
4. Select the Clipboard radio button and click Add to Clipboard button d I G| [
5. Click on the Clipboard #items hyperlink
Sendto: (¥ Ej Clipboard: 2 items
Send to: r:j Clipboard: 10 iterns Choose Destination
@ File ¢ Collections sults:
" E-mail © Order

rl )

Download 2 items.

6. Usethe Send to pull down menu to select File; Format MEDLINE

Format

and click on Create File [[iEDNE | irary - Uofl
I 1 Sort by
a From the File Download window select Save |

b. Inthe Save Aswindow; direct thefile to the Desktop s =
c. Youcanleavethefile name asisor changeit; click Save ?
d. Thefile must be saved as a .txt (Text File).
e. Firefox saves differently: From the
Opening pubmed_result.txt window select Save File > OK > select where to save
i. Thedefault folder for downloadsis Downloads
ii. Change default in Firefox Tools > Options > General > Savefileto ...

Stepsfor importing citationsinto EndNote
1. File>Import > File
a. Click Choose button and navigate to the saved

teXt flle Import File e ‘Ejﬂh
b. Select fileand click Open _ b restat ()
c. Fromthe Import Option: pull-down menu select et e
PubMed (NLM) ‘ METREEE FubMed (NLM) -
d. If the PubMed isnot an available choice, buplcates: [1mport nto Duplicates Library -
find it by selecting Other Filtersand browseto SEleCt | reqrimmcomon:  [No Transiton -
2. Fromthe Duplicates: option select Import into | ] o

Duplicates Library (recommended)
3. Click Import button

NOTE: If the above steps were completed successfully the EndNote Library displays alist of newly
Imported References. Double click on an individual citation to view the record. Each record includes the
complete citation with abstract and keywords (if they were available in the original database). Itis
recommended that you review the imported datato be sureit is accurate and make any necessary
adjustments.

Thisisthe perfect time to add a keyword to all of the imported citations using the Tools > Change and
M ove Fields command. Use the Change Fieldstab and in I n select Keywor ds; then click Insert Special
—carriagereturn; select Insert after field’stext: then type the new keyword. Click OK and proceed.

Refer back to Exercise 1 to: ®
« Create agroup ? UNIVERSITY OF UTAH
4 SPENCER S. ECCLES
* Find Full Text U HEALTH SCIENCES LIBRARY

July 19, 2010 — ML
Jeanne Le Ber

Eccles Health Sciences Library
SOME RIGHTS RESERVED jeanne.leber@utah.edu; 801-585-6744
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Exercise 3—Perform asearch in CINAHL, add UNIVERSITY OF UTAH
citationsto a folder, and Export citationsto EndNote X4. U SPENCER S. ECCLES
HEALTH SCIENCES LIBRARY
Export provides the benefit of using the search interface of the
host database (for example EBSCOhost CINAHL, ERIC, PsycINFO)

and the ease of transferring the citations directly into EndNote.

Processto Export CINAHL citations:
1. Perform literature search in CINAHL
2. Click the Add tofolder link at the bottom of the citation to select references
3. Click the Goto: Folder View link in the Folder hasitemstask pane (to theright)
or select open Folder from the top blue bar
4. Check the Select/desdlect all box to flag al citations; or select individual citations
5. Click Export icon

Articles
1-30f 3 Page: 1 Name Sort Page Options
k l Print
/| Select [ deselect all | Delete Items
[ A et
4 1.A comparison of obese and nonobese people with asthma: exploring an oo s sie

asthma-obesity interaction. &4
(includes abstract); Pakhale S; Doucstte 5; Vandemhesn K; Boulst LF; McIvor RA; Fitzgerald i Export

JM; Hemandez P; Lemiere C; Sharma S; Field SK; et al.; CHEST, 2010 Jun; 137 (6): 1316-23
(journal article - research) ISSN: 0012-3692 PMID: 20154078 CINAHL AN: 2010678113

Subjects: Asthma; Asthma; Obesity; Adult: 19-44 years; Middle Aged: 45-64 years; Female;
Male

Database: CINAHL

6. Inthe Export Manager - click the radio button for Direct Export to EndNote ...
then click Save button

Export Manager @ FUMER.
/ 4 Back
Save E-mail
Number of items to be saved: 16
¥ Remove these items from folder Save citations to a file formatted for:
after saving ® Direct Export to EndNote, ProCite, or Reference Manager
" Generic bibliographic management software
Save O o o
Citations in BibTeX format
" Citations in MARC21 format
" Direct Export to RefWorks

7. For Internet Explorer: From the Choose Destination dialog box select EndNote
and click OK.

8. For Firefox: select Open with > Resear chSoft Direct Export Helper

9. If your EndNote Library is open, the citations populate that Library. If your Library is not
open, EndNote will ook for the Library. From the Select a Reference Library diaog box
navigate to and highlight the Library where the citations should reside. Click Open button.

10. The selected citations have been Grouped in the EndNote Library in Imported References
and are available for you to review, add notes, create anew Group or attach full text.

11. Toview all reference select All References from the My Library pane.

Refer back to Exercise 1 to:
a. Create agroup | @ \
b. Find Full Text

JML/jabb November 30, 2010
Jeanne Le Ber; jeanne.leber@utah.edu




? UNIVERSITY OF UTAH
U SPENCER S. ECCLES
Exer cise 4 — Use Cite While You Write with HEALTIESCIENGES LIBRATY
MSWord 2007 to Create | n-text Citations

and a Bibliography at the End of the Paper

Basic process:

1. Open EndNote Library 7] My EndNote Library.enl
. Select Another Style...
2. Select Style from the pull down menu in the . “ ®
upper |eft corner (Select Another Style) My Library Amotated
i C VNN =] APA Bth-full name
3. Open I_\/I_lcrosoft Word 2007 and open the paper you mUndled oA sst?y-tlugnmﬁbkm
are WI’I'[I ng - Author-Date
Wl Trash JAMA

JAMA not superscripted
= My Group :Numbered

M ETHOD 1 - I n%rt %I&tw CltatIOI’l MNumbered edited
4. In EndNote highlight the citation that is to be cited. ®Darwin show AllFielas

5. In MSWord 2007, position the cursor in the text where you want to add the in-text citation
6. From the Ribbon select EndNote X4 tab

/

Home Insert Page Layout References Malllngs Review Wiew Endhote X4 Acrob
- ,& EN Go to Endnote Style: | APA 6th b ‘DJ Export to EndMote ~
e __fEdrt & Manage Citation(s) \:'i| Update Citations and Bibliography Qg& Preferences
Cn‘It:f:intn . M{Edrt Library Reference(s) 3) Convert Citations and Bibliography - '? EndMote Help

Citations Bibliography F Tools

7. Usethelnsert Citation pull-down menu
and select Insert Selected Citation
a. Note that the in-text citation displays in the appropriate format for the selected output style

b. Thereference for that in-text citation displays at the end of the paper

METHOD 2 -Find Citation
8. Placeyour cursor in the text where you want to add the in-text citation; from the EndNote X4 Ribbon

use the Insert Citation pull down menu and select Find Citation.

a. Enter aterm in the search box; click Find -
b. Highlight the needed citation e
c. Click Insert - = ——

i. Uselnsert pull-down menu
to select Insert & Exclude
Author/Year/More

d. Thein-text citation and reference are
appropriately added to the paper

10




METHOD 3 -Goto EndNote > Insert Citation
9. Placeyour cursor in the text in MSWord where you want to add the in-text citation; select Go to
EndNote; highlight the reference in your EndNote Library and use the I nsert Citation icon from
within EndNote.

-K‘ ; d I EndNote X4 - My EndNate Litirary,
!—J"j \ H n File Edit References Groups Tools Window Help
t'?/‘ H t - 1 I My Endhiote Library.ent — e
i om nse age Lay Gl s ® |wam = 00008 & & 3% | @|ocsen -
EN Go to EndiMNote My Library || ¥ Author Year Title Journal Ref Type Recon*
&Q\ — ¥ All References 2010 Patient tool helps determine ... AHRQ R... Journal ... 33
"'\ R J Edit & Manage Citation(s) mDuplicate References (1) Adler 1989 Darwin's illness ) IsrJ Me... Journal ... 1
@ Unfiled Y| Alvarez 1959  The nature of Charles Darwi... N EnglJ... Journal... 2
Insert % Edit Lib Ref (s) " @ Aschenbr... 2010 MNew safety requirements for... America... Journal 32
. it Library Reference(s @ Trash 6
Citation ~ 2 e ® Becker 2005 Lessons from Darwin: evolut... Curr Alz... Journal ... 3
R e - n!y_ﬁroPp‘ | Berger 2010 Treatment of persistent asth... J Astma Journal ... 27

The in-text citation and reference are added to your paper

METHOD 4 — Copy and Paste
10. Copy and Paste
a. Inthe EndNote Library highlight the reference of interest
b. Edit>Copy ORCTRL +C
¢. Returnto Word document, place your cursor in the appropriate place in the paper where
you want the citation and do aPaste OR CTRL +V
d. In-text citation displays and referenceis added to paper

METHOD 5-Drag and Drop
11. Dragand Drop
a. Inthe EndNote Library, highlight areference of interest
b. Click-hold and drag to appropriate place in the paper and release
c. In-text citation displays and reference is added to paper

HINTS
12. Highlight multiple references if you need to cite more than one reference at atime.
13. If citations are not automatically formatted ot X4 Fomat Bloraphy —
and a bibliography is not updated each time Fomai gty g et Yt

Fetant Formaltrg

you insert acitation, in the Ribbon click
Bibliography, select the I nstant Formatting
tab and click the Turn On button.

ok Comel Help

14. To change an output style —
in the Ribbon click on Bibliography;
than select Browse; from the list of styles
highlight the style of interest;
lick OK and than OK

11



15. Processto Edit an In-text Citation If you need to add or subtract information from the in-text
citation use Edit Citation.
a. Right click on thein-text citation
b. Select Edit Citation(s)
c. Select Exclude author or Exclude year or more ...
d. Add aPrefix, Suffix or Pages

EndMote X3 Edit Citation i i i 1]

Use this window to view, select, edit and remove citations from your current document,

Cikations in document: Formatted Citation
citation use Edit Citation, ... JEdit In-Tex!

Bruce, 2007 #533

IV Exclude author [ Exclude year

Prefix: I

Suffix: I

Pages: I14|

Insert... Remave |l|i|

Reference Type:  Journal Article ﬂ
Record Number: 533
Author: Bruce, M. L,
McEwoy, P,
Year: 2007 LI

OF I Cancel Help |

|Library: Traveling Library il citations 4

In-text Citations--Cor porate Author Adjustment Cor porate name abbreviation after first occurrence:
For example: American Physical Therapy Association In MSWord, right click on the citation you want to
edit, go to Edit Citation. Select the option to Exclude Author, and then enter abbreviation (APTA) in the
Prefix field. Then click OK. Thiswill need to be done for each occurrence in the document.

NOTE: CiteWhileY ou Write (CWY W) works with MSWord 2003. The commands are available
from the EndNote toolbar and are similar to M SWord 2007. See the MSWord 2003 CWY W
Exercise 4.

i

IML/jaab duly 26, 2010

Jeanne Le Ber

Eccles Health Sciences Library
Jeanne.leber@utah.edu; 801-585-6744

12
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? UNIVERSITY OF UTAH
Exercise 5—Journals Term List and U SPENCER S. ECCLES
Editing an Output Styleto Include Full Journal Names

Adding Connection Files, Filtersand Styles

Why do | haveto do this? If you use avariety of databases to populate your EndNote Library,
the journal names end up being a mix of full and abbreviated titles. That is because one database
may use the full journal name (true for CINAHL) AND another may use the abbreviated journa
name (true for PubMed). When creating your bibliography the journal nameis pulled from the
EndNote record unless you tell it otherwise. Editing the Journals Term List is one way to
correct thisinconsistency.

Thisisatwo step process:
1. Edit thejournal namesinthe Journals Term List (requires on going maintenance)
2. Edit the output style to use the Full Journal column in the journals term list (one-time
adjustment)

This exercise will usethe APA 6" output style.

Step 1.
Goto: Tools>Open TermsLists>JournalsTerm List

Terms |Lsts |

Inthe Term Listswindow under the Termstab be surethat only =~ ez
full journal names appear in the Full Journal column.

Delete Term
Insert Term

Heakh Sciences EdU..
Physiobgy Education
Health

In the Full Journal column:
¢ highlight the abbreviated journal name
o select Edit Term
¢ move the abbreviated title to Abbreviation 1 column
e retype or copy the full journal name in the .
Full Journal column iR ol
e click OK Hint: Hold the ctrl ey b select mulkples termns

i Am 1 Cerdiol
ical Nutrik,.. Am 1 Clin Mutr

e

AMe... Am. 2. Ind, Med,
of Muy
of Ob

52, AmJ Obstet Gynecal
Am J Occup Ther

NOTE: Full journal names can be verified in PubM ed’ s Journals Database, the Eccles Library
eJournals, or the Ulrich'sInternational Periodicals Directory (available from the Databases
AtoZ list on the Eccles Library home page).

When you have completed thistask, close the Terms Lists.

St ep 2 . . th [# APA 6th
Go to: Edit > Output Styles> Edit APA 6 i HFeee | \
. . - Abou this Style = Journal Name Format

e highlight Jour nal Names from the left column  fromymous Works
e Select Use full journal name from the - IS

ri ght column / =8 Cita?::nsp e Abbreviation 2
e Go to File> Save As and save the file with - Anbiuous Crators : oo

. . . - Author Lists on't replace
adlightly different name; e.g. APA6th_full journal _name -futhor tens
. - . . urnbering . . .
NOTE: EndNote will not let you save the edited file with  Sort Onder I o R e zsa
. . =|- Bibliograph -

the same file name; be sure to rename the file. s I Remave peiizd:
e Goto Edit > Output Styles > Open Style Manager e
o Select the newly edited APA file (e.g. APA6th_full) etk e

. . . -~ Layout
e Thisstyleis now available for your use. St Order
Title Capitalization
E‘ F?ft'll'::n:;satas _ILI
4 »
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NOTES:
e You only need to do Step 2 once since the edited style becomes a permanent choicein
your Output Styleslist.
o EndNote creates a persona folder in My Documents labeled EndNote; within thisfolder
it creates a Stylesfolder that contains all your edited Styles. DO NOT delete this
EndNote folder. It ensures that the modified files will always be available to you.

Return to your word processor. From the EndNote toolbar, select Format Bibliography with
output style, select the edited APA style (e.g. APA6th_full). Full journal names should now
display in the Word document.

The bibliographic style selected in the Format Bibliography x|
dl al Og bOX detel’ml nes hOW EndNOte formaIS the C|ta| ons Farmat Bibliography ILaVOUt | tnstant Formatting | Librar?Jsed |

in your paper (in-text citations) and the referencesin the
bibliography at the end of your paper. The output style takes
care of text styles, punctuations, and sorting required for

the citations and bibliography, as well aswhich fields are
included in the bibliography.

Format document: Ititlepagevg.doc I j

LRI T SH N 1 A rner Medical Association [

"Temporary cication delimiters

Left: I 1 Right: |}

You can use Format Bibliography to select a different style
and reformat your document any time in the process.

To adjust line spacing, use the L ayout tab. o | conce Help

NOTE: The output style used in your paper is determined by

the journal to which you are submitting, or by your department’ s thesis committee or others. Itis
best to check with the publisher before starting the paper. If the style you need is not in the
Output Styles Manager, you can do a Google sear ch of the journal title with output styleto see
if the publisher has created the needed output stylefile.

Adding Connection Files, Filtersand Styles
NOTE: EndNote X4 comes with alimited number of connection files, filters and styles. You can
add all these filesto your EndNote program folders or select individua files.

e Goto: http://www.endnote.com
e Click on support & services (at the top of the page)
e Under Downloads, for Output Styles (or Import Filters or Connection Files),
click More....
Accept the Terms of Use
Select the appropriate link or style
Accept the Terms of Use (again!)
In File Download click Save
The complete zipped set will need to be unzipped and extracted
o Theindividua filewill find its way; no further action needed
e Thefiles must be placed in the appropriate fol der
0 My Computer > C drive > Program Files > EndNote X4 > Styles (or Connections
or Filters)

JML/ jaab - July 26, 2010

SOME RIGHTS RESERVED
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Exercise 6-- APA 6" and DOI
Edit an In-text Citation; Edit an Output Style

The 6™ edition of APA requires that the DOI be added to the cited reference. The Digital
Object Identifier isaunique way to locate a citation in the digital environment and
provides a persistent link to identify an online item. The DOI can be searched in the DOI
System website at http://www.doi.or g; paste the DOI into the Resolve a DOI Name
search box, click Submit and the complete citation for the item is than displayed.

Using the DOI makes managing intellectual property in a networked environment much
easier and more convenient.

Some things you need to know.
e PubMed hasan AID (articleidentifier) field that populates the DOI field in EndNote
e TheAID can contain both aDOI and aPII (publisher item identifier)
e For the purposes of APA 6" you need to remove the PII from the DOI field
¢ |tisrecommended that anytime you add PubMed citations to your EndNote Library
you review the records and remove the Pl from the DOI field. Y ou can cut and
paste the Pl into another field or create a custom field to display the PII.

Toreview referencesin EndNote
1. Select Local Library Mode and the Preview tab at the bottom of the page
2. Usethe Styles pull-down menu to select APA 6™
3. Highlight and scroll through the references looking for unwanted Plls
4. Select Quick Edit and scroll to the DOI field; edit field by removing the PII and
spacing or make other needed edits
5. Answer Yesto Do you want to save the changes you made to the reference?

Bl tna 4 - My EndNotelPa¥ry.enl
File E eferences Gro ools Window Help
ote Library.enl Ei‘.’h

m 2

= Find Full Text

glelefma 5 5000 C| ® @ 3% @] -
My Library B | ¥ Author Year Title Journal Ref Type Record Number Las“
# All References Dombro... 2010 Asthma in pregnancy Clinical ... Journal ... 31 7121
@ Unfiled (8) Berger 2010 Treatment of persistent asth... J Asthma Journal ... 27 714=
il Trash (0) Aschenbr... 2010 New safety requirements for... America... Journal ... 32 72
2010 Patient tool helps determine ... AHRQ R... Journal ... 33 7i2:
= Ly e Waxman 2009 Medicine in small doses ANZ JS... Journal ... 22 7/1¢
@Darwin (24) Darwin on the Web: resourc... Journal ... '
= EndNote Web 2009 4 arwinian evolution in the lig... Nucleic ... Journal ... 15 7114
configure... 2009 pwards a postmodern synt... Cell Cycle Journal ... 14 T8

Freview | Search - Darwin | Quick Edit

Stark, L. A. (2009). Darwin on the Web: resources for Darwin 200 and beyond. CBE Life Sci Educ, 8
(1), 1-6. doi: 8/1/1 [pii]
10.1187/cbe.08-12-0078

NOTE: You can copy the Pl to the Notes field or another field of choice. You can aso
create a custom field in EndNote preferences. Go to Edit >Prefer ences >Reference
Types> Modify Reference Types > Modify Custom # field to PII
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Edit an In-Text Citation

In the Word document, right click on the inserted
citation. Optionsinclude exclude author, exclude year,
or more. Click on more to see additional options.

(For example, prefix, suffix, pages.) The action selected
only affects that in-text citation.

In-text Citations--Cor porate Author Adjustment
Corporate name abbreviation after first occurrence:
For example: American Physical Therapy Association
In MSWord, click on the citation you want to edit,

[EndNote Edit Citation

Use this windaw to view, select, edi and remave citations From your current document.

Citations in document:

G

Americ

Knowlss, 1998 #124

American Physical Therapy Association, 2004 #37
for clinical instructors {...), The workshop offers suggestions to therapist

25 & cliical instructor (..., To assist therapists in becoming good cinical i j
APTAY, 2005 #1

on thearies of adult learming (..., learning styles (DiMarco, Noonan, & Ol

| 1208), learning styles (...}, and numerous research studies in physical t

[¥ Exclude author

I™ Exclude year

Prefi: [PTA

suffix: |

pages: |

then go to Tools> EndNote > Edit Citation. Select the option to Exclude Author, then enter
abbreviation (APTA) in the Prefix field. Then click OK. Thiswill need to be done for each

occurrence in the document.

Selecting Output Stylesfor Use

Path: Edit > Output Styles> Open Style M anager
Search for a style by broad subject area. Select by checking
the box to the | eft of the style name.

Edit an Output Style

The specific output style you want to use may not be
available from the list of 4000+ output styles. If that isth
case, you can select astylethat issimilar and edit it.
Path: Edit > Output Styles > Edit <selected style>
From the style dial og box make appropriate changes.
Changes can be made to the Citations (in-text
information) and the Bibliogr aphy.
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Ditarco, 1397 #56 | e remove | 3] 2]
Reference Type: dudiovisual Material -]
Record Number: 67
Author: Amerlcan Physical Therapy Association,

Year: 2005 ||
Title: Physical therapy clinical instructor education and credentialing program manual
Citw: Aleranria. v =
ok | cancel Help |
[Library: Traveling Library 17 citations 7
\#] jeanne.enl Alternative Medicine
[ PIETII]  American Studies M [= |
- Anatorny
Name Anesthesiology -
O Hineteentl  Anthropology:
NLM Aquaculkure
O HLMwith  Archasology —
O LM with & =
- Astronomy
s Unmark Al Edit
Audiclogy I ——————
#LessInfo;  Biochemistry Style Into =
Bioinformatics
File Mame: | Bidlogy
Creste - Bophysics
Modfiot ©  BiDstiences
BasedOr;  Bidtechnolagy
Category: | Botany
3 | Business
SIS | Cardiology Mational Library g
Cell Biology ed Formats for x|
Chenistry
‘Communications and Media
Showing 1290 of Computer Science Files\EndHote 815tyles!, v
2 1= |
TSR M 2| Hame: AP
Aoy worts
Page Iancers Buedon |
o fis S
Tergples Comstnct Ssturday, Diacambe 10, 2000 115030 4
g Lt roodiad 5 ahadag. Discassbar 18, 2004 115030 A
Fughir N Comments and mistone

This style s based on the Publcation Manual of the APA, Sth ed
i ne longar an "APA submitted” style]

[NOTE: There ﬂ

rmanual

Yoo miay need 1o add of madify yaur awn reference types

July 26, 2010 —jml/jab
Jeanne Le Ber
jeanne.leber@utah.edu
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ExerCI% 7_Sav|ng aCOmprmj Copy U HEALTH SCIENCES LIBRARY
of an EndNote X4 Library and

Sharing aLibrary Using EndNote Web

Saving a Compressed Copy of an EndNote X4 Library
Y ou can save your complete library to asingle compressed file in order to back up your library or
share with a colleague. The pieces of this process are:
o the.enl file[<filename.enl>]
o the associated .DATA folder and all of its contents [<filename.DATA>]
o the.enlx compressed file [<filename.enlx>] that contains both the .enl file
and the .data folder

In EndNote go to

o File>Compressed Library (.enlx)
o Fromthe Compressed Library (.enlx) window make appropriate selections
e Create or Create & Email — With or Without File Attachments
o All References, Selected Reference(s) or All Referencesin Group/Group Set
Compressed Library (.enlx) — 1 zg_
(@) Create (@) With File Attachments
(") Create & Email () withaut File Attachments
(@) All References in Library: My EndNote Library.enl
(") Selected Reference(s)
() All References in Group/Group Set | My Groups -
’ Next l ’ Cancel ]
e Click Next

¢ Inthe Save Compressed Library (.enlx) window, you can rename the file and navigate
to the place where you want to save thefile; click Save

e If you elected to Create & Email the library, EndNote will launch your default email
system, create a new email and attach the compressed file to the email.

Restorethe Compressed Library File
e Double-click on the .enlx file; the .enl file and .data folder will be extracted to the same
folder where the enlx file islocated. Open the .enl library to use.

My EndNote
Libraryeni Library.Data
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SharingaLibrary Using EndNote Web

EndNote Web isavailable University of Utah students, staff and faculty. This web-based
bibliographic management program allows the user to build alibrary with groups, create a paper
and share a Library and/or a Group.

Sign Up for an account at the EndNote Web page. (From the library home page, click on
Databases AtoZ, scroll of EndNote Web; Sign Up for an account; follow instructions)

To transfer referencesfrom EndNoteto EndNote Web:
1. InEndNote go to Edit > Preferences > EndNote Web
2. Enter your EndNote Web Subscription Details:
a URL > http://www.myendnoteweb.com:80/
b. Enter E-mail Address and Password
c. Click OK (thisonly hasto be done oncel)

EndNote Preferences™ W s s . - =
Change Case Use the "Register Online" button to link EndMNote with a new or existing
- Display Fields EndNote Web account. Once registered. use the fields below to log-in to
EndMate Web.

Display Fonts
- EndMote Web
Find Full Text

Folder Locati Enter Your EndNote Web Subscription Details:
-~ Formatting URL ‘hﬂp:]fwww.myendnoteweb com:80f
Libraries

- Reference Types

- Sorting E-mail Address: |jeanﬂe\e@\ib.med.utah.edu
Spell Check
~ Temparary Password |

-~ Term Lists
URLs & Links Download the EndNote Web browser plug-in to easily capture web page
bibliographic data diractly to your desktop or web library:

[ Download EndMNote Web Plug-in ]

[ Endnote Defaults I I Revert Panel ] [ OK I [ Cancel I Apply

3. Sdlect My Local Library > EndNote Web > transfer

4. From the EndNote Web Transfer References window select
Transfer References from Desktop to Web

5. Thetransfer of references from the Desktop to the Web begins

g2

EndNote Web Transfer References

Web:

Books -

(7)) Transfer References from Web to Desktop

Allow Duplicates

(@) Transfer References from Desktop to Web
() Showing Reference(s)

() All References in Library
(@) All References in the Group:  Darwin

-
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6. Log-intoyour EndNote Web account
a.  Select citations of interest
b. Usethe Add to group pull down menu to create a New Group
c. Enter aNew Group name and click OK
i. References are added to the All My References > My Groups pane on
the left
d. Select the Organizetab at the top of the page
e. Select Manage My Groups
i. Under Share, put acheckmark next to the group you want to share and
click Manage Sharing
ii. Click Start sharing this group.
iii. Enter email addresses
1. The person you are sharing with must have an

EndNote Web account
iv. Select Read only or Read & Write ouick Search
v. Click Apply and close the window Search for
f. The person you share EndNote Web citations _’*'E'g:"ih“‘ EEEEEEE
with views those citations by clicking on the M\'{ R
group name under My Refer ences > All y References (187)
Groups Shared by Others A
Trash (2) C_Empty )
Books (13)
Cows (7)

Hemochromatosis (42)
N4100 Test (185)
Pressure Ulcer (8)
Sushi (30)

Test Group (53)

Groups Shared by Others
Excavation () B
Web Development (17)

A4 ) [H¢ (1) Learn More
* Unigue author identifier

® Cenerate citation metrice

* Publicize your publications

July 28, 2010 — jml/jab
Jeanne Le Ber
jeanne.leber@utah.edu

et
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Exercise 8—Import PDF Folder with PDF files
to Create EndNote Records

EndNote X4 allows you to take an existing collection of PDF files to create an EndNote record. If
you have lots of full-text journal articles in PDF format, you can use those files to populate your
EndNote Library with the record information. (Many of you have been waiting for this one!)

In EndNote go to
e File>Import File> Folder
e Navigate to the folder that contains the PDF files and select it
o If the selected folder has subfolders — check the Include filesin subfolders option
e Select Import into Duplicates Library to have EndNote identify potential duplicate
citations
o A reference is considered a duplicate when Author, Year, Title and
Reference Type match a reference already in the library

y CIICk Import rImpon Folder .w- : : —. —_ @ i&

Import Folder: |C:\Users\]eannele\DesktUp\EndNote F [choose... h

[¥] Include files in subfolders

Import Option: [PDF v]

Duplicates: [Impor‘t into Duplicates Library v] _
— ) (|
e The import process begins

o0 EndNote looks for the DOI (digital object identifier) in the PDF

0 The system matches DOI information using the DOI Resolver tool in CrossRef
(http://www.CrossRef.org)

o Bibliographic data is transferred to the EndNote record

0 AND the PDF is attached to the EndNote record

= The file is copied to the .DATA folder; the file name is kept

0 At this point you can review the record for accuracy and add keywords using the
Change Field command

0 Not all items will be identified or include all information

e Add items to a new or existing group

[ol@ [ =]
j 8 0 @ g @ g%‘ E ‘ @ 53 50/| @ | Quick Search -
#  Author Year Title Journal Ref Type Rec... Last Updated
B Villalta 2010 Is the detection of IgE to mu... Journal ... Journal ... 47 7/30/2010
§ Vicencio 2010 Severe Asthma With Fungal ... Pediatrics Journal ... 42 7/30/2010
# Sardon-P... 2010 Association among lung func... Pediatri... Journal ... 44 7/30/2010
¥ Moore 2010 Update in Asthma 2009 America... Journal ... 40 7/30/2010
§ Borish 2010 IL-4 and IL-13 Dual Antagon... America... Journal ... 43 7/30/2010
# Ohta 2009 Efficacy and safety of omali... Respirol... Journal ... 45 7/30/2010
B Haselkorn 2009 Consistently very poorly con... Journal ... Journal ... 48 7/30/2010
0 <s2.pdf> Journal ... 46 7/30/2010
<CD005535.pdf=> Journal ... 41 7/30/2010
] <00000446-201005000-000... Journal ... 39 7/30/2010

July 30, 2010 - jml/jab
Jeanne Le Ber
jeanne.leber@utah.edu

e

Note the incomplete record information added.
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EndNote Work Flow

Integrated Library and

_ Online Search Mode
Online Search Mode

Review and select References

References are ‘
automatically added to _
the EndNote Library Copy references to = Library
Local Library Mode {

Return to
Local Library Mode (My Library)
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