EndNote for Windows, version X3

EndNote is software that:

e Searches bibliographic databases and retrieves selected references directly into EndNote and
attaches full-text articles with an additional command

Imports downloaded references

Stores, manages and searches for bibliographic references in your Library

Builds a list of cited works

Organizes images (charts, figures, and equations) and provides image captions

System and Hardware Requirements:

Windows XP, with Service Pack 3 installed (32 or 64 bit versions)
Windows Vista (32 or 64 bit versions)

Pentium 450-MHz or faster processor

A hard drive with at least 180 MB of free space

256 MB of available RAM

Internet connection required to search online databases

EndNote files are compatible across Windows and Mac OS X platforms
EndNote X3 is Unicode compliant

Word processor compatibility:

EndNote X3 is compatible with:

e Microsoft Word 2003 or 2007 for Windows

e Open Document Format (ODT) documents created with OpenOffice.org Writer

e RTF files created with most word processors, including: Microsoft Word, WordPerfect,
StarOffice, OpenOffice.org Writer, StarOffice and WordPad.

Palm OS Requirements:

e Palm OS 4.x and later

o Serial/USB communication for HotSync operations
o 16MB of RAM, with at least 8 MB available

Windows Mobile device:

e Pocket PC (does not include Smartphones)

e Windows Mabile operating system 5 or later

e Serial or USB communication for ActiveSync operations
e 16MB of RAM

Technical Support
Call or email EndNote with a clear description of the problem and state which version you have
of Windows, EndNote and word processor.

Email support request: http://www.endnote.com/encontact.asp

Phone: 800-336-4474; press 4, and then select the "ResearchSoft Products"

The EndNote website at http://www.endnote.com contains technical support tips, utilities for
data transfer, and information about the latest version of EndNote. You can also find updated
styles, filters, connection files, tutorials and other related documents at this site.

It is strongly recommended that you uninstall any earlier version of EndNote before you
install EndNote X3.

To update software: be sure you are connected to the Internet and then go to
EndNote’s Help menu, select EndNote Program Updates.



Introducing the EndNote Library

A Library is a collection of references containing the author, title, journal source,
keywords, notes, abstracts, etc. (Library=database)

Each Library can contain as many references as your computer memory can
accommodate

There is no limit to the number of Libraries that can be created

It is recommended that all references cited in a paper be in one main Library

You can open more than one Library at a time

EndNote Libraries created with the Macintosh versions of EndNote can be used by the
Windows version of EndNote and vice versa

If your Library includes images, they are stored in a [library name].DATA folder which
is in the same folder as your Library. Remember to move, copy, rename, or delete the
associated .DATA folder along with the Library.

Back up your Libraries, along with any other important documents.
Go to File > Save a Copy or File > Compressed Library (enlx)

Open EndNote and Create a Library

Path: Start > Programs > EndNote > EndNote Program

To create a new Library:

Select Create a new library
In New Reference Library window, type Library name in the File name: box.
(A corresponding data folder will automatically be created.)

e Click Save
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To open a library from within EndNote — File > Open > Open Library

Note: If you want to use the journals term list(s) provided by EndNote, do so before entering any
citations into the Library. See page 25 for more details.



The Library Window
e The Library window displays groups, a multi-column list of references and tab pane.

e The Groups pane

All References; displays entire list of references

Unfiled; references not part of a custom group

Trash; references deleted from library, but not yet permanently eliminated
My Groups; subsets of references created by the user

My Smart Groups; groups built with search strategies

Online Search; lists frequently used online databases

EndNote Web; works with the Web version

Find Full Text

OO0OO0OO0OO0OO0OO0O0

o Reference List pane (from left to right):
o fig; heading for references that have an attached file
o paper clip; references that have attached files
o Author, Year, Title, Journal, Ref Type, etc.
= Sort by clicking on a column heading
= Use EndNote Preferences to change order of display or to select preferred
headings

e Click and drag on the column dividers to resize the column.
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e Tab pane: Highlight a reference in the Reference List pane to view more detail using the
preview tab at the bottom of the Library window. Citation will display in the selected output
style. Hide Tab Pane / Show Tab Pane is a toggle.

¢ Double click on a reference to see the complete record.



Methods for Getting References into the EndNote Library

There are four methods for getting references into your EndNote Library. A brief description of
each method follows; each method will be described in detail on the following pages.

1. Searching an Online Database from within EndNote (integrated or temporary)
Go to: Tools > Online Search then choose a connection
OR select from your list of Online Search favorites in the Groups Pane

a.
b.
C.

2. Import

a.
b.
C.
d.

e.

3. Export

a.

b.
C.

Requires a connection to the Internet

Fill in EndNote search template than press Search button

Depending on the Mode selected to perform the search, references are either
automatically saved in the EN Library (Integrated Library) or saved in a
temporary Online Library (Online Search Mode)

This works well for PubMed and/or library catalogs (such as Library of
Congress or the University of Utah Marriott Library). Export is the better
choice for subscription databases.

Perform search in an online database (e.g. PubMed)

Save references in a tagged format (MEDLINE display format) and as a text file
Return to EndNote and use File >Import; fill in the dialog window and be sure
to select the correct filter

This works for databases that provide a tagged format: best for PubMed if you
are not at your own computer but want to save retrieval for Import later

Works for the EBSCOhost databases and Web of Science if you are not at your
own computer but want to save retrieval for Import later

This feature assumes that EndNote is installed on your computer and you are
connected to the Internet

Perform search in an online database (e.g. EBSCOhost CINAHL, PsycINFO)
Select and save citations; look for Export or Direct Export button within the
online database

Navigate to your Library; you may be asked to select the filter from a
provided list

The advantage of Export is being able to use the native interface of the database
rather than the EndNote search template. There are fewer steps and it’s more
efficient.

Use for all EBSCOhost databases; Scopus, Web of Science; WorldCat, etc.
(Not available for PubMed!)

4. Manual Input

a

b,
C.
d.

Use only if you do not have access to the citation in an online database
Select the correct Reference Type (e.g. Journal Article, Book, etc)
Fill in the appropriate fields

Click Save



1. Searching an Online Database from within EndNote

e There are 3 modes available for doing an Online Search
0 Integrated Library
= Search results are saved directly to the
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= Searches within your Library
0 Online Search Mode (Temporary Library)
= Search results are stored in a temporary Library until you save them to a
permanent EndNote Library; allows you to review and select best
citations

e Select the Online Search Mode
e Under Online Search select PubMed (NLM)
o If PubMed is not an option, click on more . . . then select PubMed (NLM) from
the list of databases listed in the Choose a Connection window
e Enter your search terms in the Online Search template
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Online Search template
e Enter search term(s) (see example above)
o Limit term(s) to a specific field by using the All Field pull down menu
e Select appropriate Boolean operator (and, or, not); click Search
e The search example below has two criteria; add as many criteria as needed by using the
plus buttons on the right
e Click Search button



Confirm Online Search
e The search is run; the Confirm Online Search window indicates number of citations
found in online database
e Click OK to continue
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o Citations are added to an Online Mode Library; this allows you to review and select the
citations you want for transfer to your Library.

Double click on an individual citation to see the complete record

Use Ctrl + Click to select the citations you want

Right click and select Copy References To and select Library

Citations have been integrated into your Library; return to Local Library Mode to review
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Right click > Add References To > Create Custom Group (or select an existing group)
See page 8-9 for more information about Groups




Find Full Text and EndNote Preferences

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

Go to: Edit > EndNote Preferences > Find Full Text

Select ISI, DOI, PubMed and add this URL to
Authenticate with: https://tproxy01.lib.utah.edu/login
OpenURL - should be http://sfx7.exlibrisgroup.com/
uutah/az

You will be asked to enter you uNID.

Find Full Text

Libraries
o Font The Find Full Text feature uses several technalogies to masimize the
Display Fants chances that Endiote wil find all avaiable PDFs. Use this scrzen to
Reference Types control these full text search options:
Temporary Citations
Sorting [ 151 w/eb of Knowledge Full Text Links
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o Highlight the citations that were just copied to your group

¢ Right click Find Full Text > Authenticate

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

you only need to do this once)

jl Find Full Text Login

1
I What i authenticstion? ﬂ
i
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LIBRARY

University of Utah « Marrioft Library « Remote Access to Library Resources

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

UNID: jul028294

Password: [essssssses

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.
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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; Export is not

available for PubMed.)




Group Sets and Custom Groups
e Use group sets to organize up to 500 custom and smart groups
e A custom group is built by adding individual references to the group
e A smart group is compiled automatically and is based on a search strategy

Types of Groups
e Permanent Groups (cannot be removed or renamed)
0 All References
0 Unfiled
o Trash
o Temporary Groups (may be replaced as you use commands in EndNote and are always
deleted when you close a Library)
o0 Duplicate References
o Full text
0 Imported References
0 Search Results
e Custom Groups (are created by the user to help organize the Library)
e Smart Groups (uses search criteria to dynamically update groups as existing references
are edited or new references are added to the Library)
e Online Search (is a list of favorite online databases and allows user to quickly initiate a
connection to that online database)
e EndNote Web (allows user to initiate a transfer of references between an EndNote Web
folder and EndNote)

Important Points about Groups:
e Thereis a limit of 500 custom groups per Library
A reference can be added to a specific group only once
A specific reference can be added to any number of groups
A reference deleted from a group still exists in the Library
Deleting a reference from the Library will also delete it from a group
The Groups pane can be displayed or hidden using the Show/Hide Groups

Creating a Group Set
¢ In the groups pane, right click on My Groups
o Select Create Group Set
o Enter the name of the Group Set
0 Custom groups can be added to the Group Set by clicking and dragging the
Group to the Group Set
0 Group Sets can be expanded or collapsed by clicking on the minus or plus

Creating a New Group
¢ In the groups pane, right click My Groups
o Select Create Group
e Enter the name of the Group
0 A group name can be 1-255 characters in length



Working with Groups
To add references to a group
o Highlight reference(s) than go to References > Add References to > New Group

To delete references from a group
e Select the group name
o Highlight the reference(s) than go to References > Delete References from Group
o A reference deleted from a group remains in the main Library
To delete a group
e Select the group name
o Select the Delete group command (4 ways of doing this)
1. Press the Delete key on your keyboard
2. From the References menu, select Delete Group
3. From the References menu, select Groups and then Delete Group
4. Right click on group name and select Delete
e The group is deleted from the Library, but the references remain in the main Library

To rename a group (3 ways of doing this)
1. Right click on the group name > Rename Group > type new name
2. Double click on the group name > type new name
3. From the References menu, select Groups > Rename Groups

Temporary Groups (exist only while the Library is open)
o References Searched; each time you do a search, the group is updated (appends)
e Imported References
o Transferred References; works with EndNote Web; replaces with new set each time
(overwrites)

Using Smart Groups

Smart groups are built with search strategies. Smart groups are dynamically updated as you add
references to and edit references in the library. The Smart group will be updated with matching
references each time you add or save a reference to your Library.

To create a Smart Group:
¢ In the groups pane, right click on My Groups
e Select Create Smart Group
e Enter the Smart Group Name
e Enter search strategy
e Click Create

To create a Smart Group from an Existing Search Strategy

Click All References

Click the Search tab in the Tab Pane.

Click Options and select Load Search.

Locate, select, and open the search strategy to load it into the Search tab.
Click Options and select Convert to Smart Group.

Name the Smart Group search



2. Import Citations into EndNote

General information: Do a search in PubMed, EBSCOhost PsycINFO, or any other
bibliographic database; save citations; then import citations into EndNote. (See page 38 for an
explanation of how to save PubMed citations so that they can be imported into EndNote.)

Saved files must be Tab-delimited and saved as a text file. <filename.txt>

Note: Tab-delimited means that each field of the database record has a name (usually a 2-4 letter
code) that directs the information to the appropriate field in the EndNote record. For example, it
directs the journal article title information to the title field in EndNote.

Steps for importing citations from a saved file

1. File > Import (See Import window example below)

a. Click Choose File button and navigate to the saved text file

b. Select file and click Open (In the example below the file is saved as
pubmed_result.txt)

c. Use Import Option: pull-down menu to select the Vendor/Database used to
perform the search. (In the below example PubMed (NLM))

a. To review other choices, select Other Filters and browse to select
(See 1ca screen shot below)

d. Use the Duplicates: option to Import All, Discard Duplicates or Import into
Duplicates Library (recommended)

e. Click Import button

e x|

Ipubmed_result.txt

Impart Data File: Choose File. ..

Impart Opkion: IPubMed (LM}

Duplicates: Irport into Duplicates Library
Texk Translation: INU Translation j
’Tpnrtil Cancel |
x|
NOTE: If the above steps were completed successfully Hame [ =]
the EndNote Library will display a list of the newly e ien
Imported References. Double click on an individual pereteo (1) DIAGS
citation to view the record. Each record includes the Fepenre (6e0) tac
complete citation with abstract and keywords (if they o @ S
were available in the original database). This is a vt i .
perfect time to add a keyword to all of the imported T — Vet Lo oedcre
citations using the Change and Move Fields command, or to oty ) S =l
peruse the imported data to be sure it imported as expected or st o = et ]
create a Group. Ates 1o o |

This would also be a good time to Find Full Text.
See page 7 for details.
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3.

Export

Export provides the benefit of using the search interface of the host database (for example
EBSCOhost CINAHL) and the ease of transferring the citations directly into EndNote.

Many online databases, such as Highwire Press, Ovid, OCLC, ProQuest, Scopus, the I1SI Web of
Science, WorldCat, Google Scholar and more, provide the export feature.

Example EBSCOhost CINAHL Export:
After doing search in the EBSCOhost CINAHL database, perform the following steps in order

to

1.

2
3.
4

5.

¥ 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

m € Citations in BibTeX format

export selected citations into the EndNote Library.

Note: This is the

d Export icon.

Click the Add to folder link to select desired citations
Click the Go to: Folder View link in the Folder has items task pane (to the right)
Check the Select/deselect all box to flag all citations; or select individual citations
Click Export icon
Folder List
Articles (16) Articles
Images (0)
1-16 of 16 Page: 1
Videos (0)
Other Content Sources (0) i I\;//\ :L'| =
Persistent Links to Searches (0)
Saved Searches (0) ¥ Select [ deselect all
Search Alerts (0) I 1. Cancer risk and residential proximity to cral
Journal Alerts (0) (includes abstract); Aschengrau A; Ozonoff D]
Public Health, 1996 Sep; 86 (2): 1289-96 (jou
Web Pages (0) 8806382 CINAHL AN: 1997044973
“Z|HTML Full Text 7 PDF Full Text

In the Export Manager - click the radio button for Direct Export to EndNote ...

then click Save button

Export Manager @ PHOMEER

4 Back

Number of items to be saved: 16

" Citations in MARC21 format
€ Direct Export to RefWorks

From the Choose Destination dialog box select EndNote and click OK.

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

button.

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

To view all reference select All References
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4. Manual Input: Entering and Editing Citations

e Path: References > New Reference

e Use the Reference Type pull-down menu to select reference type (e.g. journal article,

book, book chapter, etc.)
e There are 45 reference types available (plus 3 unused types)

NOTE: The Reference Type determines how the citation is formatted in
the bibliography and which fields are available in the New Reference
window. You can change the reference type at any time, and the
information already entered is retained. For example: you may have
entered an Edited Book, but you need to change that to Book section to

add chapter information.

Enter bibliographic data into appropriate fields (e.g. author, title, journal title, abstract,

keywords, etc.)

Each piece of the bibliographic data is entered into separate fields. This allows EndNote to
rearrange the parts of the citation to conform to various bibliographic formats. Be sure to Tab
between fields. Shift Tab moves back one field; fields may also be selected with a mouse click.

Enter only raw data and leave the formatting to EndNote.

Author and Editor Names:

Enter one name per line

o Last, First Middle (works using “auto-complete” feature)
= Mason, Jay Mark

Mason, J. M. (initials must have periods or a space between the letters)

= Mason,J M
= Stults, B.
= de Gaulle, Charles
e First Middle Last
= Jay M. Mason
=  Michael Lincoln
= Charles de Gaulle
e Last, First, Title
= Smith, John, Jr.
= |f there is no author, leave the field blank

Corporate Author Names:
e Putacomma at the end of the corporate name
o U.S. Department of Health and Human Services,

o If the corporate name includes a comma, than add a second comma

= University of California,, Irvine

Year:
o Enter the year as four numbers; e.g. 2009
e Use in press or in preparation if item is not yet published

12



Title:
o Enter title without a period or other punctuation at the end
o Allow the title to wrap to the next line
o Capitalize the title in the same way you want it to be in your bibliographies
e Sentence style: The cat in the hat does not come back
e Title style: The Cat in the Hat Does Not Come Back

Journal Abbreviation ... Alternate Journal Name
o Enter the full journal name — for example: New England Journal of Medicine
o Enter journal abbreviations with periods and spaces — for example: N. Engl. J. Med.
e You can edit an output style to remove periods from the abbreviation

e Use the Journals Database in PubMed to verify full and abbreviated journal titles
Alternative Journal Name is useful when importing or retrieving references from an
online source that provides two forms of each journal name (full and abbreviated) —seen
in the CINAHL database.

NOTE: The journal title that is entered into the Journal field in the EndNote New Reference
template is the default journal name when creating the bibliography. For example: Journal names
imported from PubMed are abbreviated in the Journal field. Journal names imported/exported
from CINAHL display the full journal name in the Journal field. See page 32 for a detailed
explanation about how to work with the Journal Term List and edit output style to allow for full
or abbreviated journal names.

Volume
o For journals, enter the volume number

Issue
e For issues, enter the issue number

Page
¢ Do not use commas in the Page field for page numbers in the thousands.
1792
4834
e Pages can be ranged
142-149
142-9
1102-1134
Edition

e Enter 1% or 2" or 3", etc. for this field

Date

o Enter dates as you want them to appear in the bibliography. EndNote does not reformat
dates.

DOI

o A DOI (Digital Object Identifier) is a unique 1D for locating a digital version of a
document, PDF or figure. Useful when importing reference data from an online source.
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Label
o Used for special or unusual in-text citations
e Can be used as a number to identify the reprint

Keywords
o Use keywords associated with reference — for example you may choose to use MeSH
(Medical subject headings) or CINAHL Headings
e Keywords can be used to retrieve references using the Search command from the
References menu

Notes and Abstracts
e Can hold up to 64K (16 pages of plain text)
e Use to store personal reminders, quotes, etc.
o Brief description of the contents of work

URL (Uniform Resource Locator)

e Type or paste a Web address in this field; or type a path and file name in this field

e For example, this could link to the URL for a full text journal article for the specific
citation. If the resource was paid for by the University of Utah, you would need to be
connected to a University server in order to access the article.

e To activate the link, with the citation selected, go to References > URL >
Open URL. This will open the Web browser, taking you to the Web address. OR you
could open the reference, scroll to URL and then click on the URL.

e Adding any other information along with the URL may keep the Open Link
command from successfully finding the linked Web address; if you do not plan to use
Open Link, you can have a number of URLS in this field, each starting on a new line.

Manual File Attachments T
o Path: References > File Attachments Lotk [ Deveirestoas 5 o0 oo

> Attach File R st e e 55 Bt e

e Using the Select a file to link to the reference

[Tleo07_Feb 6 _dstance_ed o Twhee_is_socal_teds pdf
dialog box, navigate to and select the file and %ﬁ“":f:?“;f“‘m oo
click Open oo vk
o Note the check box along the bottom titled
Copy this file to the default file attachment ol o o ot /
folder and create a relative link. Selecting v ri——— 2
this will place a copy of the file in the R ===
DATA\PDF folder; deselect the check box to S
have EndNote look in the original file location
A thumbnail representing the file is added to the File Attachment field
o Files that can be inserted into the File Attachments field include:
°  Audio files (WAV, MP3)
°  Microsoft Access, Excel, PowerPoint, Project, Visio, Word files
°  Multimedia files (MOV, QuickTime)
°  PDF files
°  Technical drawing files
°  Text files (.txt; .rtf; html)
°  BMP, GIF, PNG, JPEG, TIFF
e The file attachments field can hold up to 45 files.
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Figure with Caption

#] EndNote X1 - New Reference

Use to attach a graphic or file you want to insert into a word document.

Each EndNote reference can contain only one figure attachment. If you insert a
second file, it will replace the first one and the previous image is deleted from the
.DATA folder

Note the check box along the bottom titled Copy this file to the default file
attachment folder and create a relative link. Selecting this will place a copy of the
file in the DATA\PDF folder; deselect the check box to have EndNote look in the
original file location

Caption field is used for a short description of the figure

Process for Inserting a Figure and Caption

Fie Edi | References Tooks Window Help
g= 0 [FEEL_ o With Figure field selected, select
it afrarces To > References > Figure > Attach Figure

SearchReferences.., Cirl 7 -

SortReferences,

o =2~/ « Navigate to the file and double click on the file
;::,LOXF::;::::::S EE::::Q&UD L] The flgure iS inserted In the Figu re fleld
Cust I e Double-clicking on the thumbnail will open the

Chenge and ave Fiskds. .

associated application to open the graphic

Groups

: e The file will be available for use in paper

Find Dupficates

Shawing

Caption

T Acceptable file types: BMP, GIF, JPEG, PNG, TIFF
File Attachments ¥ | Open Figire
Look in; [ =3 Libraw Leaf x| B E /

1 Images ﬁ biormedcentral-logo. gif @ leaf_withz. HF

|~ Maps E biomedcentral-smalloplogo.gif - [ leafz. gif

|_1other Logas @ campus-delivery. gif @ marriott-libghgo.

|1 0ther Utah Logos @ fac-1000-jml jpg -090.]

| Spanish Project @ Fac1000-square. gif

™1 ‘Webloga @ Faculky 1000, gif

[ wEar.TIF hsc_map_grey. i ‘quinney-logo.gif

E Bilings. jpg @ |eaf . gif seqgolily.jpg

Biomedcentral.png leaf_trans,png @ sparc-logo,gif

@ spark.png

: E bia-med-central_horiz.jpg @Ieaf witt
I @ the-thinker.gif

E bia-med-central_vert jpg

h.gif
1.jpg

4 | i
File name: I\eaf_with.ipg j Open I
Files of type: IA\I Pictues j Cancel
|
Author Address
Figure
% 3 A

Spencer S, Eccles Health Sciences |Lit:rrar3.r Leaf

Reference Type: Figure, Chart or Table
These reference types can be used to catalog pictures, files and object files, and may contain
minimal reference information.
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To save and close the record you are working on:
o References are automatically saved when they are closed OR use CTRL+W

e You can use File > Save or the Save icon
e CTRL+N brings up a new template

o Each reference added to a Library is automatically assigned a unique record number that
never changes for that reference in that specific Library

e Each field in a reference can accommodate 64K or approximately 16 pages of plain text

Unicode

EndNote uses Unicode to encode special characters, so that data is easily translated between
platforms, programs, and languages. To view most Unicode characters, change the EndNote
display fonts to a Unicode font, such as Arial Unicode MS.

Path: Edit > Preferences > Change Font

If the foreign language fonts (Japanese, Chinese, etc.) do not display properly, you may need to
add a Language pack to your operating system.
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Sample of a New Reference template with data entered for a Journal Article

14 Katz-sidlow, 1998 #11 =10l x|

@l | Reference Tupe: I.Juumal Article j ¥ Show Empty Figlds

Q = |# | ‘ | _:_E i@“F‘Iainant ijIainSize j| B I U ’?| Al A, S
Author =]
atz-Sidlow, R. J.
Year
1993
Title
In the Danwin family tradition: another look at Charles Darwin's ill health
Journal
J R Soc Med
Volume
a1
Issue
g -
Pages
484-3
Epub Date
1998/12/16
Date
Sep
ISSN
0141-0768 (Print)
Accession Number
349520
g:ﬁ?ﬁm In this example, the pdf copy of
Chronic Disease the full text journal article was
conespondence/istory inserted into the
"Farnous Persons File Attachments field.

*Father-Child Relations
Gastrointestinal Diseaseshistory
Great Britain

History. 1Oth Century Inserting files _into _the File
Humans _ Attachments field is the
Physician-Patient Relations . .
Somatoform Disordershistory best strategy for saving the link to
EO};SS o Rl the file. EndNote

-0, . -
Biography makes a copy of this file and
Historical Article HE
Research Support, Non-ULS. Gov't S%VES itinto the
England L|brary’s data folder.

Journal of the Royal Society of Medicine
JR Soc Med. 1998 Sep 91(9)484-8.

URL

bttt nebi nim nih. govientrez/gueny fogi?
cmd=Retrievefdb=PubMedidopt=Citation&list uids=0849520

File Attachments

FOF

\Adobol
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Sample of a New Reference template with data entered for a Book

. McKibbon, 1999 #80 =10l =]

@l | Feference Type: IBagk j ¥F Show Empty Figlds
“ﬁ" ‘ ‘ = {@“PlamFont ||Pain 5ize j| B I U P ‘ A' A S

Author
Mckibbon, Ann
Eady, Angela
Marks, Susan
Year

1999

Title
FDQ evidence-based principles and practice

Series Title
PO serias;
City
Hamilton, Ont.
Publisher
London

Number of Pages

Wi, 212 p

ISBN

ISBR: 1550091182, 9781550091182

Accession Number
QCLC: 51363984

Keywords

MEDLIME.

Medicine - Bibliography -- Methodalogy.
fMedirine .- Matahacas

MEDLINE.

Databases, Bibliographic.

MWedicine -- Bibliography.
Evidence-Based Medicine -- methods.

Motes

B.C. Decker, Inc,

ill.; 22 cm. + 1 computer optical disc.

Includes bibliographical references and index.

System requirements for the accompanying computer disc: IBM PC or compatible; Windows;
or Macintosh computer.

Fretty Damed Quick evidence-based principles and practice  Evidence-based principles and
practice.

Ann McKibbon : with Angela Eady and Susan Marks.

Boak

Name of Database

WorldCat PDQ evidence-based principles and practice J Ann McKibbon; Angela Eady, Susan
Marks 1999 English Book xi, 212 p. il ; 22 cm. + 1 computer optical disc. Hamilton, Ont. ;
London: B.C. Decker, Inc.,; ISEN: 15500971182 9781550091182
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Additional Notes

EndNote provides 45 reference types:

Aggregated Database Generic

Ancient Text Government Document
Artwork Grant

Audiovisual Material Hearing

Bill Journal Article

Blog Legal Rule or Regulation
Book Magazine Article

Book Section Manuscript

Case Map

Catalog Newspaper Article
Chart or Table Online Database
Classical Work Online Multimedia
Computer Program Pamphlet

Conference Paper Patent

Conference Proceeding Personal Communication
Dictionary Report

Edited Book Serial

Electronic Article Standard

Electronic Book Statue

Encyclopedia Thesis

Equation Unpublished Work
Figure Web Page

Film or Broadcast

Or, you can create your own new reference types.

Keyboard Commands
Key Command Function

CTRL + N
CTRL + Click
SHIFT + Click
CTRL+E
CTRL + W
CTRL+T
CTRL+L
CTRL+ B
CTRL + |
CTRL+ U
CTRL + +
Command +-
Tab

Shift-Tab

creates a new reference

to select more than one reference

to select a range of references

opens selected references

closes the active window

sets the Style to Plain

selects the Plain font

turns bold on and off

turns italic on and off

turns underline on and off

turns P on and off (use the numeric keypad plus)

turns supscript ON and off (use the numeric keypad minus)
selects the next field

returns to the previous field
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Entering Special Characters

EndNote references can include special characters, including characters with diacritics and Greek,
mathematical and typographical symbols. Diacritical characters are a part of standard Windows
fonts, thus most symbols can be entered in the Symbol font.

EndNote uses Unicode to encode special characters, so that data can be easily translated between
platforms, programs and languages.

EndNote uses the default language setting set by your operating system. If the characters you
wish to use require installing a different language pack see Displaying Extended/Special

Characters in the online user manual. (Use the Help within EndNote or the PDF User’s Guide
from the EndNote website: http://www.endnote.com/support/helpdocs/EndNoteX3WinManual.pdf)

Using the Character Map
The Character Map is located from the Start menu:
Path: Start > Accessories > System Tools > Character Map
e When the Character Map displays, select the font that works for the character you need.

e Then highlight the character and click the Copy button.

e Return to EndNote and from the Edit menu select Paste.

=10l

Fant : mTimes =] Help |
Tl ela] ] o] [*]+ -_f01234ﬂ
S16|7 G === @A B|C|DIEF|GH
IWIE|L MO PIQ|E|S|T| TV X|T|Z [
1™ lalb|c|dlelf|g|h|t]|]|k|]]|m olp
glrls|t|ulvw|wlz|v|lz|{|]]|}]|~ ilé ol E
LG (D] 2 a|—|- B [°|£]|2]°3 ul g N
oy Y| Y3 g |AlA|A|A| A A|E|C|IEIE|E|E|I|L
TIBﬁ‘é“;"x@Uﬁﬁﬁ?bﬁaa
dldlalal|e|q e It ili|T|i|d|f|d|o|d]|d
@+@ﬁﬁ|,-|-u-|-y-rp-|jvﬁ§ﬁéﬂq(3cé§ﬂ

Characters to copy : Ié Select | Copy |

[T Advanced view

| LI+00ES: Latin Small Letter E 'with Acute Fepstroke: Alt+0233
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Finding Duplicate References in Your Library

The Find Duplicates command searches the references that are currently showing in the Library

window to identify duplicates. Duplicates are determined based on the duplicate criteria specified
in preferences.

To find all of the duplicate references in a library:
1. Inthe Group pane, click on the All References
2. From the References menu, choose Find Duplicates.
o EndNote displays a Find Duplicates window, where you can compare
duplicates and decide which version to keep and which to delete
3. For each set of duplicates, you have the option to:
o Click Keep This Record to save that particular reference and throw the other
one in the Trash.
o Click Skip to leave both references in the library, intact. They will appear in a
temporary Duplicate References group, so you can review them later.
e Click Cancel to stop the Duplicate References operation. All duplicates will
appear in the temporary Duplicate References group if you wish to review them.

NOTE: The older (first entered) reference will always appear in the left column. Be sure to

carefully review the citations; check the record numbers to be sure you are not deleting a
reference cited in a paper.

i/ Find Duplicates x|
Comparing 1 and 2 of 2 duplicates. skip Cancel |
Select the record ta keep. The record nat selected will be moved to the Trash. Select Skip to go ta the next set of duplicates.

Keep This Recard Keep This Record |

wioodruff, 1968 #17 Woodruff, 1968 #167

Author *! |Author B
Woodruff, A W Woodruff, AW,

Year Year

1968 19635

Title Title

The impact of Darwin's voyage to South America The impact of Danwin's wvoyage to South America

an hiswark and health on his wiork and health

Journal Journal

Bull MY Acad Med Bull MY Acad Med

Volume Volume

44 b4

Issue Issue

- = [ =
Last Updated: 7/21 /2008 Added to Library: 8/9/2008  Last Updated: §/9/2008

L
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EndNote Preferences
EndNote Preferences can be used to set default features.
Path: Edit > Preferences

X
i L\Frarles The Find Full Text feature uses several techiologies to maximize the
-~ Display Fonts chanices that Endiate will find all available PDFs. Use this screen to

Reference Types control these full text search options:
Temporary Cikations
- Sarking IV 151 Weh of Knowledge Full Test Links
~Change Case ¥ DOl [Digital Object | dentfier]
- Formatting
Display Fields IV PubMed LinkOut [L1.5. National Library of Medizine)
- Duplicates
- Folder Locations I OpenlRL
++ Term Lists
Spell Check OpenURL Path: Ihttp #¢demo.exlibrisgroup.com: 3003/ demo/
-+ URLs & Links
- EndMote Web Authenticate with:
g rind Full Text

LRL: Ihttps:f.v‘tprowm lib.uitah, edu/lagin

Examples: hitps:/¢login.ezprosy. ibrary. myuniversity, edurlogin
hitp: £/ auth. universityhame. edu/authentication

EndnoteDelaultsl Revert Panel | ak I Cancel | Lippl I

o Libraries: allows you to select the specific Library or libraries that will open when
EndNote starts

o Display Fonts: allows you to select the font and size of the text displayed in the Library
window
Reference Types: Modify Reference Types to add, delete or rename field names
Temporary Citations: allows you to set the defaults for in-text citations
Sorting: allows you to create a list of words to be ignored when sorting references
Change Case: allows you to create a list of terms where case matters: “Do not change
the case of the following terms”
o Formatting: allows you to select or deselect 3 formatting options:

°  Suggest formatting with EndNote’s Cite While You Write / Add in if the

document type is supported
°  Omit Author and/or Year from formatted citations if removed from temporary

citation
°  Merge duplicates in bibliography X
o Display Fields: allows you to select the 8 specific ety
fields you want displayed in the list of citations ooy s | et [rpae i)
e Duplicates: allows you to set the parameters to iy o T
« . . ” Cispay Fickds Coutn 3 [Custom 1 =] [Phepier
Compare references based on the following fields Dipkats o S
e Folder Locations: allows you to set folder locations T o [T =] e
e This is particularly helpful if you did not isains Gt fres |f
uninstall the older version of EndNote L S
before installing the newer version
e Term Lists: allows you to select or deselect options I Dbty i e Aol
o Suggest term as yOU type Endiote Defaults | Rievert Panel [ ok | cancel Apal

°  Update lists when importing or pasting references
°  Update lists during data entry
Spell Check: allows you to select spell check preferences
URLs & Links: allows you to OpenURL settings and default settings for attaching files.
EndNote Web: saves subscription details for connecting to EndNote Web
Find Full Text: enter your library’s URL to authenticate with ...
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Term Lists

EndNote’s term lists are used to store keywords, author names, or journal names.

With the default term list settings in Edit > Preferences > Term Lists,

all of the updating of terms and auto-completion happens automatically.
If you do not want the program to automatically update the term lists,
you can turn these settings off.

F Suggest bsens as you tyos
¥ Usdate it when imporing o pasing refsvences

F Ugdaie ety dung data eriry

# imm
Term lists are automatically maintained. As you enter new references : &
into your Library (whether by typing, importing or pasting) EndNote
updates the lists automatically so that the Authors, Journals and
Keywords lists include all of the author names, journal names and —_— -
keywords entered into your references.

Term List Facts:
e Term Lists are specific to a Library
A Library must be open before you can edit its Term List
Can be used for manual data entry
Can be used to choose your search terms
No limit to the number of terms in a Term List
A term can be up to 253 characters long
Up to 31 Terms Lists can be created for any one Library
Lists are automatically updated from the terms entered in your references
The Journals Term List stores various forms of journal names that can be used when
creating bibliographies. EndNote provides 12 Journals terms lists (for example:
Chemical, Economics, Humanities, Law, Medical and more) that can be imported for use
with your EndNote libraries. (See page 25 for details.)

Opening Term Lists
e Path: Tools > Open Term Lists >
e Select Journals, Authors, or Keywords Term List
e At this point you can add, delete or edit terms; or select a term to use in your references

Adding Terms to a Term List
Terms can be added to the term lists using a variety of methods. Adding terms to a Term List
does not change any data that you have entered in your references.

1. Manually
e Path: Tools > Open Term Lists > Authors Term List (Journals or Keywords) >
New Term (CTRL+N)
e Enter the term and click OK; the term is added to list and the window closed.
e Click Save Term (CTRL+S) to add term and keep the window opened

2. Copying Terms between lists

You can copy terms from one list and paste them into another as a way to quickly transfer terms
between lists. This is useful because term lists are specific to an individual Library.

Path: Tools > Open Term List > Authors Term List (Journals, Keywords) >

Select the terms to copy by clicking on them

With the terms selected; from the Edit menu choose Copy (CTRL+C)

Open the term list into which you want to paste the copied term list; from the Edit menu
choose Paste (CTRL+V)
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3. Copying Terms from Other Sources
You can copy terms from any text, and paste them directly into a term list. The terms must be
separated by a carriage return. One term per line!

4. Manually Updating Term Lists

To create a term list automatically from words already in your Library, use the Update List
command from the Terms menu. This is useful if you have turned off the preference to
automatically update your term lists, or if you have received a Library from a colleague without a
term list, or if you have deleted a term list and wish to recreate it.

o Determine which references should be scanned for terms and make sure they are showing
or selected in the Library window.

e Path: Tools > Open Term Lists > Authors Term List (Journals, Keywords) > Lists >
Update List

& [EndMNote X3 - jeannele2.enl

File Edit References Groups | Tools Window Help

.7 jeannele2.enl Search Library. .. CErl+HF
SpellCheck [ o o
ﬁ [™ @‘ | |J’-‘*Pﬁ Bith Cite: While You Write [CWYW] b
. Cnline Search... =
My Library = Format Paper » || ear Title
M eferance “hange and Move Fields. .. 2003 Sl
@ Unfiled Corfigure Handheld Syne. .. 1 Sgg é;jr_lc
@y Imported References  Endiote Web.. 1005 .
'[E Trash Open Term Lisks Authars Term Lisk
Define Term Lists, ., Chrl+4 Jourmals Term Lisk
= My GI’GLIPS Link Term Lists, .. Chrl+3 kKeywards Term Lisk
B COPD Hide Tah Pane Tt
B Darwin's Health ~ >orttibrary.. [
Recaver Library, | o s |
B CObes
t\.-"' Library Surmmary Jiearne.enl =l Create List... |
i Pea'}"l. W 'J b i Authars Rename List...l
BOVITL - Visual, Infc oo 2otedr® o founas o |
- h Manuscript Temg Kepwords Delete List...
= Neoplasms Data Wiswalizatio
= Journal List Uil |
— Delimiters =
r . r-r.r.sr. ImportLlst...l
™ Customn Delimiter; l_ Export List... |
Carriage return iz alwayz uzed az a term delimiter. Link Lists... I
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Importing Terms Into Term Lists

EndNote provides 12 lists of journal names and abbreviations (chemical, medicine and
humanities, etc.). These terms are stored in the Terms folder in the EndNote program folder.

If you use PubMed to do your literature searches you can import the medical journal list file into
your Library's Journals Term List. Path is -- Tools > Open Term List > Journals > Lists (tab)
> Import List > (navigate to the folder and find. . . ) Medical.txt

Laak ir: IE‘ Tems Lists 2 [« B B

2|

NOTE: The medical
file is located in the

lianthropalagy b

Astronomy and Astrophysics.bxt
EBioScignce. bxk

Chemical bxt

Economics. bxt

Humanities. txt

Zoological Records, bxt

Iy Computer

o,

File name: I

j Open I

Files of type: IText file [kt

| Cancel

Use Term Lists for Data Entry and Searching

Program Files
EndNote X3
Term Lists
Medical.txt

You can use term lists to enter terms directly into a reference or into the Search window
Terms can be entered using “Suggest Terms As You Type” feature; type the term until EndNote
suggests the right term and then press Enter or Tab to accept it.

£ library_name,en B[] b
S JRI=TE
Author 4 X =
Baarends E m Reference Type: IJoumaI Aiticle j c
Begue TS m
Blake uathot =i
Boas Eosgraaf, J. A o
Bril Cannon, G )
d” ?_’ o [EdeIman. J M. g
2 BISSCNop Emm

de la Rubia [year i
de Oliveira -
Debigare  |1ive n
Dobson el
Edelman  |Joumal mne
Emtner A
Emtner Yolume i
Gokbel m
Helenius Issue St
Kagaya ~|pt
rvlartin Hollarmr— Togg For rur teae . HuiJle AT ST e, T a0~
A »

Showing 32 out of 32 references, |¥ Shaws Preview 7
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Managing References

Selecting References
To select a specific reference
o Click on the reference in the Library window
o Type the first few letters of the author’s last name

To select multiple references
o Select multiple references by holding down the CTRL key while clicking on the
references
e Select a range of references by holding down the Shift key and clicking down the page
e From the File menu, choose Select All

Opening, Closing, Saving and Deleting References
Opening a reference
e Double-click on the selected reference

Closing and Saving a Reference
o Click on the close box; a dialog box will ask you to confirm changes if any were made
e From the File menu choose Close Reference or CTRL+W

Deleting a Reference

o Drag the selected references and drop them on the Trash group

e From the Reference menu, choose Move References to Trash or CTRL+D.

e From the Edit menu, choose Cut or CTRL+X, which also stores the references on the
Clipboard

e From the Edit menu, choose Clear

¢ \When ready to make the final delete — from the References menu choose
Empty Trash. You CANNOT undo the Empty Trash command.

Cut, Copy and Paste

You can move text from one field in a reference to different field in the reference. From the File
menu, select Cut or Copy and then Paste.

You can also Copy and Paste text from a field in an EndNote reference to your word processor,
and you can Copy and Paste text from your word processor to EndNote.

Many EndNote commands (such as Search, Change Field, Change Text, Sort, Print and Export)
can be instructed to work with just those references that are showing in the Library window. Here
are a few examples of operations that you can do with the showing references.
e Restrict the Search command to search on the showing references
e Add the results of a new search to the currently showing references as a way to combine
search results
e Use the Change Text and Change Field and Move Field commands to modify only the
showing references
e Use the term list’s Update List ... command to scan only the showing references for new
terms
e Print or Export just the showing references
e The Show Selected and Hide Selected commands provide a convenient way for you to
control which references are showing in the Library window
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Searching for References
To initiate a search of your EndNote Library:

e From the Tab Pane at the bottom of the screen select the Search tab
o From the Groups Pane select All References
o Fillin the Search template using the pull down menus to select specific limits

(sample search below) and the Boolean operators

Use the Options button to Save or Load a search

Use the plus and minus buttons to add or subtract text boxes

Use the Search Whole Library pull down menu for additional options

Click Search button
y4

Preview Search F

[" Match Case

™ Match Wards

Search | Cptions >I
I.ﬂuthor {IIS

]
|And i ITitIe j IContains j |iaims ﬂ J
/ Innd j I‘r’ear j IIs greater than or equal tj I']QSO ﬂ J

2 Hide Tab Pane

4

Example of a search for Peay as the author, IAIMS in the article title

and publication year greater than 1990.

Save a Search
Enter search terms

Load a saved search

Click the Options button and select Save Search.
A dialog appears, prompting you to name the search strategy.
Click Save (searches are saved by default in the EndNote\Searches folder)

e On the Search tab, click the Options button and select Load Search.
Select the search strategy you want to use

[ ]
e Click Open.
e Click Search to initiate the search.
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Save and Share an EndNote Library

i#4|EndNote X3 - jeannele2.enl

Use the Compressed Library feature to save and share [Fle Edt References Groups Todls Wi
an EndNote Library. Both the EndNote Library and Data Hew...
. . . - Cpen 4
folder will be compressed to one file with the extension .enlx. e e
This file can be sent to colleagues, and saved to their computer; o e
doubling clicking in the enlx file opens both the Library and Saye fis..e
H Save a Copy...
data folder. (e.g. library_name.enlx) e
. . Export...
Process: File > Compressed Library (enlx)... Import...
Prirtt... CErl+P
From the Compressed Library (.enlx) window make selections: Frrk Frevien
rink Setup...
Compressed Library oo
x| Ext g |
% Create % With File Attachments
" Create & Emai = without File Attachments
% all References in Library: jeannelez.enl

" Selecked Referencels)

= all References in GroupjGroup Set:  |Breast Cancer j

Mext | Cancel |

In the Save Compressed Library (.enlx) window provide File name and navigate to the
Desktop, My Documents or appropriate folder.

Sharing Libraries
(to be added)
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Cite While You Write with MS Word

CWYW easily and quickly cites references and creates a paper with properly formatted citations
and bibliography. CWYW gives you access to EndNote references and formatting commands
with an EndNote X3 toolbar or submenu on Word’s Tools menu.

Basic instructions:

1.

10.

11.

12.

Open the EndNote Library that contains the references to be cited and select output Style
from the pull down menu in the upper left corner

4| jeannele2.enl

Open Microsoft Word and open the paper you are writing.

:Select dnother Stule.
Iy Librany [Annotated
APA Gth

When you are ready to cite a source, position the cursor in M APAEH
the text where you want to add the citation. Bunfied  [Gheago 15n
@ lmported R japa

T Mew England J Medicine
b

i Trash Humbered

Wancouver

Use the EndNote toolbar to Find Citations(s).
In the Find box, enter identifying text (author, title, source, keyword, etc.)

Click Search and EndNote compares and lists matching references
a. When a single record matches the search EndNote inserts the citation into paper
b. When multiple references match the search, they are listed so you can identify,
highlight and Insert the appropriate reference

As you continue to write your paper, go back to step 4 to insert the next citation and
continue citing references this way.

Alternately, you can use the EndNote toolbar to Go to EndNote and select citation(s) in
EndNote. Then use the Insert Citation icon in EndNote to automatically return to the
Word document and enter the in-text citation.

To00OE H o0 @

Reading icons left to right: Copy to Local Library; New Reference; Online Search; Import;
Export; Find Full Text; Open Link; Open File; Insert Citation; Format Bibliography;
Return to Word Processor; Help

If your citations are not automatically formatted and a bibliography is not updated each
time you insert a citation, go to the Tools menu in Word and choose Format
Bibliography.

Click OK. EndNote scans your paper and, using the selected style, formats any
temporary citations, reformats formatted citations, and appends a bibliography to the end
of your paper.

If you need to make any changes to a paper after formatting (such as adding or deleting
citations), make the necessary changes, choose the Format Bibliography command again,
and let EndNote do the rest.

To edit an in-text citation; select the citation in Word; right click and select exclude
author, exclude year; if you select more — you can add a prefix, suffix and pages.
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EndNote X3 CWYW Tools EndNote 3 ¥ x|

10.

11.

12.

13.

14.

NOTE:
1.
2.

3.

=
HaZE# RO EFDD b
1| 2| 3| 4| 5] 6|7 |8|9]|10] 11 12 13 |14

Go to EndNote: brings EndNote to the front of your screen.

Find Citation(s): allows you to search for EndNote references to select and insert as
citations into your Word document.

Format Bibliography: formats or reformats your paper according to the rules of the
selected style. The formatting process replaces the temporary citations in your paper with
formatted citations and builds a bibliography at the end of the document.

In EndNote, select the citation format you need by following the path: File > Output
Styles > Open Style Manger; click in the boxes for the styles you are most likely to use.

In MS Word, select Format Bibliography (#3 icon above) and from the dialog box
select the output style from the With output style pull down menu.

Insert Selected Citation(s): inserts citations at the cursor location in your Word
document

Edit Citation(s): use to edit existing citations.

Insert Note: use to add a custom text citation(s)

Edit Library Reference(s): use to directly edit a reference in Word
Unformat Citation(s): removes a output style and leaves temporary citations

Remove Field Codes: use to save a copy of document without formatted CWYW field
codes

Export Traveling Library
Find Figure(s)
Generate Figure List

Cite While You Write Preferences:

Help

If the EndNote toolbar does not display:

In Word check View > Toolbars and select from list

If the EN toolbar is not available there, then go to Start > Programs >
Configure EndNote and walk through the EndNote Configuration wizard.
If all else fails, you can reinstall EndNote using Modify choice.
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Predefined Manuscript Templates for Publishing

EndNote has a template wizard to create Word documents. These predefined manuscript
templates are supplied to ease electronic submissions to publishers. They are provided as guides
to make the writing process easier. They are not required in order to use Cite While You Write.
When you use one of these templates many formatting issues are already set up for your target
publication, such as proper margins, headings, pagination, line spacing, title page, abstract page,
graphics placement, and font type and size. As with bibliographic formats, there are hundreds of
variations between publishers.

Path: Tools > Manuscript Templates > Click to select

There is an extensive list of templates provided. Select the one you are interested in and double
click to open.

& EndMote X3 - jeannele2.enl
File Edit References Groups | Tools Window  Help

e 0 /—/——— apellcheck (e
G @€ | [P, Bt Cite While You Write [CWrW] v
: Cnline Search. ..
-
MI""II Li braw Formak Paper L4
oA oference Change and Move Fields. ..
'i |Infiled Configure Handheld Svnc. ..
@y Imported References  Endhate Web...
'[E Trash Open Term Lists 4
Define Term Lists. .. Chrl+
= M‘f GI’OLIPS Link Term Lists. .. Chrl+3
EBCOPD Hide Tab Pane
el Sortk Lib a00
@Darwin's Health 2o -orer
_ Recover Library. ..
B Obesity
Library Surmary. ..
BFeay, W J.
. Subject Bibliography. ..
@VITL - Vi sual, Inf Manuscripk Templates. ..
P R S [rata Yiswalization

Manuscript Templates a21xl
Look in: | =3 Templates = o mE
9 ACs. dot ] apa Sth (Theses).dat B EMC Bioir
1),y Skin Wound Care.dot 1| Apas Sth (Theses-Turabian).dot B/BMC Biolc
1) i Forest Metearclogy .dot L] apas sth.dot B Bioke
) ids. dot L] App Phys Letters. dot ] Bric Bloo
i8] A mer 3 Pathology. dot 8] arthritis Research.dot [ Brc Can
8 Amer 1 Psychiatry dot ) pstranomy and Astrophysics.dot  BE|BMC Carc
) Amer 1 Public Health. dot 8] pehavioral Brain Sci.dot 9 ]BmMc Cel
] Amer 1 Saciclogy . dot | |Biocherical Biophysical Res.dot BL]BMC Chel
) A mer Meteorological Society. dot jes. ot B Clini
) i Rev Immunlogy.dot || Biormed Central (Biclogy).dot 98] Brc Clini
) sl Clin Miicro Ant.dot || Biommed Central (Medical).dot 9 ]Brc com
| Annals Trternal Medicing, dot E|Bre Anesthesiology. dot 5] Bmc Derr
] annals of Oncolagy dot | B Bichemistry.dat B BMC Deve
|
File name: | = e |
Files of type: | Manuscript T emplatesf™.dot =l Cancel

I~ Open as read only
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Editing APA style to Include Full Journal Names

This is a two step process:
1. Edit the journal names in the Journals Term List

2. Edit the APA output style to use the Full Journal portion of the journals term list.

Step 1.
Go to: Tools > Open Terms Lists > Journals Term List

In the Term Lists under the Terms tab you will need to be sure
that only Full Journal names appear in the Full Journal column.

If there are abbreviated journal titles in the Full Journal column
¢ highlight the abbreviated journal name

select Edit Term

move the abbreviated title to Abbreviation 1 column
retype the full journal name in the Full Journal column
click OK

When you have completed this task, close the Terms Lists.

Step 2.
Go to: Edit > Output Styles > Edit APA 6™

e Inthe APA 6" style template window select
Journal Names from the left column.

Sections
o Select “Use full journal name” from the s
right COlumn -+ Ambiguous Citations

e Goto File > Save As and save the file with
a slightly different name. (You do not want
to overwrite the original file. (e.g. <APAG6th_full>)
NOTE: EndNote will not let you save the edited file with
the same file name; EndNote will add copy to the end
of the file name or you can rename the file.

e Go to Edit > Output Styles > Open Style Manager
Select the newly edited APA file (e.g. <APAGth_full>)

e This style will now become available for your use.

Return to your word processor.

;

Tems |usts |

392 Journals in the Journals List:

Full Journal

BANA 1
AENF Jourral
cc Chem Fes
#cta Paediatr

#Aging Ment Health
BHIP Caver

4

Advances in Health Sciences Edu. .
tcvances n Physickgy Education

American Journal of Cardialogy
American Journal of Clinical Rutric..,
american Journal of Critical Care:
american Journal of Epidemiclogy
American Tnirnal of Health Fr
American Journal of Industrial Me. .,
American Journal of Kidney Disea.
American Journal of Men's Health
American Journal of Nursing
American Journal of Obstetrics a...
American Journal of Oceupational. ..
American Journal of Public Health

1 a
:II HNew Term...
Edit Term,..

Delete Term
Insert Term
am 1 Cardil
#Am 2 Clin hutr
Am, 3, Ind, Med,

#m J Obstet Gynecal
Am 1 Oceup Ther

Hink: Hold the Ctl ke ta select multple terms

i APA Bth

[Fisin Fort cl[Rainsiz== x| | |

- ibout this Style

-+ AAnOnymous Works
--Prage Numbers

- Journal Mames

-~ Author Lisks
Author Mame
- Mumbering
- Sort Order
[=]- Bibliography
- Templates
Author Lists
- Author Marne
- Editor Lists
- Editor Name
- Layout
Sort Order
~ Title Capitalization
[+ Faotnotes
© . Templates

.

-

of

Abbreviation 2

" Abbresiation 3

" Don't ieplace

[ Abbreviate jounal articles only

™ Remove periods

From the EndNote toolbar, select Format Bibliography with output style, select the edited APA

style (e.g. <APAGth_full>). Full journal names should display.

In-text Citations--Corporate Author Adjustment Endiote ot Ciaton x
Corporate name abbreV|at|0n after flrSt Occurrence i::::::z::;:fw select, edit and remove citations from your current document )
For example: American Physical Therapy Association a;;;:::::‘;;jgg;ﬁ;gm;;;;;j;;ff;;i;;s;ggmmwmmwj W e athr T Bxcdeya
In MSWord, click on the citation you want to edit, ot N :
- - - American Physical Therap 2005 #67 Suffis:
then go to Tools > End Note > Edlt Citation. u::::‘c;:esl;;Eani:ltzl;aammg(. "), learing styles (CiMarco, Hoonan, 2 O pages: |
Select the Option to E)-(CIUde AU‘EhO':', then enter - [;:49;){:2:;?;;;\95() andnumerausvesearchstud\eslr\phys\ca\tI;I — T
abbreviation (APTA) in the Prefix field. Then click OK.  feee e smiaan =
This will need to be done for each occurrence in e e rme— . ||
"[:: uE i\ ;f;:m :Rer‘;afy(\ni[a instructor education and credentialing program manual =l
the document. T e | |
[Library: Traveling Library 17 cltations 4
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More About Output Styles

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. It is 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 search of the journal title with output style to see if the

publisher has created the needed output style file.

[icomecn [
_ American Studies | o] x|
. - Anatomy
Selecting Output Styles for Use fom s |
Path: Edit > Output Styles > Open Style Manager T oo .
Note that you can search for a style by broad subject area. O v =
The output styles you are most likely to use can be checked ot I | T
so that they will be available for use when formatting the Hlesi | BT e |
bibliography. L] =
grapny gt ) BRI
- Biokechnology
. Categoy | Bokany
Edit an Output Style onnen | B0 National Lbrary 2]
The specific output style you want to use may not be e ed Formats for =
available from the list of 3379 output styles. If that is the I

Mame: AP Sth

case, you can select a style that is similar and edit it.

Fage unbers Buedon |

Path: Edit > Output Styles > Edit <selected style> S L S—

From the style dialog box make appropriate changes. mm e mﬁmmmimum

Changes can be made to the Citations (in-text) e b e e s e A, T e 3
and the Bibliography. e '

i

'_ I L,;| ,f,.“"m, -
Selecting Journal Names allows you to indicate which
Journal Name Format you want to use. In other words, Bt | [
the EndNote software pulls the journal name from the e S
EndNote record when creating the bibliography; | Aous crates ® e
if you would prefer it to pull from the Journals et
Term list select the appropriate Journal Name Format. e iy

i i Author Lists

After making changes to an output style, do a Save As and save the file with another name. This
is so you do not overwrite the original file.

The bibliographic style selected in the Format Bibliography x|
dialog box determines how EndNote formats the citations Formt Biblograpt | Layeut | Instent Formatting | ubra?seq

in your paper (in-text citations) and the references in the S E——— Y
bibliography at the end of your paper. The output style takes S T —— ——

care of text styles, punctuations, and sorting required for
the citations and bibliography, as well as which fields are
included in the bibliography.

"Tampurary citation delimiters

Left: I 1 Right: I I3

You can use Format Bibliography to select a different style
and reformat your document at any point.

O I Canicel Help
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Subject Bibliographies

i

e In EndNote, select all the references you want to

include in the subject bibliography : —“'

Select Tools > Subject Bibliography e e
e From the Subject Fields list select the headings for

your subject bibliography. For example, this could be

keyword (as shown in the figure to the right) or ik .

author or year. Then click OK. (You can select more S

than one field by using CRTL/click.) e s

e From the list of Subject Terms that appears, select

the terms that will become the subject headings in the ]
bib. (For example: this could be selected keywords i [Boes [ _soom |
that will head a subset of citations. See figure to S .
right.) Then click OK. e :
e The Sl_iject bipliography is-ready for printing. Press I ;
the Print Preview or the Print button. R :
Arenal 1
° N ote: st & ko !
o Output style is selected from the pull down e i —
menu s ot 1 o He
aT Selected
o Layout button affects: -
References
- Suhp.-(! Esbbography - test.enl |
Select the O_utpu_t Style (e.g. APA 5ht) — m—
= Reference List Title i — ——— .
= Bibliography Sort Order I
Te rmS 11 M-Z:II M.' |\'II:‘:"rItJ'rI[éI SF ‘.n-.<.:- T. &t :fll '::ZIII-ZEH||H.H|\:[Z—‘-G and prognoss of
= how the subject terms display kN i M.t 12 Acuth sphihaimor
[associated with 210 130G anbbody; clincal
Page LayOUt %UU‘I‘E:;:r?:ll_?}iéllaleln' sewventh narve patsy. analsis of 43 cases and révew of
= font style, font size, margins, etc. e ieeranre. Neuraiogy: 1694:d4.1199.202

Adult (7)

Bibliography Layout
» start and end reference with; hanging
indent; number references beginning
with

1 Fidler MC, Davidsson L, Walczyk T, &t al. Iron absorption from fish sauce and
ad EDTA Am J Clin Nulr 2 T8 2748
| Chinical featur

prognesis of

T symics 1104-6
ori M. Takada . Yamada et al [A case of Miller Fisher swdrome wath =

ar
3 Hait

He Pirt Preview... Pt | s e |
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Creating Multiple Bibliographies in a Single Word Document

Output style options are available so that you can choose to:
o Create a single, complete bibliography at the end of the document (the default setting for
almost all of the supplied output styles).
o Create a bibliography for each section in the document.
o Create a bibliography for each section and also a complete bibliography at the end of the
document.

To add sections to an MS Word document:
¢ In Microsoft Word 2003
0 Insert > Breaks > select Next Page, Continuous, Even Page or Odd Page
¢ In Microsoft Word 2007
0 On the Page Layout tab, click on Breaks, and then choose one of the four options
under Section Breaks: Next Page, Continuous, Even Page or Odd Page

NOTE: Many output styles are defined to allow for multiple bibliographies in a single word
document. For example APA 6" (sections) or Chicago 15™ B (sections). These styles are already
defined to format a bibliography for each section and do not need modification.

4 APA Bth =101 %]
Plain Fant =llPensee 5] ‘ P ‘ |
- Abouk this Style -
A \Z rs | These aptions allaw you to create multiple bibliographies in a single Microsoft Word
MOMYTTOLS W oK document when using Cite Wwhile You Write (CWyW), According ko the bype of style you are
Page Mumbers working with, choose how citations should appear for sach section and dacument,
Journal Mames
Sz [ Sections
Citati
- Cleations  Create a complete bibliography at the end of the document
- Templates
-~ Arbiguous Citations " Create a bibliography for each section
- uthor Lists
- futhaor Name ™| Continuz numbering, or apply settings For disambiguation and repeated
- Numbering Citations atross SECions
Sort Order ) . .
£ il h = Create abiblingraphy for each section and a complete bibliography at the
oiarapTy end of the doctment
Templates
Author Lists Mumbering will continue, and settings For disambiguation and repeated
- Author Mame: o citations wil be applied across sections,
- Editor Lists
- Editor Mame
- Layout
- Sort Order
- Title Capitalization
B-Footnates
. Templates -
W | »

Additional Formatting Notes
When working with sections in Word, please note that:

e EndNote always inserts a blank line between the final text of each section and the
reference list for that section.

e When you format a reference list at the end of each section, the bibliography title will be
used from the Layout tab of Format Bibliography. If you do not want a title for each
section bibliography, ensure the Bibliography Title text box on the Layout tab is empty.

o If you have instructed the output style to “Create a bibliography for each section and a
complete bibliography at the end of the document,"” but you have only one section in the
Word document, a complete bibliography will appear twice — once for the end of the
section, and once as a complete bibliography for the entire document.

o If you have multiple sections in your Word document, and switch from formatting with a
style that formats sections individually to a style that formats a single, cumulative
bibliography...you will see the section bibliographies disappear! If you want them back,
make sure to format with a style that formats sections individually.
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Using EndNote with Palm OS® Handheld Devices
e You can enter EndNote references into your desktop version of EndNote.
e You can enter EndNote references into you handheld device.
e You can synchronize files between your desktop EndNote Library and your handheld
EndNote Library using standard HotSync® commands.
e You can beam individual references to another Palm OS handheld

Hardware and Software Requirements
e Handheld device
e Palm Operating System 4.x or later
e Itis NOT compatible with 6.2 or later
e Serial of USB communication for HotSync operations
e 16 MB RAM, with at least 8 MB available
Installing EndNote for Palm OS
e Asyou install or upgrade the EndNote X3 software, the system will ask if you want to
install the EndNote for Palm OS software
Designate a single EndNote Library for syncing
e Perform an initial HotSync to copy EndNote software to device and then perform a
second HotSync to copy the Library to the device
e A HotSync cannot be initiated from within EndNote.
e Handheld Library must reside in main Palm memory; Library cannot be saved to an
expansion card
Synchronizing Libraries
e To change the designated sync library go to
0 Tools > Configure Palm Sync and use the dialog to select a library
¢ You can only have ONE single library on your Palm. If you perform a HotSync
operation with a new library, any existing library on your Palm device will be replaced
e Entire designated library is synchronized; cannot copy selected references to handheld
e Images cannot be added on the handheld device
e |If you delete a reference with an image from your handheld device, synchronizing will
delete both the reference and its image from the desktop library
e Only the name of the image is displayed in an image field on the handheld device. The
image name is locked so that you cannot edit it on the handheld; this ensures that the file
attachment on the desktop remains intact
Using EndNote on your Palm OS
e Tap on the EndNote icon
e The designated Library displays; highlight and tap Open to display references
o Reference list:
o0 Title bar shows name of current Library
First author, year and title are truncated within column
Tap on column header to sort list
Use the keypad to jump to a place in the list
Tap on a row to select it; tap twice to open the reference in order to view or edit
To create a new reference; tap New button
= Enter needed citation information
Beaming References Between Handhelds
e You can beam a single reference or group of highlighted references
e You cannot beam the application itself
e From the Reference menu, select Beam Reference

O O0OO0OO0O0o
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Transferring EndNote Web References to EndNote

In EndNote (the desktop application)

1. Go to Edit > Preferences > EndNote Web
2. Enter this URL in the “Enter Your EndNote Web Subscription Details:” box
http://www.myendnoteweb.com
3. Enter your email address and password that you created to use EndNote Web
4. Click OK to save the preferences (you will not need to do this again)
i

- Libraries

- Display Fonks Register to create an EndMote WwWeb accournt for " "

- Reference Types thiz inztallation, or complete the information below Ml

- Temparary Citations for an existing account.

j y 4

- Sorking

- Change Case Enter Your EndMote “Web Subscription D etails:

-+ Formatting LRL: Ihltp:.n"a’www.myendnoteweb.cnm

- Display Fields

- Duplicates y 2

) y 4

- Online E-rnail Address: Iieannele@lib.med.utah.edu /

- Folder Lacations

- Term Lists ; P

- Spell Check, Password: I

- URLs & Links

& Endiloke YWeb

Warning: Manually applied text style formatting [bold. italic, ete.] is
nat retained uzing Tranzfer.
EndMate Defaults | Revert Panel | (0] 4 I Cancel | Apply |
5. Still in EndNote (desktop application) — Go to Tools > EndNote Web
6. The program searches and finds your EndNote Web database; you will need to be
connected to the Internet

7. Make appropriate choices

EndNote Web Transfer References
‘web:

||

I Coms

" Transfer References from Web to Desktop
¥ allow Duplicates

" Transfer References from Deskbop bo Weh

= Showing Referencels)
€ &l|References in Library

€ pl|References in the Group: [ Darwin References -

‘warning: Manually applied text style formatting (bold, italic, etc.} is not retained using Transfer.

web Library Info | Cancel

Click Transfer
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Saving PubMed Citations for Use with EndNote

In order to Import citations from PubMed to EndNote do the following steps:

1. Perform your literature search

2. Select items of interest by clicking on the check box to the left of the citation

3. Use the Send to pull-down menu to place items in the Clipboard (See Figure 1)
4. When you are done placing citations of interest in the Clipboard, click on the
Clipboard tab (See Figure 2)

Use the Display pull-down menu to change format to MEDLINE (See Figure 2).
From the Send to pull-down menu, select File (See Figure 2)

7. From the File Download dialog box (see Figure 3) click Save; name the file as
<name.txt> (See Figure 4).

oo

L NMatlonal Flgure 1
> NCBI PubNQed of Meheime
Search | PubMed =| for [beanz AND rice AND engheh[la] AND revsew(pf] Clanr Save Search; /

Display | Summary s 20 Zl[Son =] Sendio | -]
MEX | Beview: 28 [
ttarns 1 - 20 of 26
W 1: Bouis HE
fostication gh sl biesding contngiore ion i e o o

Proe HutrSoe uxvxy:\!.mrx 11, B
PIICh 14506525 [Pubbed - sebeend for MET Juu(—;

v

ot dlssgy apects,
E nnnAIMw Asthma Iemeal. 2002 Dee S0 Supg 11916, Review
PMID: S3ET213 [Pubiind - scheand 20 MEDLINE]

F 3: Temcsiae L leoahi P, Aigona 7. Zoja b Mastelli &,
Use of hypdrelysates i the treatment of cou'y mae alergy
A Allergy Aathors el 20000 D 5906 Sl 132690 Y
PO 1387213 [Publiled . inchemd foy MEDLING]

Figure 2

- Doy b Datta 5
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Ol Fiev Baoleehool. 20002 24 3) 281314, Revew
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Sem\:hl Pubtded

\ Limits TPrewewJ\ndex H\storv T Cliphoard T Details W

Display IMEDLINE Show: | 20 -[ Sant Sendto | [Fe 1
- Al 26 | Review: 26 -
File Download x| " File

Iterns 1 - 20 of 26

Do you want to open or save this file? . . .
I 1: Bouis HE. Micronutsient fostification o [PMID: 14506288]

Mame: pubmed-result,txt

@

PMID- 14506868

OUN - NLM
From: wwww,nchi. nlm. nib.gow STAT- MEDLINE

D4 - 20030924

DCOM- 20040224
Open | Save | Cancel I LR - 20041117

PUEHN- Print
I5 - 0029-6651
VI - 62
@ “while files from the Intemet c. e useful, some files can potentially IF -2

Type: Text Document

harm your computer. |f pou do not trust the source, do not open or DF - 2003 May
save this fle. Wwhat's the risk? TI - Micronutrient fortification of plants through plant breeding: can it
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PG - 403-11
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University of Utah Library Catalogs are available for Searching

The J. Willard Marriott Library and the Spencer S. Eccles Health Sciences Library Catalogs
are available for searching within EndNote by selecting them from the Choose A Connection

list.
choose acomnecton
Tame | Information Provider |;|
U Texas-Arlington Library Catalogs
U Texas-El Paso Library Catalogs
U Texas-Law Library Catalogs
U Texas-3an Ankonio Library Catalogs
U Toledo Library Catalogs
U Toledo-HSC Library Catalogs
U Toronto Library Catalogs

U Udine
U Ul
U Ukah
U Lkah-

‘uu_u

y

LI vic

U Tuebingen- Jurist

Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs

Library Catalogs
Likrary ©atalnns

T
1 L1 Wirknria
!

IQuick Search j

=
[
Find by » |

i % | ess Info:

Cancel | Choose I

File: Mame:

a—

C

Created:
Modified:
Based On:
] Category:

Comments:

: U Yalencia.enz

Monday, July 21, 2008, 8:17:27 AM
Friday, August 24, 2007, 1:00:14 PM
@hbsysnet

Library Catalogs

NOTE:
e J. Willard Marriot Library is listed as
U Utah

e  Spencer S. Eccles Health Sciences
Library is listed as U Utah-Eccles

EI Showing 2799 of 2799 connection Files,

JML/JABB September 30, 2009
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