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Introduction

ÅEndNoteis one of a number of Personal 
Reference Database programs that are available 
today. The main functions of such programs are:
ÅMaintenance of a personal database of 

references. 
ÅDownloading references from other databases.
ÅUsing the personal database to insert references 

in word-processed documents. 
ÅGenerating a bibliography in the correct style for 

publication. 
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Å This guide aims to show you the basic skills required to get started 
using the latest version of EndNote. It does not cover everything 
you will ever need to know.  The help screens in EndNoteare very 
useful and they can be accessed by clicking on the Help option on 
the menu bar at the top of the screen or the Help button  on the 
library toolbar.

Å For more complex problems, you can contact the staff at EndNote
via the web at:     

http://www.endnote.com/support/entechform.asp   
Å In this guide we use the Windows operating system.  EndNoteX2 is 

compatible with Windows XP (with Service Pack 2) and Vista.  
EndNoteis also available for the Macintosh, and the two versions 
are very similar.

Å Endnote and Endnote web works maximally with IE



Compatibility with Earlier Versions

Beware: EndNoteX2 is compatible with EndNote

8, 9, X and X1, but it is not compatible with 

EndNote7 and earlier versions. If you use EndNote

on more than one computer, make sure that you 

have the same version of EndNoteon all 

computers. If you collaborate with colleagues, 

make sure that they are all using EndNote8 or a 

later version. 
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Opening EndNote

ÅLocate the EndNote Program iconon your 
Start menu or desktop.

ÅClick on the EndNote Programicon. If this is 
the first time you have used EndNote, you 
should see this dialogue box:
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What is an "EndNoteLibrary"?

"Library" is the term used by EndNoteto describe a file 

where you have stored a database of references.A library 

can contain up to 100,000 references.

Multiple libraries can be maintained, but generally there is 

no need to do this. All references can be kept in the one 

library, and labelled or grouped to reflect any particular 

subject interest. We strongly recommend that you maintain 

one library only.

You can set up a default library, which will open 

automatically when you open EndNote. To do this, select:

Edit>Preferences>Libraries

Once you have set up a default library, you will no longer 

see the introductory dialogue box.
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Setting Up a New Reference Library

ÅClick the Create a new librarygraphic.

ÅYou will see a dialogue box like this, with My 
EndNote Library.enlas the name of the new 
library:
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ÅIn the Save inbox, select the folder where you 
wish to save the library.

ÅIn the File namebox, type a name for your 
library.

ÅClick on Save. You should see a new library 
window, like this:
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ÅThe Tab Paneat the bottom of the library 
window will show you what your formatted 
references look like. It is also used for searching
your library or a remote database. To close the 
Tab Pane, click on Hide Tab Pane.

ÅThe Groups Paneat the left of the library window 
allows you to organise your references into 
groups, if you think this would be useful. If not, 
close the Groups Pane by clicking on the Groups
option on the top menu bar and selecting Hide 
Groups.
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More about EndNotelibraries

The file extension .enl stands for EndNoteLibrary.

A library is just a file on your computer, like any other file. It can be 

copied, renamed, deleted, moved to another folder or compressed. 

It is very important to make back-up copies of your library regularly 

and store them on another drive.An easy way to back-up your library 

is to go to the File option on the menu bar, and select Compressed 

Library>Create .

When EndNotecreates the library, it will also create a .DATA folder

which contains various files connected with the library. When you 

compress the library, EndNotewill include the .DATA folder.

A compressed library can be uncompressed by using the File>Open

command.

The library window can be resized or maximised, like any other 

window.
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Using the Toolbars

ÅNote the toolbar at the top of the library 
window. If you position your mouse over any 
of the buttons on the toolbar, a text box will 
appear showing the name of the button.

ÅWhen we start inputting references, you will 
see that the window for each reference also 
has a toolbar.
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Do I have to use the toolbars?

All the commands on the toolbars can be accessed from 

the menu bar at the top of the screen, if you prefer to 

work that way. The toolbars give you faster access to 

the most common commands.

In this guide, we will use the toolbars. 
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Inputting References Manually

ÅFind a journal articlewhich is relevant to your 
research and use this to practise inputting 
references manually. 

ÅClick on the New Referencebutton  on the 
library toolbar. You should now see anew 
reference window:
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ÅNew Reference Window

ÅNote that Journal Articleis the default Reference Type. Click 
on the arrow at the right of the Reference Type box to see the 
other reference types (e.g. Book, Conference Proceedings, 
Map, Web Page, etc.)

Å

ÅWith Journal Articleas the option in the Reference Type box, 
input the details for the article. Use the Tab key to go from 
one field to the next, or click in the next field with the mouse. 

ÅWhen you have finished typing the data for your reference, it 
should look something like this:
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Å Reference for a Journal Article

Å Close the reference by clicking on the Xbutton in the top right-hand 
corner of the New Reference window. Closing also saves the 
reference.

Å Practise inputting a reference for a book.

Å Remember to select the appropriate Reference Type, and then 
input the data.

Å After inputting the data, Closethe reference.

Å A reference for an edited book should look something like this:
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"Garbage In, Garbage Out"

Later you will learn about the EndNoteoutput styles. These convert the data in 

your library into formatted references. The output styles can only format your data 

correctly if you have entered the data correctly in your library.

Here are some important points to remember when entering data:

If there is more than one author, each author must be entered on a separate 

line.

Corporate authors must be entered with a comma at the end, e.g. Queensland 
Health,

Just add the basic data, in the default EndNotefont. The output style will 

change this to bold or italics (if necessary) and add extra text such as "vol." or 
"Ed." (if required by the style).

Fields such as Abstract, Notes, Research Notes are for your use. These fields 
can each store up to sixteen pages of text.

Use the URL field to link to an electronic version of the document on the web.

Use the File Attachments field to link to a PDF version of the document stored 

on your own computer.

If you use abbreviated journal titles in your publications, you can set up a term 
list to store the abbreviations. 
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Editing References in EndNote

ÅIn the library window, double-click on one of the references 
that you have entered. This will open it for editing.

ÅYou can changeany of the details. For example, add some 
text to the Notes field. Close the reference when you have 
finished editing and this will savethe changes.

ÅIf you want to delete a reference from your library, click on 
it once in the library window to select it, and then go to the 
Referencesoption on the menu bar, and select Move 
References to Trash.
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Direct Export from a Database to 
EndNote

ÅWhat is "direct export"?

ÅWhen you are searching certain databases via the web, you 
will find that they allow you to select records and then send 
them directly to your EndNotelibrary. This is called "direct 
export".

ÅWith some databases, such as Web of Science, Science 
Direct, this feature works very well. However with certain 
databases you will find that the records do not import 
accurately and need to be edited after import.
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Å e.g. Locate the entry for Science Direct on the UPM subscribed data bases
and click on it. Note that, despite the name of this database, it contains 
references in many subject areas. Do a keyword search or advanced 
search. 

Å When the first page of results is displayed, click in the boxes beside some 
of the references to "mark" those references. Now go to the top of the 
page and click on the button labelled export ref and then after clicking 
select Save to EndNote, RefMan, ProCite .

Å This will activate the direct export process. The references are sent to your 
computer and imported into your EndNotelibrary.

Å In the library window you will see only the references which you have just 
imported. To see all references in your library, click on Referenceson the 
menu bar, and then select Show All References.

Å You can return to Science Directand go to the next screen of results and 
import further references to EndNote. Always export the references 
before moving to the next screen of results.
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Copying References between Libraries

Å If you have more than one library, moving references from one library to 
another is easy. 

Å Your library should already be open. We will now open the EndNote
Sample Library, which is supplied with the EndNotesoftware. The default 
location is: 

Å C:\ Documents and Settings\ All Users\ Shared Documents\ EndNote\
Å Examples\ Sample_Library.enl (on Windows XP)

Å C:\ Users\ Public\ Public 
Documents\ EndNote\ Examples\ Sample_Library.enl(on Windows Vista)

Å Click on Fileon the top menu bar. Then select Open>Open Library. This 
will bring up a dialogue box where you can select the Sample Library:
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Å The "Select a Reference Library" Dialogue Box

Å Highlight the Sample Libraryfile and click on the Openbutton to 
open the Sample Library.

Å You now have two libraries open. The easiest way to copy 
references is to tile the libraries, so that they appear side by side. To 
do this, click on Window on the menu bar, and then click on Tile 
Vertically.

Å You may find it helpful to hide the Groups pane. To do this, click on 
Groupson the top menu bar and select Hide Groups. Then click 
anywhere in the other library that you have open and repeat that 
step. You can also use the Hide Tab Panebutton at the bottom of 
the library windows to hide the Tab Pane. Your screen should look 
something like this:
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ÅTwo Libraries in Tile Format

ÅTo copy a reference from the Sample Libraryinto your 
library, click on the reference to highlight it. Then drag 
and drop it into your library.

ÅYou can select a group of references and drag and drop 
them in the same way. Remember that to select a 
group of adjacentreferences you must hold down the 
Shift key, but to select references which are not 
adjacent, you must hold down the Ctrl key.

ÅYou can close a library by clicking on the Xbutton in 
the top right-hand corner of the library window.
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Searching an EndNote Library

Å At the end of the toolbar at the top of the library window is the Quick 
Searchbox. You can type some text here, and EndNotewill look for those 
letters anywhere in the library.

Å EndNotealso provides a more sophisticated search function. We will 
practise using this, searching ŀ ǘȅǇƛŎŀƭ ǇƻǎǘƎǊŀŘǳŀǘŜ ǎǘǳŘŜƴǘΩǎ 9ƴŘƴƻǘŜ  
Library.

Å If the Tab Pane at the bottom of the library window is not open, click on 
Show Tab Pane. In the Tab Pane, click on the Searchtab to display the 
Search dialogue box. We have already used this to conduct an Online 
Search, but now we are using it to search an EndNotelibrary.

Å Type the word Brucellain the first search box. Leave ǘƘŜ ƻǇǘƛƻƴǎ ƻŦ ά!ƴȅ 
CƛŜƭŘέόǎƻ ƻǳǊ ǎŜŀǊŎƘ ǊŜǎǳƭǘ ǿƛƭƭ ōŜ ǊŜŦŜǊŜƴŎŜǎ ŎƻƴǘŀƛƴƛƴƎ ǘƘŜ ǿƻǊŘ 
ά.ǊǳŎŜƭƭŀέ ŀƴȅǿƘŜǊŜ ƛƴ ǘƘŜ ǊŜŦŜǊŜƴŎŜύ ŀƴŘ ƛǘ ƛǎ ǎƻƳŜǘƘƛƴƎ ƭƛƪŜ ǘƘƛǎΥ

6/24/2010 32Pwaveno H. Bamaiyi   www.phbamaiyi.com



6/24/2010 33Pwaveno H. Bamaiyi   www.phbamaiyi.com



ÅSearching an EndNoteLibrary

ÅNote that we have not checked the Match Wordsbox. 
This means that we are searching for the string of 
letters Brucellaand not just for the word Brucella.

ÅClick on the Searchbutton and we get the result in the 
next slide which is just like the previous because in this 
ŎŀǎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƭƛōǊŀǊȅ Ƙŀǎ ǘƘŜ ǘŜǊƳ .ǊǳŎŜƭƭŀ ŀƭƳƻǎǘ 
in all the references

ÅThe results of your search will be displayed in the main 
part of the library window.
ÅMore complex searches can also be done
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Sorting an EndNote Library

ÅWhen you open a library, it automatically sorts itself 
alphabetically by author. However you can sort your 
references on any of the fields in the record, e.g. author, 
title, year, label. 

ÅWe will sort the Sample Libraryby year of publication, with 
the most recent references appearing first. 

ÅClick on Referenceson the menu bar, and then click on 
Show All References.

ÅClick on Toolson the top menu bar, and select Sort Library. 
The following screen will appear:
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Å The "Sort Options" Dialogue Box

Å In the first box, click on the arrow to select Year. 

Å At the end of the box is a button which indicates whether you wish 
to sort items  from smallest to largestor  from largest to smallest. 
Click on this button to change it to sort from largest to smallest, i.e. 
from most recent year to earliest year. 

Å In the second box, click on the arrow to select Author and leave the 
default setting to sort from smallest to largest, i.e. from A to Z. This 
means that after EndNotehas sorted the references by year, it will 
sort them within each year alphabetically by author. 

Å The box should now look like this:
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ÅSpecifying the Sort Options

ÅClick on the OKbutton and the references in 
the library will now be sorted chronologically, 
with the most recent references first. 
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Producing a Bibliography or Reading List

ÅWhat is an output style?

Å An EndNoteoutput style (often just referred to as a "style") is a 
piece of software that will convert the data in your library into 
formatted references that correspond to the bibliographical styles 
used by journal publishers or specified in style manuals such as the 
Chicago Manual of Style.

Å Hundreds of output styles are supplied with the software, so there 
is a good chance that you will find one suitable for your needs. If 
not, EndNoteallows you to create your own output styles or edit an 
existing output style.
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ÅWe will now look at using EndNoteto produce bibliographies. To 
begin, we consider how to use the references in your library to 
generate a reading list for students, or a list of references for a 
colleague, or perhaps a list of your own publications for your CV.

ÅWhile holding down the Ctrl key, select about five references from 
your library. 

Å Click on Referenceson the top menu bar and then click on Show 
Selected References. You should now be able to see only those 
references which you selected. At this point, you could sort the 
references if you wished them to appear in your bibliography in a 
different order.

Å Now you have to decide on the bibliographic style that you wish to 
use for your references. Go to the style menu   on the library 
toolbar and click on the arrow. You will see a list of the four basic 
EndNotestyles. Click on Select Another Styleto open the complete 
list of output styles which are supplied with the EndNotesoftware:
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Output Styles List

Find a style that would be useful in your subject area, and then click on it to 

highlight it. Click on the Choose button to select that style.

This will return you to the library window, with only your selected references 

showing. To generate a bibliography from these references, using the style 

that you have just selected, click on the Export button 

on the library toolbar. 

You will now see a dialogue box. Save the exported references to a 

convenient folder. In the Save as type box, click on the arrow to select Rich 

Text Format. In the Output Style box, make sure that your chosen style is 

selected:
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ÅExporting a Bibliography

ÅClick on the Savebutton. 

ÅTo view the bibliography, open your word 
processor and then open the file which you 
have just saved.
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Using EndNotewith a Word Processor

Å Is my word processor compatible with EndNoteX2?

Å For Windows users, EndNoteX2 is compatible with Word 2003 and 
Word 2007, using Cite While You Write (as explained below). If you 
are using an earlier version of Word, or another word processor 
(such as WordPerfect), you must save your documents in Rich Text 
Format and use the Format Paper function.

ÅOn the Macintosh, EndNoteX2 is compatible with Word X, Word 
2004 and Word 2008, using Cite While You Write (as explained 
below). If you are using an earlier version of Word, or another word 
processor, you must save your documents in Rich Text Format and 
use the Format Paper function. 
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ÅWe have just seen how to use EndNoteto create an independent 
bibliography, but EndNotecan also work in conjunction with your 
word processor, so that you can insert references as you type a 
document, and automatically generate the bibliography.

Å If you have a compatible version of Microsoft Word (Windows or 
Macintosh) installed on your computer, when you install the 
EndNotesoftware two extra files will be inserted into your word 
processing software. These are the Cite While You Write tool. The 
appearance of the EndNotetools in Word will vary, depending on 
the version of Word which you are using. In this guide, we are using 
Word 2007.

ÅOpen Word 2007, and you will see an EndNotetab on the ribbon. 
Click on the EndNotetab to see the EndNotetools:
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