 EndNote Lecture
EndNote is a piece of software for managing citations and references in academic publications. It is relatively simple to learn to use, bat at the same time quite powerful, and works cooperatively with word processors to enable authors to not only enter references and citations, but to edit the document and move citations around while maintaining the required format and sort order. 

These notes are directed particularly at using the APA style, with a small reference to Turabian style. However it should be noted that the principles are same for any of the ~1300 styles implemented in EndNote. Avondale College staff use APA – the most popular, Harvard, MLA, and Turabian styles
1.1 Basic Features
Endnote manages bibliographic data with the following features

· Maintains a database of references
· Provides an on-line search tool for extracting bibliographic information out of library catalogues and databases.
· Works with word processors to add citations to documents
· Allows referencing styles to be changed relatively easily
1.2 Toolbar
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Figure 1 The EndNote toolbar in Word
Find Citation(s): the user may enter search criteria to select the required references.

Goto EndNote: switches the user to the Endnote application from Word.

Format bibliography: This initialises the processing of references if Cite While You Write is switched off or when the user has unformatted the citations and wishes to regenerate them.

Insert Citation(s): inserts the citataion(s) for the currently selected reference(s).

Edit Citation(s): allows the user to edit a citation , adding detail like cited page numbers.

Unformat  Citation(s): converts citations to their plain text format. This is useful whenthe user want to reformat references and styles infor a different format

Cite While You Write Preferences: Modifies the way endnote behaves when a reference is added to a document.

Help: This icon leads to extensive help files on using EndNote.

1.3 Terminology

· Reference
An entry for one article, book, conference paper etc

· Library

A collection of references stored in a single file
· Citation
The bit that appears in the main document
· Filters
Queries that are applied to determine which references are displayed in the EndNote viewing panel
· Output Style
The style that is used by the bibliography. (EndNote has a collection of several hundred “standard” styles used by a range of publications.)

1.4 [image: image1]Creating a Library

Reference information is stored in a file called a library. Users may create as many libraries as they like. For example I have a library for my research work and another for my College teaching. Libraries may be stored anywhere you like in the file system. Of course if you are using more than one computer you should make your library transportable by storing in on a flash drive or similar. Library files have the extension .enl.

You create a library by <File><New>. This opens the <New Reference Library> dialog box. Supply a name for the file and choose where you want it stored, then click <OK>.
1.5 Working with References

· Adding references to a libarary

· Viewing and Editing references

· Deleting references

· Checking on duplicate references

· Finding (filtering) references

1.5.1 Adding a New Reference

In the following instructions it is assumed that the user has an existing library of references and the library is open and ready for use.
1. Click on <References><New Reference>. This opens a New Reference window which displays a series of labelled blank fields.

2. Select the <Reference Type> from the drop-down list at the top of the New Reference Dialog window. This action selects those fields that are appropriate to the chosen reference type. You may use the mouse to select fields for data entry, or you may move down or up the list using <Tab> or <Shift Tab> appropriately. Do not use <Enter> or <Return> to move between fields. This adds an extra line to the current field. (You can use <Delete> or <Backspace> to remove extra lines.) 
Click the close box on the reference dialog to automatically save the reference to the library.

1.5.2 Notes of Entering Data

Author and Editor Names
The following information about Author and Editor fields applies to the following “Generic” field names: Author, Secondary Author, Tertiary Author, and Subsidiary Author.

Always enter author and editor names one name per line. If an author’s name is too long to fit on a single line, let it wrap to the next line as you type it.

Author names can be entered either with the last name followed by a comma and the first name, or the first name followed by the last name. Both are correct. However, note that if you have the “Suggest Terms as You Type” feature of the term lists turned on, EndNote suggests author names based on the assumption that the names are being entered with the last name first.

EndNote can abbreviate first and middle names, so for maximum flexibility enter whole names whenever possible. If you are entering initials instead of full names, be sure to type a period or a space between initials, (for example “Fisher, J.O.” or “J O Fisher”), otherwise EndNote interprets the initials as a single name: “Jo.” 

See Additional Style Formatting Options for information about how EndNote can use style settings to format author names in bibliographies. For more information about term lists, see Introduction to Term Lists.

Using “et al.” or Similar Abbreviations

Enter all author names for a particular reference. EndNote will truncate the list of authors with “et al.” or “and others” as required by the bibliographic style. If you do not know all of the authors’ names, then the last author should be “et al.” or “and others” followed by a comma.

Anonymous Works

If a reference has no author, you should leave the Author field blank. Do not enter “Anonymous.” The style that you use to format the bibliography determines how anonymous references are treated. 

Note that if a work is published with “Anonymous” printed on the title page, most style guides request that “Anonymous” be entered as though it were the author name. 

Corporate Authors

When entering corporate authors, put a comma after the name: 

 U.S. Department of Agriculture, 

 Apple Computer Inc., 

Be sure that commas do not appear within the name, because all text before the comma is interpreted as a last name.

Complex Author Names

For multiple-word last names, like Charles de Gaulle, enter the name with the last name first, such as: 

de Gaulle, Charles

Entering a name this way ensures that both words “de” and “Gaulle” will format as the last name.

Enter authors with titles, such as “Jr.” or “III”, as Last, First, Title. For example, “Alfred Smith Jr.” must be entered as: 

 Smith, Alfred, Jr.

The text after the second comma will print exactly as entered.

Dates

Enter dates as you want them to appear in the final reference. EndNote does not reformat dates.

Page numbers

Page numbers are entered without “p” or “pp” eg 345 – 348
Edition numbers
Edition numbers are entered in full eg 3rd not 3

1.5.3 Viewing and Editing a Reference

1. Find the reference that you want to view or edit in the library. If the library is small, scrolling through is probably the most efficient, otherwise use the <Search Library> feature.
2. Double-click on the chosen reference. This opens the reference window

3. Make the appropriate changes.

4. Close the window (Closing the window automatically saves the changes).

1.5.4 Deleting a Reference

1. Find the reference that you want to delete and highlight it.
2. Choose <References><Delete References>.

1.5.5 Checking on Duplicate References
1. Choose <References> <Find Duplicates>
1.5.6 Finding a Reference

1. use <References> <Search References>

2. The search window opens allowing the user to search on up to 2 criteria.

3. When you have finished with the search and want to show all the references again use <References><Show All>.

1.5.7 Required Fields for Publications

The reference entry and edit dialog box displays more fields than are actually required for a complete reference. Some of the fields are useful – for example you can add notes to the entry to remind you why you included in the reference database. The list below shows the format and fields for the 5 most commonly used publications types. When you are entering information into the database you should endeavour to fill most of the fields listed for each type. Note that some of these fields are optional. For example a book may not have a translator. 

Journal Article: 
Author. (Year). Title. Journal, Volume(Issue), Pages.

Book: 
Author.
(Year). Title (|Translator, Trans. Edition ed. Vol. Volume)|. City: Publisher.

Conference Proceedings:
Author. (Year of Conference, Date). Title. Paper presented at the Conference Name, Conference Location|.

Magazine Article: 
Author.
(Year, Date). Title. Magazine, Volume, Pages.

Electronic Source:
Author.
(Year, Last Update Date). Title. Series Title  Edition. Retrieved Access Date, Access Year, from URL

1.6 Adding Citations to a Paper

1. Use the Endnote toolbar as described in this section to add citations to a paper r.

2. Click on the EndNote icon to activate Endnote and choose your library of citations.

3. Click on the drop-down combo-box at the top of the Endnote screen and choose the style of citation and reference that you require. (At Avondale College most faculties require ACU APA (Note this is standard APA (5th Ed) but has been named with the prefix ACU so that we can make minor modifications to simplify some aspects of refernecing.

4. Type your word document as normal. When you come to a location where you want to add a reference, click on the EndNote icon to swap to EndNote. Choose the reference (or references) that you want added to your document.

5. Return to the Word document and then choose the <Insert Reference> icon to insert the citation.

6. If you have “Cite while you write” switched on, the citation and reference is automatically added to the document. The references are sorted each time a new one is added.

7. For long papers switch “Cite while you write” off. This avoids the delay associated with inserting citations, adding a record to the reference section and sorting the references. This is my preferred node of operation. You can still activate the citations and references when needed.
1.6.1 Adding cited page numbers to a citation.

When you add a citation to a document it usually looks something like this: (Savitch, 2005). Often you are required to add the cited pages to the citation. Click anywhere on the citation then click on the <Edit Citation>icon on the Endnote toolbar. This opens a dialog box insert the page numbers into the <page numbers> field eg 356, or 56 – 75) do not add p or pp – Endnote automatically does that for you. Close the dialog box when you have finished. 
1.7 Importing Bibliographic Data from other Databases
1.7.1 Importing data from the UNILINC (Library) Catalogue

1. From your search results select the required records (tick the box at the front of each record entry).
2. Click on Save/Email selected.
3. On this screen make the following changes.

Change Record Format to Reference Manager (RIS) Format using the dropdown menu..

Change Encoding to  Unicode/UTF-8(non-Roman character sets) using the radio button. Click on “Go” at the bottom of the page.
4. On this screen click on the Save Selected button.
This will open up EndNote. Once an EndNote library has been opened the data will download into that library.
1.7.2 Importing data from EBSCO Databases (ATLA, Religion and Philosophy Collection, LISTA, and Teacher Reference Centre etc)
1. From the search results page add selected results to folder.
2. Open "Folder has items" to view selected results
3. From "folder contents" page click on "Export"
4. From the "Export manager " page click on the "Direct Export to EndNote, ProCite, or Reference Manager " ( radio button) and then click on "save".
5. This will open up EndNote and ask you to select the EndNote library you want the data downloaded to. 
6. Once a library is selected the download is automatic.
1.7.3 Importing bibliographic data from PROQUEST

1. From search results select items
2. Then view the selected items this will open up "my research" page
3. From this page click on export citations into endnote
This opens the Export citations page click on the link to Export directly to endnote

You will need to select and open the endnote library once you have done this Step 4: Click on open and the files will be directly imported.
Please note that items imported from Proquest will have the Authors name reversed i.e. christian name, then surname. To correct this  select the reference in your EndNote library. From the References menu select edit reference. In the author field delete the comma between the surname and christian name or initials. Save the correction.
1.7.4  Importing bibliographic data from INFORMIT (Also APAFT and SAGE)
1. From search select and view marked records
2. Click the save option. This open the save records screen
3. On this screen change the following settings
Fields to save: change to complete record
Output format: change to EndNote Direct
4. Then click on save records. This will open the EndNote Library of your choice and import the records.
1.7.5 Importing bibliographic data from General OneFile

1. From search mark the required  records and then open the marked items folder.
2. From the tools menu box select citation tools.
3. From the Generate a Citation page Click on the EndNote radio button in the "export to third party software" section. Once this is done click on the blue export button.

4. This will open the File Download screen. Click on open.

5. This will also open EndNote. Once an EndNote library has been opened the data will download into that library.
1.7.6 Importing Bibliographic data from CSA databases
1.Select required articles from search results (tick the box next to each article).
2. Click on the link to Save, Print, Email (Top left of page)
3. On this page next to the Save button check the file format required. If PC then make no change, if Mac or Unix then change the radio button accordingly Then click the save button.
4. In the File Download dialogue box save the file to a place where it can be easily retrieved ie the desktop noting the name given to the file.

5. Open your EndNote library and from the File dropdown menu select Import.
6. In the import dialogue box make the following changes

Import Data File: Use choose file to select the file you have saved

Import Option: Change to PsycINFO (CSA) using the drop down menu and other filters to find.
Duplicates: Change to Discard Duplicates using the drop down menu

Text Translation: Change to ASCII (US) using the drop down menu

7. Click the Import button the files then should be downloaded into your EndNote library.
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