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What is EndNote?

EndNote is a software program that helps you store and manage bibliographic references for your research
projects and papers. It can format references and automatically create bibliographies in your research
papers using a variety of styles, such as APA, MLA, Chicago, Turabian, IEEE, and many more.

How can | download the EndNote software?

All WSU students, faculty, and staff can download the EndNote software for free. EndNote is available for
both Windows PC and Mac platforms. To download:

e Login to your myWSU account -- https://mywsu.wichita.edu

e Click on myTools under Student Tools on the left-hand side of the screen

e Click on Download EndNote under General on the left-hand side of the screen, and follow the
instructions

CAUTION! During the download process, you will need to choose between two installation types — Typical or
Custom. If you choose Typical, you will download the most popular styles, output filters, etc. You may need to go
to the web occasionally to download styles or filters that were not included. If you choose the Custom installation,
you can select as many of the available styles and filters as you wish.

If you have trouble downloading EndNote, contact the UCATS HELP Desk at 978-4357 for assistance.

How do | use EndNote?

Screenshots in this guide are taken from EndNote as it appears on a Windows PC. EndNote looks
somewhat different on a Mac, but the techniques described in this guide are similar.

This guide will show you the following basic steps for using EndNote:
e Opening or creating an EndNote Library
¢ Adding bibliographic references or citations to your library
¢ Using EndNote with Microsoft Word to organize research papers, insert references using Cite While
You Write, and create independent bibliographies

More Information

For additional information about using specific features of EndNote, the following may be useful:

EndNote Support & Services http://www.endnote.com/support/ensupport.asp
Tech Support (1-800-336-4474)
M-F 8 am-7 pm Central Time

Online tutorials-Thomson Reuters http://www.endnote.com/if/endnote-video-training

EndNote X7 Online User Guide-Thomson Reuters http://endnote.com/if/online-user-manual/x7



https://mywsu.wichita.edu/
http://www.endnote.com/support/ensupport.asp
http://www.endnote.com/if/endnote-video-training
http://endnote.com/if/online-user-manual/x7

Opening or Creating an EndNote Library

The file in which you store your bibliographic references is called a library. You may place all of your
references in one library, or you may create multiple libraries. The first time you open EndNote, a dialog box
will appear that allows you to Create a new EndNote library or to Open an existing EndNote library. On
subsequent occasions, if this dialog box doesn’t appear, click on File/New to create a new library, or
File/Open to open an existing library.
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At the prompt, give your library a name, choose where you want to save the file, and then your new, blank,
library will appear. Now you are ready to add references to your library. The graphic below shows an
example of a library that already has references in it.
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Using the Reference Panel

Click on a reference in your main library window. Click on the Reference tab to make changes to a
reference (then, click anywhere in the main library window to access a box that lets you save the changes).
Click on the Preview tab to see how the reference will be formatted in the style you have selected. Go to
the PDF’s tab to view the attached pdf of the article, if there is one. Use the toolbar in the PDF’s tab to
highlight and make notes on the text of the attached pdf (see details below).
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Addlng a Sticky Note:

Click on the Sticky Note icon in the toolbar

Move to the section of the pdf where you want to insert a note, and click the left mouse button. A
Sticky Note will appear on the document

Double-click the Sticky Note, and a box will appear for your annotation

When finished, click on the red X in the sticky note to close it

When you move on to another reference, a pop-up box will ask you if you want to save the changes
you just made

Highlighting Text:

Select the text within the document that you want to highlight

Click on the Highlighting icon on the toolbar

The highlighted text will turn yellow after you click off of it

When you move on to another reference, a pop-up box will ask you if you want to save the changes
you just made

Searching the document:
e Type a word or phrase into the box to search for its appearance within this pdf



Adding references to your library

There are three methods for adding references to your library: manual; import; or online search

Adding references manually — use this technique when you have an article in hand, or
want to add references found in lists of references at the ends of journal articles or book chapters

e Open your EndNote Library

e Click on this icon on the toolbar
!,' File Edit References Groups Tools ‘Window Help y
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¢ You will see a template for typing in all of the elements of your reference
¢ Click on the drop-down arrow in the Reference Type: box, and select the publication type for which
you are creating a reference (book, journal article, etc.). The template will reset to accommodate the
publication type you choose. The default is Journal Article.
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¢ Click on a field (author, title, etc.) into which you want to enter information. Type in the information.
Press [Tab] to move from one field to the next.
e Close and save the new reference by clicking on the X in the gray toolbar (not the red X) in the
upper right of the screen. —
EFX
-8 x Click on the gray X
to save and close
[ ]

If you do not see the gray X, you can click on the maximize button in the lower blue toolbar of your
library to enlarge the library window and make it appear:
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Tips for entering citation information

Authors
¢ While you may enter an author’'s name in a variety of ways, it seems to work best if you enter them
as either:

last name, first name and middle initial — Johnson, Jason A.
last name, first and middle initials -- Johnson, J. A.
e EndNote can abbreviate first and middle names, so for maximum flexibility, enter whole names when
possible
¢ If you use initials, include either a period or a space after each one

e If a publication has more than one author, type each author’s name on a separate line
e If the author is an organization or association, place a comma at the end of the name:

American Medical Association,

Journal Article Titles

e Capitalize only the first word of an article title (as well as the first word after a colon)
e EndNote can place capitalization on words, but it cannot take capitalization off
e Entering titles this way enables you to change references from one style to another

Journal Names

e Enter full journal titles—do not abbreviate
EndNote may not able to supply the full title if you abbreviate

Attaching a PDF to a reference (see also “Importing pdf's and folders of pdf’s” on pages 12-13)

You can attach the PDF version of a journal article or other document to a reference so that you can access
it directly from EndNote.

Save the document to your computer

Reduce the size of your EndNote library window

Click and drag the pdf to the matching reference in EndNote
It is now attached to the reference for you to view at any time
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Importing references - use this technique when you want to add references you have
selected from searches done in databases like ERIC, PsycINFO, ABI/INFORM, RILM Abstracts of
Music Literature, etc.

The steps for importing references vary from database to database. To see instructions for
importing from a specific database, click on Edit/Ilmport Filters/Open Filter Manager. Then,
double click on the name of the database you want to use, and instructions for how to
save records for importing will display. Below are instructions for importing references from
some of the most commonly used databases at Wichita State University.

EBSCO Databases
Examples: America: History & Life, CINAHL, Education Full Text, Music Index, PsycINFO, RILM
Abstracts of Music Literature, Social Sciences Full Text, and SPORTDiscus with Full Text.

Open the database, and run your search

Mark the references that you want to export into your EndNote library by clicking on the folder icon
to the right of each reference

Click on the folder link at the top of the screen

Mark the references you want to send to your library again by clicking in the boxes to their left or
selecting “all”
Click on the Export button to the right of your list of references: =5

Under Save citations to a file formatted for: on the right-hand side of the screen, click on Direct
Exportin RIS Format (e.g. CITAVI, EasyBib, EndNote, ProCite, Reference Manager, Zotero)
Click on the Save button

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library

Ei Engineering Village Databases
Examples: Compendex

Open the database, and run your search

Mark the references you want to export into EndNote
Click on the Download link just above your search results
Select RIS, EndNote, ProCite, Reference Manager
Click on Download

At the File Download screen, click on Open

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library



Gale Cengage Databases
Examples: Academic OneFile, Expanded Academic ASAP, and LegalTrac.

Open the database, and run your search

Mark the references that you want to export into your EndNote library

Click on the View All button next to the phrase Saved Documents on the upper right-hand side of
the screen (the number of items you marked will be displayed)

At the next screen, click on the Citation Tools link on the far right-hand side of the screen under the
Tools heading

Under Export to third party software, choose EndNote, and click on the Export button

At the File Download screen, click on Open

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library

Google Scholar

Go to Google Scholar (NOTE: Access Google Scholar through the Library’s list of Electronic
Databases to take advantage of the full text of online journal articles to which the Library
subscribes) —
Click on the Settings link near the top of the page KX Settings
Scroll down to Bibliography Manager at the bottom of the page

Select the option to Show links to import citations into, and choose EndNote

Click on the Save button

Run your search

When you see a reference you want to save into EndNote, click on the Import into EndNote link
that now appears beneath each citation (you will have to import references one at a time)

At the File Download screen, click on Open

EndNote will come to the front of the screen. Watch the reference appear!

The reference you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library

JSTOR

Open the database, and run your search
Mark the references you want to import
Click on the Export link at the top of your list results list:

Click on the RIS file (EndNote, ProCite, Reference Manager) link
At the File Download screen, click on Open

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library
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OCLC FirstSearch Databases
Examples: ECO (Electronic Collections Online), and WorldCat.

Open the database, and run your search
Mark the references that you want to export into your EndNote Library
Click on the Export button

Export
Next to Export: choose “Marked records from this search”
Next to Export to: choose EndNote

Click on the Export button

At the File Download screen, click on Open

EndNote will open with the Choose An Import Filter box displayed

Double-click on the name of the database you used for your search—ECO (OCLC), for example
Waitch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library

ProQuest Databases
Examples: ABI/INFORM, ERIC, ProQuest Nursing & Allied Health Source, Research Library, Social
Services Abstracts, and Sociological Abstracts.

Open the database, and run your search
Mark the references that you want to import into your EndNote library
Click on Export/Save in the upper right-hand corner of the screen s Export/Save

In the drop-down box next to Output to, click on EndNote, Citavi, or Reference Manager
Click on the Continue button
At the File Download screen, click on Open

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library

PubMed NLM (MEDLINE)

Run your search

Mark the references that you want to import into your EndNote library

Click on the Send to link on the upper right of the screen, and, in the resulting Choose Destination
box, click on the Citation manager radio button

A new box will drop down below the Choose Destination box; click on the Create File button

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library
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Sage Journals Online

Open the database, and run your search

Mark the references that you want to import by clicking in the Check Item box

Under My Marked Citations on the right-hand side of the screen, click on ADD citations (it will take
a few moments for your citations to be added); then, click the link to Save/Print/Email/Download

At the next screen, choose to export Citation Only or Citation + Abstract; click on the Download
to Citation Manager button

At next screen, in the right-hand column labeled Citation Manager Formats, click on EndNote

At File Download screen, click on Open

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library

Thomson Reuters Web of Knowledge Databases
Examples: BIOSIS Previews, MEDLINE, Web of Science

Open the database, and run your search

Mark the references that you want to import into your EndNote library

Scroll to the top or bottom of the screen, find the Save to EndNote online: drop-down box; select
Save to EndNote desktop from the list of options

[ ==
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Save to EndMote online
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From Scholarly Social N E
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Select the elements of the reference you want to send to EndNote, and click on the Send button

EndNote will come to the front of the screen. Watch the references appear!

The references you have just added will be displayed in a temporary Imported References window
To return to the list of all of the references in your library, including the ones you just added, click on
All References under the My Library heading on the left hand side of the screen

EndNote automatically saves changes to your library as you add references, so there is no need to
use Save or Save As when you are finished working with your library

Change Capitalization

When an article title imports with capitalization that does not fit the style you are using, you can easily
change it. Double-click on the reference in your main library window. Highlight the title of the article, and
then click on the Aa button in the toolbar. Click on the type of capitalization that you want, and it will be

changed for you.
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Using Online Search - use this technique to search a remote database without leaving
EndNote, and then add references directly to your library.

You can connect to and search a very limited number of remote databases from within EndNote. This
feature works only with databases that do not require you to login with your mywWwSuU ID and
password, such as the free PubMed database and the WSU Library Online Catalog.

NOTE: Itis usually a good idea to search the database itself first to get an idea of the search terms that will
be successful. Many of the advanced search features of the database are not available when you connect
through EndNote. Once you have determined your search terms, then connect to the database through
EndNote for easy importing of your references.

To search a database from within EndNote:
¢ Open the EndNote library into which you want to place references
e Click on the Online Search option on the toolbar:
[«
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¢ Click on the name of the database to which you wish to connect -- PubMed (NLM), for example
e Click on Choose
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e A search panel will appear at the top of your screen. Type your search words into the boxes
provided, and click on Search
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e The number of items in your search results will be displayed. Note that you cannot actually view
the references at this point. If you do not want to import all of them, you can change the second
number to 10, for example, to import only the first 10 references in the results list. Click on OK.

File  Edit

references.

Confirm Online Search

N

Found 3653 records.

Retrieve records from:

Mote: Retrieved records are added directly bo wour Endhiote Library.

X
through 3653

Ok l [ Cancel

The references will appear first in a temporary window. Click on the references you want to copy into
your permanent library. To select multiple references, press the Ctrl button as you click on them.
Click on References/Copy References To, and then select the library into which you want to copy
the

Edit References Chr+E

Groups  Tools  Window  Help

Move References to Trash  Chrl+D ™ - - i
Go Ta... Chrl+1 < @ bt @ _ 0 2 ® e
Copy References To Mew Library, .. Seard
Choose Library, ..
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= Onli|  Find Full Text 3
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Figure » Year Title Rating Journal
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Qi , G. 2012 Integrated services plus drug treatment ... Soc Work Pu...
Ql M. 2012 Residential therapy. Hospitals take on fi... Mod Healthe
Q| Show Selected References ) . .
o Hide Selected Referencas on, M. ... 2012 Missed opportunities: childhood leamin... BMJ Open

To leave the Online Search mode and return to your main library window, click on the Integrated

Library & Online Search Mode button:

5@|§‘ APA Gth . “@ﬁ(‘j‘ 2 - @ el 2 )
My Library |A I Seatch ] I Options P]
‘F\ny Field v| | Cankains v| |homeless
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This number shows how many references
you copied from your online search
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Importing pdf’s and folders of pdf’'s

You can convert single or multiple pdf's of journal articles into EndNote references, if the documents
contain doi (digital object identifier) numbers. A doi is a unique string of numbers and letters that EndNote
can use to locate the bibliographic (reference) information. A doi number typically looks something like this:
10.1080/01926180390223987

@Edit References Groups Tools Window Help
BW... E
000

Open e Open the EndNote library into which you want to import
lose Lib | nor ’
Close Library Ctrl-+w oo : your pdf's
§|Sesr 1 e Click on File, and then Import
|
save a Copy... elopment 1 e If you are importing a single pdf, click on File
2rson

=rson ; e If you are importing a folder that contains multiple pdf’s,

Export... "
O — click on Folder

Print... Ctrl+P
Print Preview th 2

To import a single pdf:

Import File 7 X e Inthe Import File box, click on the Choose
button, and locate the pdf you want to import.
Import Fle: ebsan.pof Choose. . Double click on it
Import Option: oF < v e Inthe Import Option box, select PDF
Duplicates: Import Al v e Click on the Import button
Text Translation: Mo Translation b
[ Impark ] [ Cancel

¢ You will see that the reference

My Library [[8 Author Year Title dournal . . . .
[l All References (27) | § Hobson 2009 Personal Pronouns and Communicat... Journal of A . information for this article has
@®/Imported Referenc... (1) been added to your I|brary and

the pdf has been attached

The reference has been placed in a temporary group called Imported References. When the next new
item is added to your library, this one will automatically be saved into your All References group. Notice
the paper clip in front of the author's name—the pdf of the article has been attached to this reference!

To import a folder with multiple pdf’s:

Choose button, and locate the folder of
i Falldt |C:'|,Dcu:uments and Settings\r 9465332, [M articles that you want to import

[ Include Files in subfolders e Click on the folder name, and then click on
OK. If the folder has subfolders, you may

Import Option: PO <\V choose to import those as well

Duplicatss: Import All ¥[T——-e Inthe Import Option box, select PDF

[ mport | [ cancel | e Click on the Import button
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My Library |18 Author Year
Ul AllReferences  (33) | B Allen 2010
ORI i Reichle 2010
Y Imported Reterenc ()] RN 2009

Title

Throwaway Moms: hMaternal Incarcer..
Task Engagement and Escape Main..  Journal of A
Randomized Controlled Trial for Earl...

Journal

Affilia

¢ You will see that the
references, and the pdf’s, for

Journal of A these articles have been added

to your library

NOTE: If you see your file name followed by pdf -- <Homeless.pdf> -- in your library window, it means
that the article did not have a doi number, and/or that EndNote could not locate the reference
information. The pdf will still be attached, however, so you can copy and paste the reference information
from the pdf into the reference template. Access the template by clicking on the Reference tab in the

Reference Panel:

Reference | Preview |@;tta-:he-:l PDFs | g

Reference Type: Journal Article

Rating

Author

Year

Title

Journal

Select a folder of pdf’s for automatic import:

You can set EndNote to check your folder of pdf's every time you open your EndNote Library, and then
automatically import those pdf’s along with the reference information. Any new articles you have added to
the folder since the last time you opened EndNote will be imported.

e Click on Edit/Preferences

- |5 &

| Author =

& File l Edit lReFerences Groups  Tools  wWwindow Help
=, 2 [i=le} Ll
fh L]
e Ll Chrl
= Copy Rl
Paste Chrl+y
@ sync Paste With Text Styles
I3 UnFile Clear
Select all Chrl4-A
Ti Trast Copy Formatted Chrl+K
= Unfil Find and Replace... Ctrl+R
ﬁ Fonk
&= Size
Skyle
Cutput S-tyles
Impork Filters
= Connection Files
—@ FPreferences...

Aldeia, 1.

Alfieri, F. M.; Ribe,,
Bean, 1. F.; Kiely,.
Beth, Han; Barba.
Chen, 1. K.; astor, |
Christensen, Richa.
Daniels, Westwell R
Davis, M.; Korolo.
de Bruin, Eling D..
El-Haj, Thea Ren
Farrell, D.

Ferguson, K. M. .

Giné-Garriga, M..

¢ Click on PDF Handling, and then check Enable automatic importing. Click on the Select Folder
button, and choose the folder of pdf's that you want to import. Click on OK.

EndMNote Preferences @

Spel
Sy

Change Case
Display Fields
Display Fonts
Duplicates

Find Full Text
Folder Locations
Formatting

brarie
PDF Handling
R O e

Reference Types
Sorting

Il Check.
c

Temporary Citations
Tarm Lisks
URLs & Links

PDF &uto Renaming Options

O Dan't Fiename

(&) Author + Year + Title

(O duthor + Title
O duathor + Year

O Title
& Customn

Mate: Filenames may be up to 50 characters long.

FDF Auto Import Folder

®7] Enable automatic importing

|E “Documents and Settings\r346:3324Desk Select Folder

[ EndNote Defaults | [ Revert Panel |




Syncing your EndNote and EndNote Web Libraries

You can set your EndNote and EndNote Web libraries to sync (merge) automatically in the background

while you work. Setting your preferences to enable syncing will cause your libraries to sync about every 15
minutes.

. . & File |Edit References Groups Tools ‘Window Help
e Click on Edit/Preferences — B o b
G« -3¢
Ut Chrl+52
My Libra Authaor
Copy Chrl+C I -
M Al R il Aldeia, 1.
@ svnc Paste With Text Styles Alfieri, B, M. Ribe, |
I urile Clear Bean, 1. F.; Kiely,.
}i Trast et ] Chrl+a Beth, Han; Barba
| Copy Formatted Chrl+k chen 1. K.: At
= Unfil Find and Replace. .. Chrl+R By R AStr
Christensen, Richa,
Fank »
a .Dn Daniels, Westwel R
Size 3
] Skyle » Davis, M,; Korolo.
ﬁ de Bruin, Eling D.
Output Styles 3 ]
] Impart Filters » | FEl-Haj TheaRen
ﬁ Connection Files 3 Farrell, D.
F e Ferguson, K. M,;.
Giné-Garriga, M.,

e 1) Click on Sync, and then 2) on the Enable Sync button

EndNote Preferences E|

Change Cass
Display Fields
Cisplay Fonts

Syrchronizs your data with your EndMots Wb sccount. Leam mors

- Uparade or create pour hwo-pear EndMate 'web account to get the latest
Duplicates features and enable Sync.

Find Full Text

Folder Locations

Formatting
Libraries

POF Handling

Read [ Unread Endiote web dccount Credentials
Reference Types

Sorting E-mail fddiess:  [janet brown@wichita. edu
oallCheclk
- Password: | ********
Emporary Cikations

L:rg ;St;“ Sync this EndM ote Library

C:hDocuments and S ettings'94...\My EndMNote Libray.enl

Spnc Automatically

e To create an EndNote Web account, click on Sign Up. If you already have an account, fill in the e-
mail address and password for your account, and click on OK.

EndNote Web Login

(X

Using an Endhiote 'Web account makes it easy to keep your EndNote library in
syne. jnoreinformation

Create a new Endhobe Web Account

If you don't have an Endhlote YWeb accoul Sign Up
aren't sure, then click Sign Up.

Endnote Web Account Credentials

E-mail Address: | janet.brown@wichita.edu
Password: O

Forgot Passwiord
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e This will return you to the original form. Your e-mail address and passwords will be filled in

automatically. The path to your open library should be displayed in the Sync this EndNote Library
box. Check Sync Automatically, and then click on OK:

EndNote Preferences g|
Change (;ase Synchronize your data with your Endi ote Web account. Learn more
Display Fields
Display Fonks Upgrade or create your two-pear EndMote 'Web account to get the latest
Duplicates features and enable Sync.

Find Full Text

Folder Locations

Formatking

Libraries

PDF Handling

Read [ Unread EndMate ‘Web Account Credentials
Reference Types

Saorting E-mail Address: |ianet.brown@wichita.edu

Defaults to your
open library

Spell Check
Sync Pazsword: |

xxxxxxxx

Temparary Citations

Term Lists . 4
URLs & Links Sync this EndMote Library /
C:ADocuments and Settings'r94.. \My EndMote Library.enl

Click here to
initiate syncing P[] Sync Automaticaly
[EndNote Defaults] [ Revert Panel Ok ] [ Cancel ]

Working with Groups

EndNote allows you to create “groups,” or subsets, of references from your library. This means that you can

create a group of the relevant citations for each of your research projects, or for sections of your research
project. Here’s how:

e From the Groups menu, click on Create Group

File Edit Refer: el =8 Tools Window  Help

liJl—TWRM o

Create Smart Group

e
M\g Li braEE
W,
?Unf”ed Add References To 3
W Trash
= My GI'OUPS Create Group et

E Cultural Comg

=-0Online Search Hids Groups
© Wichita St U oy |

P
(T optantin
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¢ A box will appear in the My Library pane with the words New Group highlighted in blue; type in the
name you would like to give this group of citations

My Library |
@ Unfiled (34}
Wl Trash (o
Type the = My Groups Previously created group
name for B Cultural Compe... (8) < The number in
your > P url parentheses is the number
group of references in this group
here =-0nline Search
© Wichita St U ()]
O PubMed (ML)  (0)

e That group name will now appear as one of your custom groups

My Library |
[7] All References 42
8@ Unfiled (34)
il Trash (0)
=My Groups

E Cultural Compe... (8)
R ch paper (0]

e To place a reference into a group, first click on the reference in your main library window. Then click
and drag it over to the group name. This will place a copy of the reference into the group. The
original reference will still be retained in your main library
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Using Find Full Text —works only from on campus!

EndNote can try to locate and attach the full text of articles to your references. It will not be able to locate all

of them, but it will typically find at least a few. It's worth a try!

Th e S et U Q Change Cass The Find Full Text feature uses several technologies to maximize the
Display Fields

chances that EndMote will find all available PDFs. Use this screen to
Display Fonts control these full text search options:
Duplicates

e Click on Edit/Preferences i
e Click on Find Full Text in the left-hand panel of the :’::“‘:
preferences box Fead Jomrend

Reference Types

| [] web of Kmowledge Full Text Links

DO (Digital Object |dentifier)

Pubtded LinkOut [IU.S. Mational Library of Medicine]

—[] OpenURL

. . Sarting OpenlRL Path: | hitp://dn3kgBnnZs. search. seralssolutions. com
e Select all of the options listed Spel chece
e Type this URL into the OpenURL Path box: T

http://dn3kg6nn2s.search.serialssolutions.com—|
e Leave the lower URL box empty
e Click on Apply, and then OK

[(EndNete Defaults | [ Revert Panel |

To find and download full text

1. Select the references for which you want to find full text
a. for full text for a single reference, highlight just that reference
b. for several references, hold down the Ctrl key, and click on the references
c. for all the references in your library (up to 1,000 at a time), click on the first reference in your
library, and then hold down the Shift key and click on the last reference in your library
Click on the Find Full Text icon
Click on OK on the “copyright and usage notice” box
EndNote will begin to search for the full text in the background
You will begin to get some feedback under the Find Full Text heading in the left-hand My Library
pane so that you can see what progress is being made
If the full text of an article is located and downloaded, you will now see a paper clip to the left of the
author’s name in your main library window
7. Click on a reference that has a paper clip, and then view the pdf in the Reference Panel

arwn

o

| —
@ G| oo - | B @‘&{ )lhfjl@n BD@ 2 2] £+ ¥ Show Search Panel
My Library ‘ o & Author Year B Rating Joumnal Ref Type URL Last U=
| 5] Amanda, Kernr 2010 rug abuse agency will shut down McClatchy - ... Journal Article  http://proquest.umi.c... 11/6/20
€ Sync Status g Amiripour, Flnd FU” Text icon hnology instructio... Educational ... Journal Article http://search.ebscoh...  11/6/20
Paper Cllp I3 Uniiled BT Arison, Weli re of Bullying & Disr... School Social...  Jourmal Article httpeffsearch.proguest.... 114820
indicates full i Trash “8) | e Amster, Randall 2008 Lost in space : the inalization, glob... Book 11/6/20
text was N~ Unfiled Groups » & Anderson, Ela... 1995 Homeless policy: The need to speak to f... Family Relat... Journal Article http://www.jstor.erg/... 11/28/2
2 Anderson, Ja... 2009 Collaborating for Change: How an Urba... Teachers Co... Journal Article Record in process...  11/6/20
ocated an B A t gap 51 9 9 L
attached [ Assistive Technamy & Anderson, Starl... 1382 Language and Power in the Classroom: An ... The English J...  Journal Article hittp /e jstororgfst... 118720
B Autism 28) *& Andress, B. 1989 Music for every stage: How much? What... Music Educa... Journal Article http:/mej.sagepub.c... 11/28/2
i o & Ang,R.P:Ta.. 2011 Normative beliefs about aggression as a... Journal of In...  Journal Article <Go to I1SI=:/W0S:0... 11/28/2
5 Bullying (13 [ 991
3 Citation Searching na | @ Anonymous, 2010 Grants fund research on alcohol, nicotine McClatchy - ... Journal Article  http://proquest.umi.c... 11620
Ed Leadershi 2 g Anonymous, 2010 Alcohol abuse becoming a threat to Rus... BBC Monitor... Journal Article http:/proquest.umi.c... 11620
P [32)
[ Educational Leader. 7) | ® & Arai, Takeshi:... 2010 The relationships hetween the basic che... Nihon Ronen... Journal Article <Go to ISI>//MEDLIN... 11/6;20
[ Empowerment | e ArthurKelly, ... 2009, — — " S=ghil Reha... Journal Article  http://www.nchi.nlm.... 11/6/20
& Globalization A R My CndNote Find Full Text capyright and usage notice ralasian ... Journal Article https/isearch.proque... 11/6720
B Google (1) |e Attia, Patrl .. 1155 1 Due ko copyright issues with Full text files, it is important to read and adhere  fertation ... Journal Article 11/6/20
. ta any downloading or other usage guidelines pertaining to the sources yau . .
EHomelessness (26) | » & Balakrishnan,... 199 attempt ko connect to using EndMote. Please check with your university, ptive Be... Journal Article http:/adb.sagepub.c... 112872
EHomelessness (3) | @ & Banfield, Bar... 2011 Metlada, o e el el v e e e gu e Ling Scie... Journal Article httpzi/nsq.sagepub.c... 11/6/20
@orac © |»  Banister, Savi.. 2010 ! i i : i i
a , Savi... puters i... Journal Article http://www.informa...  11/6/20
Cancel
& Play Therapy m » & Barlow, Dudley 2010 Educati... Generic http:/vmweb.hwwils... 1172872
& Social Justice 1o = Barnard, W. M. 2004 Parent involvement in plementary scho... Children and... Journal Article <Go to 1S1=://0002203... 11/6/20
o assil, K. L.J ... ectiveness of ublic Health Interventi... nt nviron... ournal rticle hitp:/'www.nchi.nlm.... 1280
@ Test m Bassil, K. L 2010 Effecti f Publi Ith | i Int J Envi J | Atticle  htiy bi.nl 11/28/2
BTest 2 2] s & Bastos, Améli... 2009 Child Poverty in Portugial: Dimensions a... Childhood CIle here to VieW artiCIe 8/2
=My Groups g Bates, Amand... 2009 Staying active, staying strong: pilot eval... Health Pron| N . 20
& Bullying © o Batty, Magali;... 2011 Ina Iarger window /20
& Cyberbullying ©] | @ & Bauch, Patrici... 1995 Parent Involvement and School Respon... Educationgd . Journal Article  Np: WWW.JSIOLOTq/... 2812
&@HPs @ | o & Bauman, . 201 Bullying and Cyberbullying among Deaf... Journal 4T D... Journal Article http://search.proque... 11282
0 New Group )} el U S P e f o [P SUP PPN
PrOgreSS 5 Find Full Text Reference | Preview ) yfress-1389-Music for every stag.pdf ‘ ] =
nd kFul ex
»
report P [El Found POF (21) || Reference Type: Journal Article - £ Hide Empty Fields 2= 4 @ Q9 7 - ¥ ¥
[ Mot found 126) |lating H =
\. y, Music Educators Journal
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Using EndNote with Microsoft Word

EndNote has several handy features that will help you compose your research papers using Microsoft
Word. If you are a Windows user, you can use these features with Word 2007, Word 2010, Word 2013
and Apache OpenOffice 3.X. If you are a Mac user, you can use these features with Word 2008, Word
2011 and Apple Pages ‘09.

Using Cite While You Write (CWYW)

The Cite While You Write (CWYW) feature in EndNote allows you to insert references from your EndNote
library directly into a Microsoft Word document. Your bibliography will be automatically composed at the end
of your paper as you insert references.

When you downloaded the EndNote software, an EndNote toolbar should have been automatically added to
your Microsoft Word program. This toolbar will assist with easy insertion of your references.

2

Endhlote X7 <df—srerr—

= Export to Endhote -

Home Insert Page Layout References Mailings Review View

& Goto EndMote Style: APA BEh = Categorize References =

= Update Citations and Bibliography ~| Instant Formatting is On =

Insert
Citation =

- _—:’ Edit & Manage Citation(s)

g/ Edit Library Reference(s)

Citations

é} Convert Citations and Bibliography ~
Bibliography (]

gpPreferences
'? Help

Tools

To insert references and create your bibliography:

e Open the paper you are writing in Microsoft Word

e Select the style that you want to use in your paper by clicking on the drop-down arrow in the box in
the tool bar. If the style you want to use is not displayed, click on Select Another Style at the top of
the list of options, and click on the style you want. It will now always be displayed as an option on
your drop-down list.

g T
g Home Insert Page Layout References Mailings Review View EndMote X7 Acrobat
:_@\ & Goto EndMote Style: APA Gth - Categorize References = =] Export to EndNote ~
N = ¥ Edit & Manage Citation(s) = Upd| Select Anather Style.. q— :~| Instant Formatti Click here if your style
Insert = o . .
Citation ~ 3% Edit Library Reference(s) =y con| AC5 is not displayed
P Annotated
Citations — L] Toaols
APA Gth E
— 7 E

e When you come to a place in your paper where you want to insert a reference, place the cursor
exactly where you want the reference to go

Insert
Citation =

e Click on the Insert Citation icon (magnifying glass) in the EndNote toolbar

e This will open up a surrogate of your EndNote library. Enter a term or an author’'s name in the Find
box to search for the reference in your EndNote library
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¢ Click on the reference you want to insert, and then click on the Insert button

—_—_—

EndNote X6 Find & Insert My References @
Type term or
adams “ _Find
author’s name here i)
Author Year Title:

Adams 2008 izaga for Google in the Twenty-First Century Advanced Placement Language Classroom
Rogers 2009 Parental Involvement and Children's School Achievement: Evidence for Mediating Processes

. Vescio 20038 A Review of Research on the Impact of Professional Learning Communities on Teaching Practice and Student Learning

Click on the
reference you want
to insert
Then click here
Notice the
. . ?1 ptions fo r:
Reference Type:  Journal Article -~ c angln_g the
Record Number: 575 way the in-text
Author: Devon Christopher Adams . . .
Year: 2008 citation is
Title: izaga for Google in the Twenty-First Century Advanced Placement Language Classroom .
Journal: Clearing House: A Journal of Educational Strategies, Issues and Ideas d IS p I ay ed
Yolume: &2
Issue: z
Pages: 96-100
Date: Nevv-Dec
I55N: 0009-8655
Accession Number: EJ816791 L L . -
[lrset [w] [ cancel ][ W |

" " Insert
Library: My EndNote Library en Insert & Display as: Authar {Year)

Insert & Exclude Author
Insert & Exclude Year
Tnsert in Bibliography Only

e The reference notation will be added to your paper

Dreams

Dreams play an interesting part in our everyday lives. Human beings have long been
intrigued by their dreams, and have put great effort into recording and trying to understand them.
This paper takes a look at some of the early efforts to interpret dreams.

There iz evidence from papyri dating back to 2000 B.C. that the ancient Egvptians were

actively engaged in dream intespretatro®(Webb, 1993). The ancient Greeks held the belief that

\ dreams could be a source of healing, and followed a practice called dream incubation, where

ial temples called asclepieions to “sleep with the intention of receiving a

healing dream from Aesculapius,” (Lewis, 1993) the docter god]

¢ The complete reference will automatically be added to the bibliography being created at the end of
your document

Lewis, I. R. (1993). The dream encyclopedia. Detroit, MI: Gale Research Inc.

Webb, W.B. (1993). Dream theories of the ancient world. In M. A Carskadon (Ed.).
Encyclopedia of sleep and dreaming (pp. 192-194). New York: Macmillan Publishing
Company.

e Continue to add references in this manner

e References listed in your bibliography will automatically be updated and displayed in proper order for
the style you have chosen, not in the order in which you added them to your document
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Using Manuscript Templates

EndNote can help you format your entire paper according to hundreds of different styles, including APA,
MLA, Chicago, and IEEE. It can also help you set up papers according to the styles required by many
journals to which you might wish to submit papers for publication consideration.

Open your EndNote library

Click on Tools/Manuscript Templates
Tl:u:l|5 I

indow  Help
. Search Library... Chrl+F
=4 My EndNote Library Spell Check Chrlay

|E|$ Q LA Cite While You Write [Cwrw] » ) ﬁ @ o E

Cnling Search...

My Library Farmat Paper > ar Title
Change/Move/Copy Fields. .. Drug abuse agen

File Edit References Groups|

0
B Endrlote_¥E_2012 dac Sync 1 Effects of assistivd
) Sync Status... Open Term Lists v 0 Responding to the
@ Unfiled Define Term Lists. .. Cwkrd g Lost in space : thd
Link. T Lists... Chrl+3
i Trash v Term st ! 5 Homeless policy:
Sort Library... . "
= Unfiled Groups Recover Library. .. 9 horating for
B Achievernent gap Find Broken Attachment Links. .. 2 Language and Pow)
EDAssistive Technolog  Library Summary... £ Music for every st
i 1 Normative bheliefs|
& Autism Subject Bibliography...
B Bullying Manuscript Templates. .. 0 Grants fund resea
Citation Searchin 14 [] Anonymous, 2010 Alcohol abuse be
& g (4] y

Click on the style you want to use (APA 6", for example), and then click on Open (or double-click on
the name of the style)

-
Manuscript Templates @g|
Lok in: | (3 Templates e N e
5 B acs 5] apa sth 11| BmMC Binchemistr:
hﬁ lﬂ_;, Ady Skin Wound Care lﬂ_;, APA Sth (Theses) \ﬂ:JBMC Eininformati
My Recent lﬂ_;, Agri Forest Meteorology heies-Turabian) \E_JBMC Eiology
Documents (8] ids < 315 o T e
7= lﬂ_;, Amer ] Pathology @ App Phys Letters @BMC Elood Disore
a lﬂ_;, Amer J Psychiatry lﬂ_;, Arthritis Research @BMC Cancer
Desktap lﬂ_;, Amer J Public Health lﬂ_;, Astronomy and Astrophysics \ﬂ:JBMC Cardiovascy
lﬂ_;, Amer J Sociology lﬂ_;, Behavioral Brain Sci \E_JBMC Cell Biology
lﬂ_;, Amer Meteorological Society lﬁ_;, Biochemical Biophysical Res \E_JBMC Chemical Bic
lﬂ_;, Ann Rey Immunology lﬂ_;, Bininformatics \E_JBMC Clinical Path
My Documents lﬂ_;, Annals Clin Micro Anti lﬂ_;, Biomed Central {Biology) @BMC Clinical Phar
lﬂ_;, Annals Internal Medicine lﬂ_;, Biomed Central {Medicaly \ﬂ:JBMC Comp Alterr
. lﬂ_;, Annals of Oncology lﬂ_;, BMC Anesthesiology \E_JBMC Dermatolog:
1
:!jg < >
My Computer
File: riame: APA Bth e

Word will automatically open with the EndNote Manuscript Wizard setup box displayed. Click on
the Next button to continue

NOTE: If a Security Warning box appears, check the box in front of Enable this content,
and then click on the OK button to continue

Title: Type in the required information about the title of your paper; then click on Next

Author: Click on the Add Author button once for each author, and then click on New. Type in the
required information. Then, to have the authors added to the title page of your paper, highlight them
one at a time and click on OK. Click on Next to continue

Sections: Now, decide which sections you want to include in your paper. Uncheck any that you do
not want, and click on Next

Keywords: List keywords that describe your paper topic

Click on Finish, and you will see that your paper has been set up for you with the title page
completed, and the rest of the sections ready for the insertion of your text
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Creating Independent Bibliographies

You can easily to create a separate or independent bibliography of references in your EndNote library.

e Open your EndNote library and choose the style that you want to use

File Edt References Groups Tools ‘Window Help

Q] ® [ V00O P EEr—-
—_— Select Anather Style... -
Iy Library #|annotated Author Year Title Journal
T meis 5 hisenberg 2008 Evidence-Based Practice in Mental .. Social Work
8 Unfiled AP, Bth Capitalization Anonymaous 2009 Study Reveals Critical Short_age of L. Business ..
- Eumf'?aée t Eotancourt 2004 Cultural Competence--Marginal or M. The Mew E.
il Trash i Fonafeds 2009 Self-directed community health asse... Fam Med
= My Group‘mumbaed Forges 2009 Psychiatric disorders, comorbidity, a...  J Affect Dis..
! Botcheva 2009 Emphasizing Cultural Competencein... American J.

¢ Highlight the references you want to include in your bibliography. You can highlight the entire library,
or you can hold down the Ctrl button and click on individual references to include

I my Library [[rs B Author Year Journal
& Unfiled (34)
Tl Trash (0 Bonafede
=My Groups
B Cultural Compe... (8) New Reforente
B Research paper (2} Bustamante Assessing Schoolwide Culture)  edit references
i Cooke 2009 Clinical, molecular and epide Move References to Trash
=-Online Search Costantino 2009 Congruence between culturally] — Add References To v
© Wichita St U {0y Crowley-Mat... 2009 Problems of Quality and Equi Copy References To 4
©.FubMed (NLM)  (0) Gregary 2009 Leading Change through Cuity]
more Hagen 2009 Similarities and mutual unders —_—
He 2009 The ABCS for Pre-Service Tea el

e After highlighting the references you need, right click in the highlighted area, and then click on Copy
Formatted, as shown above

e Open up a new blank Word document. Right click on the page, and click on Paste. Your
bibliography will appear! It may be necessary to do some additional formatting, such as adding a
heading, or creating additional spacing between references, to get it just the way you want it.

Alsenberg E.(2008). Evidence-Based Practice in Mental Health Care to Ethnic Minority
Communities: Has Its Practice Fallen Short of Its Evidence? Social Work, 53(4),
297-306.

Betancourt, J. (2004). gmmmmmmmmme
NewEng.fandJouma!ofmedrcme 351{10) 3

1. 1

= Iy [ ] I i\
Psychmtnc d|50rders  comoarbidity, andWm Memco gmmgm:
501654 032?{09300482 O [pii] doi: 101016/ jad 200910022
' f

E Zing.C : :

i American Journal of Evaluation,
30(2) 176- 188 doi- 10 1177/1098214009334363
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Creating Annotated Bibliographies

You can make an annotated bibliography of selected references from your EndNote library by first creating
a revised (edited) version of the style you plan to use.

e In EndNote, make sure that the style you want to revise (APA 6™ for example) is selected in the

style selection box at the top of the EndNote library window

| [ &P Btk

[

e Click on Edit/Output Styles, and then click on Edit “APA 6™”

]~

o

[EE e ==

é’l > iy
Ll =

[T
Paste

B Lnf Clear

EErl

Paste With Text Styles

Chrl-A
Rl
CErl-R

W Tra Seleck all
Copy Formatked
= Wy Change Text. ..

o O O 4

feley e Athor - | vear

Ll Crawford, D, 2011

artino, Ste... 2011
iller, Peter ... 2011

= 0On Font
Size

O sie

»
»
»

T

Connection Files

> |
ager...

M- T

Annotated

configure ...

= EndMNote Web

= Find Full Text

w OO EER
Author-Date
Chicago 16th &
FMHR.&,
LS
Murnbered
Showe All Fields
Turabian Bibliography

Vancouver

¢ In the editing window, under the Bibliography heading, click on Layout. On the lower half of the
screen, under End each reference with: click on the Insert field button on the right for options. If
you would like to leave a blank line between the reference and the annotation, click on End of
Paragraph. Next, decide which field in the reference template you want to use to compose your
annotations, and click on that (Notes, for example). Then, be sure that you use that field when you
write your annotation. Finally, click on End of Paragraph again to insert an extra line between the
end of your annotation and the next reference, if desired.
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e Click on File/Save As, and be sure to save this file with a slightly different name (such as APA 6™
Copy or APA 6™ Annotated) so that you won’t override the original style. Then click on Save
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¢ Now, return to the style selection box, click on Select Another Style, and choose your edited style

from the list. From now on, it will be displayed in your drop-down style box
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e Proceed as in the instructions above for creating independent bibliographies:1) highlight the
references you want to include in your annotated bibliography; 2) right click on the highlighted area
and click on Copy Formatted; and 3) paste the information into a blank Word document.

¢ You should now have a bibliography with annotations!

Janet Dagenais Brown, Assoc. Prof.
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