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Part 1 : Introduction

What is EndNote?

EndNote is a reference management software package, which is used to manage
bibliographies and references when writing theses, essays and articles. The software is
available for both PC and Mac.

EndNote allows you to:

[¢]

Store all the references that you find during your research. They can be entered
manually or downloaded from most databases.

Store PDF files, pictures, graphs, tables, etc.

Add citations to your work and create bibliographies in any output style (e.g. APA,
Chicago, MLA, and Vancouver). There are 5,000 styles to choose from.

How to obtain EndNote

EndNote X7 is available on all PCs in the University’s open access PC suites.
If you wish to obtain EndNote X7 for a ‘personal’ University-networked PC in an office or
postgraduate room:

[e]

[e]

[e]

Email its-servicedesk@salford.ac.uk and ask to be put on the EndNote User Group.
You need to tell them your network username and University of Salford email address.
If you require EndNote for Macintosh include this in your email to ITS Service Desk
too.

You will then be sent instructions on how to download the software onto your
computer.

Note: if you have an earlier version of EndNote you should uninstall it before installing
EndNote X7.

EndNote for home use

As a member of Salford University, you are able to purchase a copy of the EndNote software
for home use at a substantially discounted price.

Go to: http://www.adeptscience.co.uk/age/

Click the Login Now button.

« If you are using a University of Salford PC you will automatically be recognised as a
member of the University.

« If you are using a PC off-campus (e.g. at home) you can access the store by
following the on-screen instructions to select your institution and type in your
Athens username and password.

Choose the option you want (Windows or Mac). It is recommended that you choose a

DELIVERY option, rather than one forimmediate download. This way you will have the

software on a CD, should you wish to install it on another machine.

Your licence allows you to install EndNote up to three times.
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EndNote Basic

EndNote Basic is a Web version of EndNote, which you may prefer to use off-campus. This is
a lot less sophisticated than EndNote X7, but it is FREE.

Groups of records can be transferred easily between EndNote X7 and EndNote Basic, so you
may choose to use the full software when you are University and the Web version when you
are at home. It is highly recommended that you use EndNote Basic to back up your EndNote
references. You can also use EndNote Basic to share references and work collaboratively
with others. Please see p. 8 for information about EndNote Sync.

For more information please see the separate EndNote Web guide, available at:
http://www.library.salford.ac.uk/help/userguides/general/endnoteweb.pdf

Part 2 : The EndNote Library

An introduction to EndNote libraries

o EndNote references are stored in a database called a Library. EndNote libraries E.i'
have the file extension .enl. My EndNote
Library.enl

o Each library has a corresponding folder with the extension .Data. This folder

,,JI will have the same name as the library, and it is where images, PDF files, etc. are

MyEndMote  stored. If you move, copy, rename or delete a Library remember to do the same
Lbrary.D3t2  \yith its corresponding .Data folder.

o There is no limit to the number of references you can store in a Library, although it is
recommended that you do not exceed 100,000 to maintain efficient performance of the
database.

o Although the software allows you to create as many Libraries as you wish, it is strongly
recommended that you keep all your references in just one Library. This way you will
know where to find them, and will no create duplicate records in other Libraries.

o Within your library you can create Groups (or subsets) to help you organise your
references. Custom Groups are manually created by drag-and-dropping to copy references
into a group. Smart Groups use search criteria to dynamically update groups as existing
references are edited or new references are added to the Library.

o Each EndNote record stores the information required to reference it in a bibliography.
Other information, to help you with your research, such as keywords, notes, abstracts
and URLs can be stored in a record as well. You can also attach PDF files and images to
EndNote records, and you can annotate PDFs with highlights and your own comments.



Library overview

Go to File then New to make a new library, or
Open to open an existing library.

Edit References Window Help

pen -REQf 263 MEH O @
E Cose torary cow | Click the Question Mark (2) icon to

go to EndNote Help.

Groups  Tools

The EndNote Library screen is split into three panes: a Reference List pane, a Groups pane,
and a Tab pane.

The Reference List Pane.
& EndNote X7 - [Sample_Library_X7] This shows a list of all your references, each
@) Fle Edit References Groups Tools Windod He dlsplayed as a Single line. -8 x
< || APABth b = - Hide Search Panel
“«®Q : PR
: Y n sort the referen licking on
I My Library |2 oucansort t erererences by chic g ona rds | Reference | Preview @;tt Q 4 » =
I i All References (59) column headmg’ o
& Unfiled ) o°- y
i Trash ()] o |# author Year Title ¥ ~| ||Rating
N N Allen, Glover M. 2004 Bats: biclogy, behavior, and folklore
=~ Avian Intelligence Y anchiu, C.; ¥i.. 2008 Flying in silence: Echolocating bats ceas... Author
& Avian Cognition (21) Avila-Flores, R... 2004 Ecological, taxonomic, and physiological ... Goto, K 0
) Bat Conservat... 2008 Bat Conservation International Wate;nalbe S
& Corvids (19) Binfield, Peter 2008 At PLoS OME we're batty about bats re
& Corvids & Parrots (&) Bird, C. D.; Em... 2009 Insightful problem scolving and creative t... Year
Brinklov, 5.; K... 2009 Intense echolocation calls from two "whi... 2012
@Parrots (24) Chiu, Chen; M... 2007 The role of the external ear in vertical so.. -
Clayton, M. S.;... 2009 What do jays know about other minds a... Title .
= Bats DeLong, C. M.... 2008 Evidence for spatial representation of o... Large-billed crows (Corvus
& Chiroptera (22) Emery, M. J. 2008 Cognitive ornithology: The evolution of a.. macrorfiynchos) have
i Emery, M. J.; ... 2009 Tool use and physical cognition in birds ... retrospective but not prospective
& Echolocation (6) Emery, M. 1.; S... 2007 Cognitive adaptations of social bonding i.. metamemory
aEchoIocation OR So... (7) EUROBATS Se... 2004 EUROBATS: The Agreement on the Cons... Journal
P Fraser, O. N.; ... 2011 Ravens reconcile after agaressive conflic... . .
@ Sonar A (s) Funk, M. S. 2002 Problem salving skills in young yellow-cr... || Animal Cognition
Goto, K.; Wat... Large-billed crows (Corvus macrorhynch... Volume
B~ My Groups Greenhall, Art... 1982 House bat management 15
@& Cognition-All (33) Grothe, B.; Pa... 2000 Structure and function of the bat superi...
Hagino, T.; Hir... 2007 Adaptive SONAR sounds by echolocating... Issue
= Online Search Hartle, D. 2008 Alex & Me: How a scientist and a parrot ... 1
. ) Holland, Richa... 2008 Bats use magnetite to detect the earth'...
@ British Library (0) Holzhaider, 1. ... 2011 The social structure of New Caledonian c.. Pages
€ Library of Canfress ()] len, P.H.5.; ... 2008 Echo duration selectivity of the bat varie... 27-35
Laudato, Anth... 2010 Bird grooves to the beat Start Page
QLISTA (EBSCO (o) Lefebvre, L.; ... 2008 Brains, lifestyles and cognition: Are ther...
L e F.; Si... 2003 Neurobiology of echolocation in bats b
k Stat... 2009 Guidelines for conducting bird and bat st... Epub Date
The GI'OUPS Pane. erg, ... 1999 The alex studies: Cognitive and commun...
These are subsets (or folders) of erg) e Tabs P
. e l1abs Fane. b
references saved for easy retrieval. s )
Click on the title of a group to see its This includes tabs to three commonly used functions - [ Layout ~

contents displayed in the Reference Reference, Preview and Attached PDF.

List pane.

The above layout is recommended if you have a wide-screen monitor.

— Click the Layout
button and select
Bottom.

For a conventional monitor you might prefer a layout like this —




Reference overview

To see all the details for a reference you can either use the Reference tab, or
double-click on it in the Reference List pane.

Fraser,
Funk:, Me

Journal Article
Journal Article

Goto, K.; Wat... 2012 Large-billed crows Corvus macrorhynch... Animal Cogni... Journal Article
Greenhall, Art... 1982 House bat management Government ...
Grothe, B.; Pa... 2000 Structure and function of the bat superi...  Microscopy R... Journal Article

Each reference has its own unique number. EndNote
SRS e (e L VE ZEIEI R et USes these numbers for formatting, and they cannot

@ File Edit References Groups Tools Window be changed. .8 x
I—
ﬁ ﬂ Reference '@;tta-:he-:l PDFs B ¥
F o ' =2 Plain Font = Plain Size  ~* ! Aq -
@ # O% ‘ _ @ ain Fan ain Size B I U |L| A A X Aa
Ea)
Ref Type: | I Articl - - =
eference Type: Journa icle ﬂﬁn
Author Use the Aa button if you
Eifot:f K-b . The font and size should both be set as Plain, unless need to change case - i
FANa52: 21 you need a special style for a character. You do NOT for example, for titles
;:??;: need to set italics or bold; EndNote will do this for you. imported all in capitals.
Title
Large-billed crows {Corvus macrorbynchos) have retrospective but not prospective metamemory
Journal
Amlmal Cognition Use the Options button
‘{E ums to hide or display empty
lesue When you are typing in numbers, fields in the record, and
1 <« forexample, for pages or display the Ratings tool.
Pages volumes, you do not need to type
27-35 v. or pp. before them —just the
Start Page numbers.
. ____________________________________________________|
Epub Date

Added to Library: 15/03/2013  Last Updated: 22/03,/2013 : i
As well as the fields that are required to

format your bibliography, EndNote provides a

PRSI LY S SILY L T

We would like to express our gratitude to Kazuo Fujita, Akio Tanak

regarding the manuscript. We also wish to thank Ei-Ichi Izawa for { number of fields for your own use, for

in the laboratory. This research was supported in part by a Grant-if example, to write your own research notes,
and attach files and images.

How you use these fields is your own choice.

22700271) from the Japan's Ministry of Education, Culture, Sports,
author and the Global COE Program (D029) of Keio University.

Research Notes

File Attachments

FOF

hate
442P_1204,.,
Author Address w

Added to Library: 15/03/2013  Last Updated: 25/06,/2013

Layout -




& EndNote X7 - [Emery, 2009 #2319]

@ File Edit References Groups Tools Window Help

ﬁ ﬂ Reference

it | &

W Attached PDFs

3y EH -

!

If you are manually inputting references, you need to

select the correct Reference Type for the type of

Classical Work
Computer Program
Conference Paper

Journal o o 4
- anrerence Froceedings
Current Opin otzcet E

Tool use and

Records

imported

Reference Type:|Journal Article -] publication you are citing. This will ensure the correct
Artwork T information and format appears in your bibliography.
Author Audiovisual Material PP y grapny
Emery, M. 1.|Bil
{Elog
Clayton, N. Eonk
Year
C . .
2009 c:::mg EndNote X7 has fifty predefined
Title Chart or Table Reference Types to choose from.

automatically
from databases will usually have the

made to it.

This will save any changes you have

EndNote has some features to help with your information management.

Volume Dictionary correct Reference Type selected,
Edited Book b . I ill d

149 Electronic Article ut occasionally you will need to

Issue Electronic Book change it to achieve a better
Electronic Book Section . .

1 Encyclopedia citation.
Equatian

Pages Figure

27-33 Film or Broadcast |q|

Start Page zovernment Document '
Grant | - A
Hearing

Epub Date Interview When you have finished editing a M
lournal Article record, click the small X close button.

Date Legal Rule ar Regulation b

When you import records into EndNote they will be displayed in bold (unread). To help you
keep track of your workload you can mark records when you have read them, and also assign
a rating to remind yourself how useful you found the paper.

Click the status button to mark !

when you have read an article.

"'}_Deumg_. C.M... 2008
Emery, N. 1. 2006
5] Emery, N. J.; ... 2009
o Emery, N. J.; ... 2007
o EUROBATS 5... 2004
o Fraser, O. N.;... 2011
Funk, M. 5. 2002
Goto, K. Wat... 2012
Greenhall, Art... 1982
The paperclip indicates that a file
has been attached to the record.

Title Rating Ref Type
What do jays know about other minds ... Book Section
Evidence for spatial representation of o... ¥ # # Journal Article
Cognitive ornithology: The evolution o... ¥ % Journal Arti...
Tool use and physical cognition in bird... Journal Arti...
Cognitive adaptations of social bondin... Journal Arti...
EUROBATS: The Agreement on the Co... Web Page
Ravens reconcile after aggressive con... # # Journal Arti...
Prablem
Large-bill Use the Rating tool to mark how useful you have found a
House b paper. You can either click here to assign stars, or do this in the
'terEtt_Ui' Rating field within the open record (see p. 5).
aptivd




Preferences

There are number of ways you can customise EndNote to suit your own needs.

Go to the Edit menu and select Preferences.

EndMote Preferences

Click on the item in

Change Case

the menu to see Display Fields PDF Auto Renaming Options
what options are Display Fonts o
' Dont Rename
available - for D_updlltahes
example, you might Fin Full Text (® Author + Year + Title
i<h to ch th Folder Locations :
wish 1o ¢ ang.e € Formatting O Author + Title
font of your display Libraries O Author + Year
screen, or select PDF Handling
. s O Title

which columns are Read [ l4nread
displayed. Referenke Types ) Custom

Sorting

Spell Chick

Synic

Termporgry Citations

Use PDF Handling to give your
PDF attachments meangful

filenames, and to set up an PDF Auto Import Folder
automatic import folder.

See pages 19 and 23 for more » []Enable automatic importing
about this.

Mote: Filenames may be up to 50 characters long.

| | Select Folder |

If you make a mess of your preference changes you
can click the EndNote Defaults button to return
everything to the way it was.

EndMote De‘fauhs] [ Fevert Panel ] [ QK ] [ Cancel

To find out more about the options available to you go to EndNote Help:

o Select Preferences, Toolbars & Shortcuts from the menu, $

o then EndNote Preferences. [9 Py




Creating your own EndNote library

o Go to the File menu and select New.

o Give your Library a name and save it to your F: drive. Note that it must be saved as

EndNote Library (*.enl).

o Your new Library will have been created and will open automatically.

EndNote Sync

It is highly recommended that you use EndNote Web (Basic, see p. 3) to make a back-up of

your EndNote Library.

Before you start, one of your Libraries (web or software) should be empty - therefore it is a
good idea to set this up before you start saving records.

Go to Preferences (see p. 7).

EndMote Preferences

Click the Sync link, then the Enable Sync
button.

Follow the on-screen instructions to
make yourself a EndNote Basic account.

o

Handling

Temporary Citations
Term Lists
IURLs & Links

Synchronize your data with your EndMote Web account. Leam more

lUpgrade or create your two<vear EndMate Web account to get the latest
features and enable Sync.

» | Enable Sync

EndMote Web Account Credentials

E-mail Address:

a.sherwin@salford ac.uk

Password: |

Sync this EndMote Library

C:\Documents and Setti.

Sync Automatically

T

Tick the Sync Automatically box,
then click the OK button.

Once you have made an account,
enter your email address and
EndNote password here.

(If you already have an EndNote
Web account you can use that.)

|

[ EndMote Defaults ] [ Fevert Fanel ]

|

[ 0K H Cancel ]

Whenever you close your EndNote Library, all the references in it will be backed up to your
Web Library, ready for you to use when you get home — or anywhere else you have internet
access. What’s more, your references will stay there forever (even after you have left

Salford), until you choose to delete them.




Adding references manually

Usually, references will be added to your Library by importing them directly from online
databases, but occasionally you will need to make a manual record - for example, for a
webpage, blog or unpublished report which doesn’t have an electronic record for it.

Sometimes, you will also need to edit records that you have imported from databases.

-+ EndNote X7 - [My EndNote Library]
!‘ File Edit References Groups Tools Window Help

Click the New References button.

eu N
. RS

¢ 8@ e . |is|e

A blank form will be displayed.

Select the correct Reference Type for the publication When you have finished
you wish to cite (see p. 6). entering all the information,
click on the small cross

!‘ File Edit References Groups Tools Windgw Help (n—Ot the red one) to save the
reference.
T attached PDFs | )

£ # .% ‘ E?} F‘Iainan; ~||Plainsize =|| B I H P Al A, £ Aa -
v N -

& B Reference

Reference Type: Book
] These should be set to Plain Font and Plain Size unless you
Rating need a special character. Remember that EndNote will do
any standard formatting automatically.
Author See the next page for
<+—] advice about
Year entering authors.
Use the Scroll Bar or

Title arrows to display

< Type the information into the relevant fields. more fields.
Series Editor Most of the fields you need to produce an

adequate citation are towards the top of the

Series Title page.

Many of the fields are provided to help you
organise your research, make useful notes,
etc.

<€+ You don’t have to fill them all in.

Place Published

Publisher

Layout =

10



Author & editor names

Author

L Porter, Carolyn
should be typed on a separate ling, i.e. press the <Enter> key after each Rymer, Paul D.

When you have more than one author or editor, each of their names

name. Rossetto, Maurizio

Personal authors & editors
o Author names should be entered with the last name followed by a comma and the first
name (or initials), e.g. Smith, John or de Gaulle, Charles

o You must type capital letters where required,
e.g. Smith, John (not smith, john) or van der Voordt, Theo
EndNote cannot guess where capital letters are or are not used in names.

o If you are entering initials instead of full names, be sure to type a full stop or a space
between initials, (for example "Fisher, J.0." or "J O Fisher"), otherwise EndNote
interprets the initials as a single name: "Jo."

o Wherever possible, use full names.

Corporate authors
o When entering corporate authors (companies, institutions, organisations, etc.), put a
comma after the name, for example:
University of Salford,
o This ensures it will be correctly formatted by EndNote.
o If your corporate author name includes a comma in the name itself, use two commas in
place of the first comma, for example:
Institute for Social Research,, University of Salford

Anonymous works

o 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.

o 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 - in
which case you should type Anonymous into the author field.

Using et al., etc.

o 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 citation style you have chosen.

o 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, e.g. et al.,

New entries for Authors, Editors, Journal Titles and Keywords will appear in red. EndNote has
an auto-complete function which will complete the typing the next time you use that author,
etc.




Attaching images

EndNote allows you to embed images, figures, tables, charts, etc. into your references. This
is a useful way to store any graphic material you find in the course of your research.

You can insert a graphic file into the Figure field of any EndNote reference. So, while a
reference to a journal may contain primarily bibliographic information, you can also include

anillustration that appeared with the journal article.

The Figure, Chart or Table, and Equation reference types can be used specifically to catalogue
images and files, and may contain minimal reference information. EndNote can then be used
to insert figures and format a list of figures (if appropriate) in your paper.

ﬁ ﬂ Reference '@;tta-:h-':-:l PDFs g
@ @ o% * d Open therecord you wish to use, then click the _P
i 171 Attach Figure (drawing pin) icon.

Reference Type: Journal Article -

Rating

Author Attach Figure §|

Faragher, John D. ;

gner, File name: C!lck the Choose

Year | File button and

1986 browse to

Title o= where you have

: The 'Attach Figure' feature enables the attachment of images, charts, the image

Effects of cold storage 1 EZ and tables into the 'Figure' field for later citing using EndMote CWYW, saved

Journal )

Scientia Horticulturae Click the OK

Volume OK Cance button.

29 eemmmeeee———
Scroll down the reference screen to see
your image.

Double-click on it to see the full-sized
) image.
Add a caption to Caption
describe the image. — Telopea speciosissima (Source: ANBG, 2012)

Remember that if you are using images in your writing you must provide a caption for each
one, and this must include a citation for the source of the image (as in the above illustration).
You can find out more about this in the guide “Referencing Images” which is available on the

Library’s website at:
http://www.salford.ac.uk/library/help/userguides

12



Part 3 : Importing Records from Databases

When you search databases to find journal articles, books and other information it is usually
possible to import the records you find directly into EndNote. This has the advantage of
allowing you to import references accurately without having to re-type all the information

yourself.

Most databases contain a download or export button that will send your search results
directly to EndNote, pick the correct import option, and start the import process
automatically. All you need to do is choose the EndNote library into which the data should be

imported.

In a few databases importing records is a two-step process where you save the results of
your search into a file, then import that file into your EndNote library using an Import Filter.

.

For instructions about how to import records into EndNote from the databases provided by
the Library, please see the separate guide: “Instructions for Downloading from Databases
into EndNote”, available at:

http://www.library.salford.ac.uk/training/workbooks/endnotedwnld.pdf

J

Please note that with some databases it is not possible to import references automatically
into EndNote. In these cases you will need to either type the information in manually or copy
and paste it into the appropriate reference form, following the instructions on pages 9 & 10
of this guide.

£# EndNote X7 - [Sample_Library_X7] =9
!’_,' File Edit References Groups Tools Window Help - x
™S A o~ = P — »
w ® G| o - REQS 1€ 20 HEH OO LT
My Library | |Search Whole Library V| [Match Case [|Match Words
B unfiled (0) |Auﬂ10r v||C0ntains v| | D =
i Trash (0) |@ & Author Year Title Rating Ref Type#
o- Avian Intelli Allen, Glover ... 2004 Bats: biology, behavior, and folklore Book
vian Intefligence AnChiu, C.; ... 2008 Flying in silence: Echolocating bats c... Journal &
aﬁ‘wian Cognition (31) Avila-Flores, ... 2004 Ecological, taxonomic, and physioclogi... Journal &
50 Corvids 19 . . Pag
& Corvids & Parrot ((E; Note: Before you try to import any records into EndNote you should
orvids arrots
. . _ . . al 'a
@ parrots (24) make sure you have your reference list displayed - like this. o

Close any references you have open.
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Importing references from Web of Knowledge

1. Open Internet Explorer, go to the Student Channel and click the SOLAR Library
Search link.
2. Click the Databases link, then the letter W, then the Web of Knowledge link.

3. Type in your keywords and
click the Search button.

v
leucadendron salignum | in Topic w

Example: oil spill* mediterranean

L 29, Title: COMPARISON OF CARBON SEQUESTRATION BET
MONOCULTURE AGROFORESTRY SYSTEMS OF MELAL
Authoriz). Budiadi; lzhii, H. T.

Source: JOURNAL OF TROPICAL FOREST SCIEMCE Velume: 2
Times Cited: 0 (from All Databazes)

4. At the results [ @ View abstract |
screen, tick some of o _

a5 Title: Does phosphate acquisition constrain legume pe
the checkboxes next f— Auther(g): Power, Simen C.; Cramer, Michasl D.; Verboom, G. .

to the results you Source: PLANT AND SOIL Volume: 334 lssus: 1-2 Pages: 3
want. Times Cited: 4 (from All Databazes)
[ E-View abstract ]

—— qq. Title: Use of multinodal explants for micropropagation
Authoriz). Suarez, E.; Perez-Frances, J. F.; Rodrigusz-Perez,
Source: SPANISH JOURNAL OF AGRICULTURAL RESEARCH °
Times Cited: 0 (from All Databazes)

[ E-View abstract ]

Output Records
Step 1: Select records. Step 2: Select content. Step 3: Select destination.  [Learn about saving to biblicgraphic software]
@ Selected Records on page '@' Authors, Title, Source ﬂ ', Save to: | ENDNOTE® WEB ENDNOTE®
O Allrecords on page Abstract | Wrate These Publications B
O Records | | to | | I |55v‘E to other Reference Software v| Sa
v @3)

5. Scroll down to the bottom of
the page.

7. Click the EndNote button.
6. Tick the plus Abstract box.
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"_',é Web of Knowledge [5.3] - Export Transfer Service

lﬂ, To help protect your security, Internet Explorer blocked this site from dewnloading files to your computer. Click here for options...

WEB OF KNOWLEDGE | necoyepy sTapTe LiERE THOMSON REUTERS

8. Depending on the security settings of your PC, you may
see a message like this. Help

If you do, right-click on it and select Download File.

Signin | Marked List{0) | Wy Endiote Web

Processing Records
If you do not already have your EndNote library open you

fesstalt bt L e e Ieses o will be asked to select the library you want to use.

(Mote: Depending on the number of records, this

Product: Web of Knowledge

Selected action: Export to Reference Software
Processing 6 records:

§..Daone.

Export If the "Export" process does not start automatically, then click "Export.”

Back to Results = \When you are done exporting the file, click "Back to Results. "

< EndNote X7 - [My EndNote Library]
!,I File Edit References Groups Tools Window Help

ﬁﬁ‘g APA Bth -:“@ﬁ(}ﬂ 2 *eo o~ »
My Library | Search |Search Whole Library v| [IMatch Case [ Match Words

[jAII References B
mported References |""'-'ﬂ“°r V||C0ntain5 V| | E] —

€ sync Status.. o & Author Year Title Rat
B unfiled (477) | @ Suarez, E.; ... 2010 Use of multinodal explants for micropropagation of Leu...
§ Trash 2 |® Power, Sim... 2010 Does phosphate acquisition constrain legume persiste...

5] Harris, Mar... 2010 Canopy seed storage is associated with sexual dimorp...

. dels for the range dynamic...
9. Return to your EndNote library. Note that the references you have  |equesTrATION BETWEEN M...

just downloaded are in a Group called Imported References. in stored maize submitted ...

# EndNote X7 - [Harris, 2010 #1877] =13
!I File Edit References Groups Tools Window Help = 4

‘ * Reference EL‘]:-.ttached PDFs ﬂ =
e @ | 3 % E% ] peinron - emnsze - | p | 19+ Open one of the records to

see the information that has
been imported.

Reference Type: Journal Article

Rating

Itis always a good idea to open
Author
Harris. Mark . <«——] eachreference and check that

Pannell, John R. the information has been
Year

imported correctly, while you
2010 .
Title still have the database open.
Canopy seed storage is associated with sexual dimorphism in the woody dioeci This will make it easier to

Journal correct errors immediately.
Journal of Ecology

Volume
a8

Issue
2
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Editing records

Sometimes the records you import will have titles all in capital letters, or with each word
capitalised. This will create incorrectly formatted references in your bibliography, so you will
need to edit these records.

Pratt, Robert B., Jacobsen, Anna L., Jacobs, Shayne M., & Esler, Karen J. (2012). XYLEM TRANSPORT
SAFETY AMD EFFICIEMCY DIFFER AMOMNG FYMBOS SHRLUB LIFE HISTORY TYPES AMD BETWEEN
TWO SITES DIFFERING IN MEAM RAINFALL. International Journal of Plant Sciences, 173(5),

474-483. doi: 10,1085/665267

&7 EndNote X6 - [Pratt, 2012 #5] M=1E3
!,l File Edit References Groups Tools Window Help - O X
‘ ’ Reference @—"-.ttachi-:l PDFs g ¥
@ @ ¥+ 3 ‘* # 2 | Pain Font - Painsize~ | B I Q|P | Al A E_|Aa .| I
Author | sentence case.
Pratt, Robert B.

Jacobsen, Anna L. Open the record and lowercase
Jacabs, Shayne M. highlight the text you

Esler, Karen J. g g y UPPERCASE
Year WISh to correct. Capitalize Each Word
2012

Title tOGGLE cASE.
POLEM TRANSPORT SAFETY AND EFFICIENCY DIFFER AMONG FYNBOS SHRUB LIFE HISTORY TYPES AND BETWEEN

WO SITES DIFFERING IN MEAN RAINFAL

Journal

International Journal of Plant Sciences . .

Vol Click the Change Case button and make your selection.

olume

173

Issue As a general rule, article and chapter titles are in sentence

® case, i.e. capital letter for the first word and proper nouns
Pages

474-483 only.

Start Page Book and journal titles usually have a capital letter for all the

main words.
Added to Library: 21/09/2012  Last Updated: 21,/09/3
e

The above reference will now be correctly formatted, as such:

Pratt, Robert B., Jacobsen, Anna L., Jacobs, Shayne M., & Esler, Karen 1. (2012). Xylem transport safety
and efficiency differ among fynbos shrub life history types and between two sites differing in mean
rainfall. International Journal of Plant Sciences, 173(5), 474-483. doi: 10.1085/555267

Remember to replace capital letters for any proper nouns!
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Importing references from EBSCO

o Open Internet Explorer.
o Go to http://search.ebscohost.com/

Al other EBSCO databases «—| Click the All other EBSCO
databases link.

We subscribe to a number of EBSCO databases which
cover different subject areas and include many fulltext

articles. — Academic Search Premier

Click the title link for the one you wish to search. This mufti-disciplinary database provides
hundred journals, and searchable cited

If you’re not sure where to start, select Academic Search E] Title List More Information

Premier, as this database covers a wide range of

subjects.

oo R Searching: Academic Search Premier | Choose Databases »

.E.EC['] . |IEL|cau:Ien|:|r|:|n | in |Select a Field (optional) . |

»

[AnD (| | in| Select 2 Field (optional) v 4

|AND v | in | Select 2 Field (optional) v | achrow

| Type in your search terms, then click the Search button. Ii

Karyotypes in Leucadendron (Proteaceae)
By: Hui Liu; Guijun Yan; Fucheng Shan; Sedgley, Ralph. |
394, 8p, 11 Diagrams, 3 Charts; DOI: 10.1111/.1095-8=
Subjects: KARYOTYPES; CHROMOSOMES; CYTOTAXOM

Database: Academic Search Prermier

At the results page, click the _

Add to folder link for each of show 3l 14 images

the references you want to : = e 5
save. . : .. " : . " "‘d:_l-‘..‘

E »| Add to folder

i Relevancy: sessssmmms

17



b

£3 Discovery of two
northern. ..

When you have finished
making your selection, scroll
up to the top of the page and
click the Folder View link (on
the right-hand side of the
screen).

& Responses of Six Species ...
€ Different rewards in fema...

to: Folder View

Click the Select
box, so that all the

records are ticked.

Select / deselect al | Delete Items |

. Canopy seed storage

' Leucadendron. §=
By: Harris, Mark 5.; Pannell,

Save citations to a file formatted for:

Click the Direct
Export to EndNote,
ProCite ... button,

® Direct Export to EndMote, ProCite, CITAVI, or Reference Manager
O Direct Export to EndNote Web

O Generic bibliographic managerment software

O citations in XML format

QO citations in BibTeX format

O citations in MARC21 format

O Direct Export to Ref\Works

then click the Save
button.

Remember to check that the information that you have just imported into EndNote is correct
and complete. If necessary, edit any records according to the instructions on p.16.
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Automatic import of PDF articles

EndNote can locate and import fulltext PDF articles. Select one or more references, a group,
or your entire library and have EndNote scan for fulltext available to you. When the fulltext is
found, EndNote downloads it and links it to the appropriate reference automatically.

Please note that the success of this facility will depend on which database you got the
references from, and whether we have access to the fulltext articles. It will also be more
successful when you are using a University-network PC, as the system will recognise that you
are entitled to fulltext access.

* EndNote X7 - [My EndNote Library]

!l File W=s(iW References Groups Tools Window Help E
. = = £ — ; . >
[ 9 ‘ | B @ ﬁ ( } s\ e 0 £ Hide Search Panel
Cut Cirl+X
My LI Copy Cirl+C Search |Search Whole Library v| [Imatch Case [ ]Match Words
A r
£ 1mp |Auﬁ10r w | | Contains v| | E] =
Clear -
O Syr gur—— & Author Year Title &
B unfl  copy Fofatted ]+ Suarez, E.; P... 2010 Use of multinodal explants for micropropagation of Leucader—
¥4 Tra  Frdendfeplace..  Crl4R Power, Simo... Does phosphate acquisition constrain legume persistence i
Harris, Mark ... 2010 Canopy seed storage is associated with sexual dimorphism i
- My F_””‘ ’ Cabral, Julian... 2010 Estimating demographic models for the range dynamics of p
Size g Braga de Cas... 2010 Persistence of essential oils in stored maize submitted to in’

Click on one of the items in the Reference List area, so that it is highlighted, then go to the Edit

menu and choose Select All.
This will highlight all the references in the list.

Alternatively, you can select individual records by holding down the <Ctrl> key while you click on
them.

</ EndNote X7 - [My EndNote Library]

@ Fle Edit References Groups Took Window Help /7

RN
Click the Find Full Text icon. I - | EB KR 4 1 5 S e
Search \s 4/

A copyright notice will be

displayed - click the OK button. | Authar v | contains vl
& Author Year Title
B Unfiled (478) Suarez, E.; P... Use of multinodal explants for microg

Power, Simo... Does phosphate acquisition constrai
Harris, Mark ... Canopy seed storage is associated

t# Trash (0)
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If the download has been successful o & Author Year Title
you will see a paperclip icon in the . & Tansley, S. ... 2000 RAPD variation in
Reference List, which indicates there is & Liu, H.; Yan,... 2006 Interspecific hybr
a file attached. = & Hui, Liu; Guij... 2006 K;ryntypes in LeL
& Hemborg, &s... 2005 Different rewards
. & Harris, Mark ... 2010 Canopy seed stor
h_c Er-1dN'ote is unable t? attach the PDF & Dobrowolski, ... 2008 Selection for dec
file it will attempt to find and attach & Power, Simo... 2010 Does phosphate :
URLs to your records. These can be & Wwelsford, M.... 2013 How many pollina

used to return to the fulltext article on
the database where it was found.

— To read the PDF file click so its record
VAR e .
his highlighted, then click the Open
] L g \ =. ’
- meEaf 1€ G¢ i i 2! File icon (yellow folder). This will open
T~ o the attachment in a new window.
ptions

|.-5.uﬂ'u:|r V| |Cu:untains V| |
o é’ Author Year Title
& Tansley, 5. ... 2000 RAPD wvariation in the rare and endangered Leucadendron eli,

Liu, H.; Yan,... Interspecific hybridization in the genus Leucadendron throu.
4 Hui, Liu; Guij... 2008 Karyotypes in Leucadendron (Proteaceae): evidence of the .

PDF automatic renaming

If you wish, you can set EndNote to rename your PDF files when they are imported, so that
they have uniform and meaningful file names.

Go to the Edit menu and select Preferences.

EndMNote Preferences

Change Case

Display Fields FDF Auto Renaming Options

Display Fon Click PDF Handling,

Duplicates AT then select the option you want for
Find Full Te @ Author + Year = Tile 4 your filenames.

Folder Locafjons

FDFITIEIttiI'Ig O Author + Title

Libraries D Athor = Year CIICk the OK button-

Read / Unread O Tile

Reference Types (2 Custom

Wherever possible, EndNote will rename your files in the format you have chosen.
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Attaching PDFs manually

If EndNote cannot find and attach the PDF for you automatically (see pp. 18-19) you can save
the file then attach it to the reference manually.

Before you start save the file to your PC.

File Attachments Open the record you wish to use.
Auth Scroll down to the File Attachments field,
_ and right click in the space below it.
Figui
GoTo...
Spell Check
Attach File... Go to File Attachments
Find Full Text... and select Attach File.
URL »
Figure b [
Browse to where
File name: Vitae-Researcher-Development-Framewaric » Open o you have the file

saved, then click

Files of type: Al Files (=) v the Open button.

File Attachments The file will now be attached to the
F EndNote record.
Vitae Rose... Double-click on the PDF icon to openiit.
When you insert a PDF file or an image, EndNote copies the file and places the ’__Jl

copy in a .DATA folder, which is found in the same folder as the main library file. My EndNote
If you move your library to a different computer, or if you want to share your  Library.Data
library with someone, remember to always copy the .DATA folder along with the

library.
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Importing PDFs to create new records

EndNote allows you to convert existing collections of PDF files into EndNote records, by
extracting DOl information from the PDF files, matching it with data from CrossRef
(www.crosssref.org) and capturing bibliographic content.

Current Eye Research, 34, 421-425, 2009
Copyright © Informa Healthcare USA, Inc.
) ) ISSN: 0271-3683 print / 1460-2202 online
DOI number printed on it somewhere. — DOI: 10.1080/02713680902866972

Therefore, to work, the article will need to have the

ﬁVhat isaDOI? \

A DOI (Digital Object Identifier) is a unique string of characters used to identify an electronic journal
article or (less frequently) an electronic book. Unlike a URL, a DOI is permanent — therefore using a
DOl in a bibliographic reference provides a persistent link to the article.

To retrieve an article where you have the DOI, turn it into a URL by preceding the DOI with the

following:
http://dx.doi.org/

\ e.g. http://dx.doi.org/10.1080/02713680902866972 /

Before you start you should your PDF files into a single folder — this will make the importing
quicker.

—# EndNote X7 - [My EndNote Library]

!‘ 5 =@ Edit References Groups Tools Window Help

ﬁ Mew. .. . F i e N
e > Go to the File menu,
D Clase Library Ctrl+wy
N: and select Import.
¢ s C
dve ooy,
a o & Author
= EBauer, Ferdin...
i Exp - Inhngyates,
File... yairl,
Print... Ctrl+P Select Folder.
Print Preview
Print Setup... (If you only have one PDF
file to import, select File).
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http://www.crosssref.org/

Import Folder Click the Choose button and

browse to the folder where
gt Folder |F:'-.E|'u:|n-:|te examples'\POF articles’, you’ve got your PDF files saved.
[ ]indude files in subfolders For this exercise, go to:
F:\endnote examples\
] Create a Group Set for this import
Import Option: OF < ac Select PDF from the Import
Option menu (if it is not already
Duplicates: [tmport A v| selected).
Import < || Cancal ! .
e I . Click the Import button.

The PDF files will be imported (you can see this from the paperclip icon) and the
records will be created from the information in each file.

= Author Year Title y Rating Journal v
o 0 Wu, D.C.; Mi... 2009 Antimicrobial in vitro evaluation of corneal stora... Curr Eye Res
o B visioli, F.; Be... 2009 Chocolate, lifestyle, and health Crit Rev Foo... —
o 0 Turcotte, Vér... 2009 Utilisation des écailles de cacao comme support ... Canadian Jo...
® 1 Komitopoulou... Fate of Salmonella in dry confectionery raw mat... J Appl Micro...
» B Afoakwa, Em... 2009 Comparison of rheological models for determini... Internationa...

Reference Use the Reference tab to make any s

changes you want, or to add information =

Author -

Komitopoulou, E.

Penaloza, W. — for example, you may wish to use the E

Year full journal title.

2009

Title

Fate of Salmonella in dry confectionery raw materials

Journal ~

J Appl Microbiol

Volume

106

Issue

6 >
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Automatic import of PDFs

EndNote X7 has a new feature which allows you to specify a folder, then whenever you save

PDFs into it, they will convert into EndNote records automaticall
articles will need to have DOlIs printed on them to work correctly

y. As described on p. 20, the

Make yourself a folder.
When you are searching for articles save
the PDF files into this folder.

In EndNote, go to the Edit menu and select Preferences.

EndNote Preferences

Change Case
Display Fields
Display Fonts
Duplicates

POF Auto Renaming Options

) Dont Rename

Farmatting
Libraries
Read [ Unread
Reference Types
Sorting

) Author = Year

O Title
) Custom

x]

spell Check
Sync
Temporary Citations

Term Lists Mate: Filenames may be up to 50 cha

racters long,

IURLs & Links

. . POF Auto Import Folder
Tick the Enable automatic .

Click the Select Folder button
and browse to the location of

importing box. Enable automatic imparting

the folder.

|umer|ts and Settings aist 11"\ Desktop®

FOFs | Select Folder

EndNote Defauts | [ |

l [ Cancel

Click the OK button. I—,—» OK

After EndNote runs the import operation, EndNote creates a subfolder called Import within
your “Auto Import Folder”. This helps you (and EndNote) keep track of what has already

been imported into your library.
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Annotating PDFs

EndNote allows you to easily view and annotate the PDFs you have attached to your
references.

Open the record you want to use,
then click the PDF tab.

Use these icons to Save, Print or Email

the PDF and your annotations. v

-Fate of Salmonella in dry co.pdf ‘ ﬂ

CRAAXK T+ 3 Q@ O mx - | ff [Hp® & { b

A

E. Eamibapaulou and W, Pefalaza Fate aof Salmaneils i

Use the Highlight icon if

you wish to highlight any
During preduction of cocoa liquor, powder, chocolate incubated at 37°C for |24 taxt,
and some other ingredients of confectionery products, 10" CFU ml™') phase culfure

roasting is considered to be the main processing step growth curve studies.

responsible for destruction {eritical control point} of vege
@ tative cells of Salmonella. Postprocess re-contamination

Preparation of lawn-collgted cells in cocoa butter oil

A with Salwanelln can however occur, I%:llul.n.'inp the use of
contaminated raw ingrcl.lin:nh such as hazelnuots, almonds Salmonella broth culbured {24 h) were wsed 1o prepare cell
] pr— - EEE— . o = . . = . the cultures on NA plates,
intrl I you would like to write any comments on the PDF click v for 24 hat 37°C. For cach
ard R . . . . the plates by scraping the
| the Sticky icon, then click where you would like to write |}, 142°C1 cocon buiter il
nell your comment. rch  Center,  Switzerland),
chics . was carried out immediately
——m A balloon will appear. ecimal dilutions in MRD

v} prewarmed to 42°C and

Double-click on it.

s were incubated aerobically
wpressed as CFU ml™",

AR -'.'»II‘ whith roomoet to cvrvival tiveos Focoacdedos o

|
I
I
: ‘ ’ Reference IE]Kl:umitl:u|:|l:ul.lln:ul.l-ElZIIEIEl-FatE of salmonella in dry co,pdf
| . . &
: G BES=T 39— -

o 07/03/201305:16PM (X
This will open a box 4
where you can type Use this as a direct quote. At ot S}

—
your comments.

1. chocolate incubated at 37°
products, 10" CFU ml™") pt
When you have poessing  step growth curve stud

finished click the red int} of vege

pntamination

F'rl.-|:lu|.':|I'u1|| ﬂ[ IHU

cross in the corner to g the use of
s, almonds Salmonella broth «
Close the comment hided By the lawns by spreadin
on_the Haz- Plates wers incuba
OX. -

ard Anabreic i

When you have finished making all your
annotations click the Save icon to save
your changes.
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If you import a PDF (see p. 20) that doesn’t have a DOI it will create an EndNote reference
that looks like this. The file will be attached to the record, but the only information that has
been captured will be the filename, which is used as the title.

@& W) Reference T 647285.ngs ﬂ If you want to edit the record, alternate
@ 3 T ‘ﬁ' o% ‘ r between the PDF tab and the Reference

: ‘ tab to copy and paste the information
into the appropriate fields — see pp. 9-10
for more information.

Title
<547285.pdf=

Journal

Or you might prefer to search for the record again, and import the reference from a
database or Google Scholar.

Importing references from Google Scholar

Open Internet Explorer and go to http://scholar.google.co.uk/

o

% - B - o= - |kpage - {0 Tooks -

Click the Settings link at the s [MMetrics EdAlets LY Settings
top of the screen.

Scroll down to the bottom of the
page, and select EndNote from

Bibliography manager the Bibliography Manager menu.

Don't show any citation import links

®& Show links to import citations into BibTeX
EndNote
Refllan E c |
ance
RefiWorks T

| Click the Save button. I
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A revision of the genus Leucadendron (Proteaceae)

M Williams - Contrib. Bolus Herb, 1972 - kbd_kew_org

... return to summary results page. Williams M. 1972 A revision of the genus Leucadendron
(Praoteaceae). - Contrib. Bolus Herb., no. 3.425p. (1972}, llustrations, dot maps; keys Geog=5
Systematics: ANGIOSPERMAE (PROTEACEAE: LEUCADENDRON) (| 1972039435). ...

Cited by 65 - Belated articles - Cached - All 2 versions - Import into EndMote
A

From now on, when you search
Google Scholar, there will be an .
Import into EndNote link after each File Download E|

record.
Do you want to open or save this file?

Click this link’ ] Mame: scholar.enw

. Type: EndMote Import File, 138 bytes
then click the Open button. From: scholar.google.co.uk

—>00en || save | | Cancel |

Always ask before opening this type of file

ham your computer. f you do nat trust the source, do not open or

i 2' While files from the Intemet can be useful, some files can potentially
b,
= save this file. What's the rsk?

Remember that Google Scholar is a free resource, and therefore you will not get the same
quality of information that you would from a subscribed database. Check the record you
have imported and correct any errors or omissions.

Using the online search for book records

The EndNote Online Search function allows you to connect directly with a database, search
that database from within EndNote, and retrieve the results directly into EndNote.

Warning

With the majority of databases, this method of finding references does not work: the
technology behind the connection files often fails, and even when it does work, the EndNote
search form is limited, making it hard to refine your search.

Therefore we do not recommend this method of retrieving records into EndNote. Generally,
you will have more success if you search a database through its own search form, and then
export the results into EndNote.
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If Online Search is not already displayed wdaEndbiote X7z My Endiofel brary]

in the Groups panel click the Integrated @ Ele Efie~References Groups Tools  Window

Library & Online Search button. I é | ] | \ ipa sth -

My Library | [
H All References (22)
@ Unfiled (22)
HTrash (o
= My Groups
= = = — %3 Online Search Click the British Library link.

{¢ British Library
€ Library of Congr... (0) If it is not already visible click more...

€ L1STA (EBSCO) (o) and select it from the list.
€ pubMed (NLM) (0)
ﬁ,Web of Science ... (0)

maore... <

A search form will open. Type in the details for the book you want.

Note: all matching results will be retrieved into EndNote, so your search should
be as specific as possible.

[ Search ] [ Options  # ] l ‘Search Remate Library v‘
A
‘.ﬂ.uﬂ'mr v | |C0ntains v| |geva|in E]
‘And b ‘ ‘Year V||Cu:untains V| | E]
‘And b ‘ ‘Tnie V||Cu:untains v| |prutea D

Click the Search button. I

Confirm Online Search

If r search h
b your searc ¢ IaS Found 3 records.
€een successrtul you
will see a box like Retrieve records from: 1 through |
this. Clear currently displayed results before retrieving records.
Click the OK button. > ok | [ cencel |
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The items retrieved from your search will be displayed in the Reference List pane.

I Search l [ Cptions ¥ ] |Search Remote Library V| Watch Case Vatch Words

| Authar w ‘ ‘ Cantains “ | |geva|in B
|And v| |Year v‘ ‘Cnntains v| | E]
|And v| |T|ﬂe v‘ ‘Cuntains v| |prntea B
o B Author Year Title Rating Journal Ref Type

Dissertatio botanica de Protea, quam ... pr&g
Resp. Dissertatio botanica protea. Praes. C.

Thunberg, Ca...
Gevalin, Joan... 1781 Mew Reference
Gevalin, Joan... Resp. Dissertatio de Protea Edit References

Mave References to Trash

Add References To
Copy References To

Click to highlight any of the records that you do not want to keep.
Right-click on the highlighted area and select Move References to Trash.

You can also use the <Delete> key to delete references.

Any remaining records will be retained in your All References folder.

Confirm Online Search Ea3 Note: If your search retrieves too
may results you do not have to

Found 207 records. h I q
< import them all into EndNote.
Retrieve records from: 1 through 207)R

Clear currently displayed results before retrieving records Click here and type in a more

manageable number, e.g. 20,
| ok || cancel | then click OK.
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Part 4 : Organising Your References

Using groups

Groups make it easy to break a large library into subsets for later viewing. A group simply
points to a subset of references that already exist in the library.

There are several types of groups that make it easy to organise your references in EndNote.
Some of these groups are automatically generated and some are ones that you can create
yourself. You can further organise your references by storing multiple groups in custom
Group Sets.

Some things to note about using groups:

o You can create a maximum of 500 Custom Groups and Smart Groups (combined) in a
single library.

o A single reference will never appear more than once in a particular group. However, you
can add that reference to any number of groups.

o Removing a reference from a custom group does not delete it from the library. It removes
the reference from the group subset, but the reference still exists in the library.

o Deleting a reference from a library also deletes it from all groups in that library. The
reference no longer exists.

Creating a custom group

You can create custom groups as you wish, in order to organise your references. You might
wish to make groups for each chapter of your thesis, or for different papers you are working
on.

<4 EndNote X7 - [My EndNote Library]
!,' File Edit References Eels-8 Tools Window Help

[T @|E| NP CreateGroup |

Go to the Groups menu

Create Smart Group and select Create Group.

My Library Create From Groups...

All References

@ unfiled
i Trash

RS

Add References To 3
= My Groups
= Online Search Creste Group Set
€1 British Library
€ Library of Con.

Hide G
€ LisTA (EBSCO| 0o ToURe

==
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My Library |
All References (0} Ab i the G
B Unfiled 0) ox will appear in the Groups
pane.
@ Trash (o) Type in a descriptive name for the
=My Groups group you have just made.
< Click away from the'box to save
the name you have just typed.
= Online Search

My Library | [ Search ] [ Options  * Search Whaole |

All References

& Unfiled (27) |.-5.uth|:|r V||Cu:untains V| |geval|n
i Trash (0) |@ B Author Year Title
=- My Groups /— Gevalin, Joan... 1781 Resp. Dissertatio botanica protea. Praes. C. P. Thu...
{3, G.J. Ed;... 1992 Intensive cultivation of protea : International work...
(B8 Chapter 1 I{l]l‘ o . .
Patson-lon... 2000 The Protea family in Southern Africa
(B Chapter 2 1)) ; ;
Matthews, L. 1. The protea book : a guide to cultivated proteaceae
B Chapter 3 (1)
Paterson-lon. 2007 Protea
=- Online Search Rosser, Celia .} 1981 The Banksias

You can then start filing references in groups by dragging and

dropping them from the Reference List pane onto the group name.

You can also file references by right-clicking on the one
you want, going to Add References to, then selecting
the group you want.

My Library | iam il Ao
ol | W s gt (27) 1} ._ﬁ.fc:akwa, En EE_JL:JQ Complarison of rhealogice
89 Unfiled (26) Aecord summart, . TEI"II'IDDQ"_.I’ for rapid pro
- New Reference E;tn‘n ting demographic 1
W Trash (O} £t Referances Discojery of two norther
Protepceaes of New Sout
=My Groups Move Referenceg to Trash ) e
& Chapter 1 (1) Copy References To L 3
(3 Chapter 2 (0) | M‘:’:Em 51 E:ﬁ
aptEr z
.Chapter 3 (o) | E;;Y Chapter 2 anc
= Online Search Copy Formatted Chapter 3 ace
_ UCrose prevents faliage
O Library of Con... (0} I Fate of Salmonella in drv
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Creating a smart group

Smart groups are built with search strategies, for example, works by a particular author or
matching some subject keywords. Smart groups are dynamically updated as you add
references to and edit references in the library.

«# EndNote X7 - [My EndNote Library]

!‘ File Edit References R0 -l Tools Window Help

B s |a | APA Gih reate Group ‘l' *
" Create Smart Group Go to the Groups menu and
My Library Lreate From Groups... N select Create Smart Group.
[] All References

£ Imported Referenc

Type in a descriptive
name for your group.

Type in keywords that will match
some of your references.
Select Any Field from the menu.

Smart Group Mame: |Ieucadenu:|r|:|n

A 4

|Any Field v| |Cu:untains v| |Ieucadendmn E]
|,-!-,n.j v| |Year v| |Cu:untains V| | E]
|,-!-,n.j v| |'|'|1je v| |Cu:untains V| | E]

[ Create Carl Click the Create button. I [(IMatch Case [ Match Words
= My Groups Any references you have in your EndNote library which
B Chapter 1 (13 match the search criteria for your Smart Group will
& Chapter 2 (2) automatically be filed in the Group, as will any future
& Chapter 3 (0) references you add.
&, leucadendron (9)
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Creating a group set

If you make custom groups and/or smart groups to help you organise your references,
before long you might end up with a large number of groups. To help you organise your
groups you can create group sets.

@ Ele Edit References

“«8C

My Library

LPA Gth Create Group

4 Imported Referenc
B Unfiled

«* EndNote X7 - [My EndNote Library]

Create Smart Group
Create From Groups...

Add References To ¥

From the Groups menu
select Create Group Set.

4 Trash
e Create Group Set
B Chapter 1
B Chapter 2
ﬁChapter 3 Hide Groups
My Library |
[*] all References {41}
@ unfiled (39)
W Trash {0}

= few Grou Soiy

= My Groups

Give your group set a name. |

EChapter 1 (1)

My Library | My Library |
"] Al References (41) ] All References (41)
& Unfiled (39) @ Unfiled (39)
W Trash (0) W Trash (0)

Use your mouse to
Bl | drag a group and drop = Thesis

=- My Groups it underneath the name B0 Chapter 1 (1)
Chapter 1 (1) of the group set. @ Chapter 2 (1)
EChapter 2 (1) & Chapter 3 (0)

& Chapter 3 (0) = My Groups
™ _grevillea {(7)
& leucadendron (15)
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Duplicate records

As you add more an more references to your EndNote Library, from a variety of databases, it
is likely that you will get duplicate records for the same item.

To avoid anomalies in your citations and references once you start adding them to your Word
document, you need to ensure that you only have one record for each item. (This is another

reason to only use one EndNote Library).

o Go to the References menu and click Find Duplicates.
o Any duplicate records will be displayed, with the areas of differing text displayed. This will
help you decide which record you wish to keep.
o Generally, you should keep the older record, as this is likely to be the one you have
edited, added attachments to, and most importantly, already used for citations in your

document.

You can tell which is the older record by

# Find Duplicates

Comparing 1 and 2 of 2 duplicates.

% Keep This Record

Pratt, 2012 £5¢
Ref Type: Journal Article

looking at its record number (preceded by #).

Select the record to keep, The record ngt selected will be moved to the Trash. Select Skip to go to the next set of duplicates.

keep This Record

Pratt, 2012 #7532
Ref Type: Journal Article

[ skip |[ Cancel ]

Rating

Author

Pratt, Robert B.
Jacobsen, Anna L.
Jacobs, Shayne M.,
Esler, Karen 1.
Year

2012

Title

Xylem transport safety and efficiency differ among
fynbos shrub life history types and between two
sites differing in mean rainfall

Journal

When you have finished any editing, click the Keep
This Record button for the one you want to keep.
The other record(s) will be sent to Trash.

Rating

Author

Pratt, Robert B.
Jacobsen, Anna L,
Jacobs, Shayne M
Esler, Karen 1,

Year

If necessary, you can copy &
paste information from your
‘reject’ record into the one
you want to keep - for
example, the more recent
record may have a DOI.

2012
Title

MEAN RAINFALL

Journal

Added to Library: 03102012  Last Updated: 03/10/2012

*YLEM TRANSPORT SAFETY AND EFFICIEMCY
DIFFER AMONG FYMNBOS SHRUEB LIFE HISTORY
TYPES AND BETWEEN TWO SITES DIFFERING INM

Note that the criteria used by EndNote to identify duplicate records won’t always catch all of
them. You will still need to look through your Library and delete any records you don’t want.
It is probably easiest to do this if you sort your Library by ‘Author’.
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Part 5 : Cite While You Write

EndNote works with Word to easily and quickly cite references, and create a paper with

properly formatted citations, a bib

This is all done using the “Cite Whi
once you have installed EndNote o

liography, figures, and tables.

le You Write” (CWYW) toolbar, which you will see in Word
n your PC.

The EndNote

toolbar will look like this. It will either

be a separate tab on the ribbon, or be installed in ﬁ
the Add-ins tab.

EndMote X7
@ & Go to EndNote Style: | APABth - || = Categorize References ~ =] Export to EndMote ~
N -_’ Edit & Manage Citation(s} = Update Citations and Bibliography 22| Instant Formatting is On - [gg Preferences
c,{::,ﬁ - g,f Edit Library Reference(s) @ Convert Citations and Bibliography ? Help
Citations Eibliography IF] Tools

If you cannot find the CWYW toolb
its-servicedesk@salford.ac.uk

ar please contact the ITS Service Desk, at:

- it is possible the EndNote program has not installed correctly on your PC.

Inserting citations & bibliographies into a document

1. Open your EndNote library.
2. Open the Word document cal
Examples folder on the F: drive.

;@\ L 4 G:ut:u EndMote Style: | Har
|t & Manage Citation(s) = Update
Insert
Citation = gj’ Eqit Library Reference(s] é Convert
itations

EI 3-|-z-|-1-|-§-|-;-I..;..I.;...

Donec lacinia tincid

led endnote essay, which can be found in the EndNote

3. In the document click the place where you wish to
place a citation in the text. Remember to leave a space
between the last character and your cursor, and that
ard | your citation is placed before the fullstop at the end of }
itatig your sentence.
itati TR
Bibliography F] Tools

AL S - T A B - - R S S CL B S AL B e O R B LRt - EE

Lint magna, vitae wiverra orci suscipit et. Mauris sollicitudin

eleifend lacus, wtae
aroma of a plquant

eleifend urna blandit ac. The corpse exuded the irresistible
I ancho chili glaze enticingly enhanced with a hint of fresh

- cilantro as it Iaﬁ_,f befure him, coyly garnished by a garland of variegated radicchio

- L

4. Click the Go to EndNote button.

This will open your EndNote Library.

ns, and impishly drizzled with glistening rivulets of vintage
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In EndNote:

- | B3 @ Q¢ 2 € @ '.‘- ’ < 5. Chckoncetohlghllght

R the reference you want
to use.
Authar w | | Contains w |
o B author ... Title Rating
Pratt, Robert ... 2012 Xylem transport 4afety and efficiency differ among ...
Rossetto, Mau... 2011 The impact of disfance and a shifting tefperature ...

Suarez, E.; Pe... 2010 Use of multinodal explants for micropropagation of...

- = nstrain legume pers...
6. Click the Insert Citation button. Iated with sexual di...

Power, Simon ...
W Harris, Mark S...

7. Return to your Word document.
You should see a citation that looks like this — the brackets { } and the number

# indicate this is a temporary citation.

aroma of a piquant, ancho chili]jglaze enticingly enhanced with a hint of fresh
cilantro as it lay before him, coyl garnished by a garland of variegated radicchio
and caramelized onions {Suarez, 2010 £6} and impishly drizzled with glistening
rivulets of wvintage balsamic vinegar and roasted garlic oil; yes, as he surveyed
the body of the slain food critic slumped on the floor of the cozy, but nearly

8. To format your citation and bibliography
click the Instant Formatting is Off button and
select Turn Instant Formatting On.

EndMote X7
@& !,' Go to EndMote Style: AP& ath = :_ Categorize Rgferences = Export to EndMote -~
S;‘ Edit & Manage Citation(s] = Update Citations and Bibliography [ Instant Formatting is Off *l -:-'g,ﬁ Preferences
Insert
Citation = g,g Edit Library Reference(s} é) Convert Citations and Bibliography = Turn Instant Formatting On
Citations Bibliograghy EConfigure Instant Formatting... Tools
. E R R R - - R - R - I | AR SRR R RIS ERR S - e R P
Donec Iamr‘na tincidunt magna, vitae wviverra orci susdpit et. Mauris sollicitudin
T eleifend lacus, vitae eleifend urna blandit ac. The corpke exuded the irresistible
=L me e e Akl ak e ] o1

9. Select the style you want from the menu.

If you are not sure which one to use, see the
section “Which style to use” on the next page.
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Donec lacinia tincidunt magna, vitae wiverra orci suscipit et. Mauris sollicitudin
eleifend lacus, vitae eleifend urna blandit ac. The corpse exuded the irresistible
aroma of a piquant, ancho chili glaze enticingly enhanced with a hint of fresh
cilantro as it lay before him, coyly garnished by a garland of variegated radicchio
and caramelized onions (Suarez, Perez-Frances, & Rodriguez-Perez, 2010Y%GRd ]
impishly drizzled with glistening rivulets of wintage balsamic vinegar and roasted
garlic oil; yes, as he surveyed the body of the slain food critic slumped on the

floor of the cozy, but nearly empty, bistro, a quid
corpulent Inspector Moreau that this was, in all li 10. You should now have a correctly
semper nibh sit amet urna suscipit vel viverra tor] formatted citation,

tempor nec interdum condimenturmn, mollis id risus.
and a bibliography at the end of your
document.

Suarez, E., Perez-Frances, J. F., & Rodriguez-Perez, J. A, (2010). Use of
multinodal explants for micropropagation of Leucadendron 'Safari Sunset', €——
Spanish Journal of Agricultural Research, 8(3), 790-796,

Which style to use?

There are two major systems of referencing: Numeric, where citations in the body of your text
are indicated by numbers; and Author-Date (also known as parenthetical or Harvard), where
the in-text citations are in the form of the author & date of the article enclosed in parentheses.
Within these two main systems there are many different styles.

o A PhD thesis is a peer-reviewed document, and therefore:
v You should use a referencing style that conforms to good publishing practice in your
particular academic discipline.
v' The style should be consistent throughout the thesis.
Your supervisor will be able to advise you which style you should use.

o Academic journals often have their own referencing style and generally you will be able to
find it, either already installed in EndNote, or available for download from the EndNote
website at: http://www.endnote.com/support/enstyles.asp

o You should also find out what is required by looking at the journal’s “instructions for
authors” page, which you will find either within the journal or on the publisher’s website.



Editing citations

Once a citation is inserted in your text you may need to edit it, for example, depending on

whether you have used direct or indirect quotations, or have paraphrased or summarised

your sources.

To edit citations you should use the EndNote <Endhote>=<Cite><Author>Coetzee</Al
o . ] 986+« /Rechum= <DisplayText> (Coetzee ¢

tools, rather than editing directly with Word. 2003)</DisplayText= <record= <rec-numl

keysz<key app="EN" db-
This is because there is a large amount of coding id="vv0zwxpafwdaSlepadyvdrris2efedor
behind each citation which may become Kkeys=<ref-typename="lournal Article”>

. . . . type=<contributors = < authors= <author>
corrupted if you type directly into it. P. A</author><author=Wingfield, B, D.-

Direct quotations and page numbers

Many referencing styles require that a citation for a direct quote (or one where you have
only changed the words slightly) must include the page number where you found it.

Page numbers are not required if you have paraphrased a source, however may still wish to
include them - they will help your reader pinpoint where you found an idea, especially in a
long work, such as a book or thesis.

Remember that a direct quote should be placed in quotation marks, or
indented from both margins if it is longer than two or three lines.

Praesent orci nisl, pellentesque vitae cunseql_lal et, ultricies ac nibh. Nam aliquam
iaculis enim, sed commodo tellus mattis vel, "Identification of Armillaria species
based on morphology is generally considered to be difficult, because basidiocarps
of the fungus are short-lived and infrequently produced” [Coetzee et al., 2003},
Vestibulum at nibh neque. Ut a metus at turpis scelerisque pcurtthur. Donec

Click on the citation you wish to
edit, so that it is highlighted.

§@\ & Goto EndMote
= = Edit & Manage Citation(s) Click the Edit & Manage Citation(s)
Insert

Citation = 3/ Edit Library Reference(s) button on the CWYW toolbar.

Citations
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EndNote X7 Edit & Manage Citations

Citation

Count | Library

{(Suarez, Perez-Frances, & Rodriguez-Perez, 2010)

Suarez, 2010 #1344
{Costzes et al,, 2003)

Coetzee, 2003 1980

Wrigl=y and Fagg (1959)
Check that the
correct citation
is highlighted.

Whigley, 1989 £1315@...

1

1

1

My Endilote Library [ Edit Reference |w |
My EndMote Library [ Edit Reference | |
My Endilote Library [ Edit Reference |w |

Edit Citation | Reference

Formatting: | Default

v

Prefix: |

Suffix: |

Fages: |E-EIE

Type in the page number(s). You do not need to
include p. or pp. — EndNote will do this for you.
Click the OK button.

Tools W

[ QK. ] [ Cancel ] [ Help

Totals: 3 Citation Groups, 3 Citations, 3 References

Praesent orci nisl, pellentesque vitae consequat e, ultricies ac
sed commodo tellus mattis vel. "Identification of Armillaria

The correctly formatted page

generally considered to be difficult, because basidiocarps of number will now be added to
infrequently produced” (Coetzee et al., 2003, p. 605). ¥es8a— the citation.

turpis scelerisque porttitor. Donec mauris quam, sodales vitae

Note: the EndNote templates for many styles are not set to accept page numbers as
described above. If this is the case with style you have chosen you can still use the Edit &
Manage Citations button to add a page number, but you will need to type it into the Suffix

field.
Edit Citation | Reference
Formatting: |Default b
Prefix: |
Suffix: | p. B05
Pages: |

This is a free text field, so you will
need to type in the punctuation and
p. or pp. before the page number(s).
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Changing the citation format

In your writing you will often integrate the author’s name into your text, for example:

Wrigley & Fagg (1989) described the ...

In this case, you do not repeat the authors’ names in a citation at the end of the section.

To format your citation this
way, place your cursor where
you want the author’s name
to be — usually this will be at
the start of your paraphrase.

- 2EQf 1€ &

fhe sun, which much resembled the yolk of a sunn
cheerio falling off the back of a spoon when a spoor

set on top o
vel urna iac
veastibulum

embraced e

f it. Vivamus non lorem vitae leo congue
ulis placerat. Donec feugiat dictum dui ¢
eros consectetur wvel. They had but ol
ach other as tightly as that two-flavor

Author % | [ Contains W |_
Author ¥... Title
Farrington, P.;... Evaporation from Banksia woodlay
Wrigley, 1.W. Banksias, waratahs and grevilleas and all

Tsuruga, T.; C... 1991

Highlight the reference you want,
then click the Insert Citation button.

Biologically active constituents of Melaleuc:

v

{Wrigley & Fagg, 198
up egqg, set over the sl
spoon is upside-down
lorem wvitae leo congl
iaculis placerat, Donec
et wvestibulum eros ¢
together, so they eml
string cheese that is

bland Cheddar and the
or just plain Americar
orange, yet they would

Cras id libero eros, in 2
dictum luctus imperdi
tellus. Quisque vitae er
a flat stone forewver ski

oblivious to it consistently, until she finally lost mc
overdose of fluoride as a child which caused her to lie
life as useless as an appendix and as lonely as a five-
steroid-free fitness center. Praesent sodales faucibus 2
ante vel nisl euismod sed lobortis ipsum dictum. Proir
bibendum. In in diam ac turpis sagittis feugiat vitae
vitae fermentum faucibus, augue mauris dignissim

arcu at magna.

L g

...
TR =

—ed th

e yolk 9f a sunny-side

the back of 3 spoon when a
on top of i}, Vivamus non

icitudin |arcu vel urna

Right-click on the citation you have just
inserted,

go to Edit Citation(s)

Paste soll
[lam
Update Field ane
Edit Field... = tha
B Org
Toggle Field Codes
=99 could
Eaont... tinct
Paragraph.| purin
Bullets 3 in fe
Humbering » ptent

Edit Citationis)

.}

and select Display as: Author (Year).

bl v

A Y

i. Sed vitae inFerdum

i il [ a1

Default Format l

Display as: Author {Year)
Exclude Authar

Exclude Year

Exclude suthor & Year

Show Cnly in Bibliography

Mare...
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Your citation will now be correctly formatted, i.e. authors’ names incorporated into the
sentence, separated with the word ‘and’, and followed by the date in parentheses.

wrigley and Fagg {1989) described the sun as resembling the yolk of a sunny-side up egg, set
over the slight hill like a cheerio falling off the back of a spoon when a spoon is upside-down on
a table and a cheerio Is set on top of . Vivamus non lorem vitae leo congue dapibus in nec
neque. Mam sollicitudin arcu wvel urna iaculis placerat. Donec feugiat dictum dui et luctus.

There may also be times where you have mentioned both the authors and the date of an
article in your text, (for example, In his paper of 2008, Fourie reported that ....) and therefore
do not need either in your citation. You do still need the reference in your bibliography, and
you should use EndNote to insert this.

Type the year and author into your text.

In his paper of 2008, Fourie reported that ut a metus at turpis scelerisque porttitor, Donec
mauris quam, sodales vitae interdum id, faucibus vitae lacus. Fusce porttitor SDIIicitudinTzuscipit.
Fusce

Place your cursor where you would normally add the citation, i.e. at the end of the
sentence.
Go to EndNote and add the citation in the usual way (see page 35, steps 5 & 6).

at sceler (Fourie,| 2nner
somsibocalodos Flusce porttitor soll &
Right-click on the citation |hen he heard the | .
; ; ff-balance washe
you have just inserted. no _ -
t amet feugiat at, I B Paste
5. Suspendisse vitae arcu lacus. 2 % Edit Hyperlink...
-Us. Select Hyperlink
The camel died quite suddenly Open Hyperlink
r already impeccable nails - not Capy Hyperlink

P o Ll ol L =

Go to Edit Citation(s), then select
Show Only in Bibliography. A Font

%2 Remove Hyperlink

- . =% Paragfaph..
ing the yolk of a sunny-side up & ,_ ,
1 spoon when a spoon is upside-d| :=  Bulle
lorem fitae leo congue dapibus|i=  Numiering 3
£ D - S e PR
! Edit Citation(s
onsd v | Default Format E izl
it ag Display as: Authar [Year) twined
Exclude Authaor
Exclude Year
4
Show Only in Bibliography
M More...
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The citation will be removed from your text, but the coding remains
which ensures that the reference will stay in your bibliography.

, & Wingfield, M, 1.

Africa. Plant Pstholegy, 52(5), 604. doi: 10.1046/.1365-3059.2003.00879.%

Fourie, 5. (2008}, Composition of the soil seed bank in alien-invaded grassy fynbos: Potential
for recovery after clearing. South African Journa! of Botany, 74(3), 445-453,

Hoebee, 5. E. {2011). Development and cross-species amplification of microsatellite markers
from the endangered Wee lasper Grevillea {Grevillea iaspicula, Proteaceae). Muelleria,

28(1}), 93-94.

s on Proteaceas in South

Adding multiple citations

There will be times when you have summarised the content of two or more different papers
into a single sentence or paragraph, and will need to insert a multiple citation.

day, and Selena fretted sulkily and, b
T the first time since the journey beg.
{into a vignette of minor inconvenient
sil. Etiam tortor quam, lobortis ac vari

In your document, place your cursor
where you need to put the citation.

. . P
convallis turpis porta sodales |<

In EndNote, hold down the <Ctrl> key while you select the references

you wish to cite, then click the Insert Citation button.

2 EQE 2EBE

Search Options »

o e e e e e

Author % | | Contains v |
o Author Year Title
Mibus, Raslen... |2000 Early Lignotuber Formation in Banksia—Investigati...

Liu, H.; ¥Yan, G... Interspecific hybridization in the genus Leucadend...

Komitopoulou,... 2009 Fate of Salmonella in dry confectionery raw materi...
Hunter, R.; Ha... Cluster roots of Proteaceae exude acid phosphata...

Hui, Liu; Guiju... 20086 Karyotypes in Leucadendron (Proteaceas): eviden...

Hemborg, Asa... Different rewards in female and male flowers can ...

Harris, Mark 5... 2010 Canopy seed storage is associated with sexual di...
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nails - not for the first time since the journey began - pondered snidely if this
would dissolve into a vignette of minor inconveniences like all the other holidays
spent with Basil. Etiam tortor quam, lobortis ac varius wvel, vestibulum vitae nisl.
Etiam gravida convallis turpis porta sodales (Hemborg & Bond, 2005; Hunter,
Hawkins, & Cramer, 2009; Liu, Yan, & Sedgley, 2006,

The multiple citations will be inserted in your document in the correct format - in this case, all
three articles are enclosed in one set of parentheses, in alphabetical order and separated by
semicolons. This will vary according to the reference style you have chosen.

Creating secondary citations

There are times that you will find something referenced in a book or an article that is so
useful or interesting you want to use it in your own writing. This might be a citation for
another article, or aniillustration, graph or table take from another work.

Generally, you should try to find and read the original work and use that as the source of
your citation and reference. However, there are times when this isn’t possible, for example,
you may not be able to get hold of the original work, it is in a language you can’t read, or the
citing author has summed up the ideas in the original more succinctly or elegantly than you
could ever manage.

When you use a secondary citation like this, your in-text citation should mention both works
but your bibliography only includes a reference for the work you have actually read yourself.
You can use the CWYW tools to format a citation in this way.

of the cotyledons on either side of the hypocotyl extend to
form a pair of auricles (Fig. 1A and B). Auricles are a
feature of most woody fruited Proteaceae (Lamont and
Groom, 1998); in most species of Banksia they are fused

For example, you might wish to use
this idea, attributed to Lamont and
Groom in an article you have read by
Mibus and Sedgley.

Cras id libero eros, in adipiscing ante. Auricles are a feature of most woody
fruited Proteaceae [(Mibus & Sedgley, 20007}, Proin feugiat lectus nec metus

dictum luctus imperdiet justo |LICtLIS.TSLISpEf‘IdiSSE potenti. Sed vitae interdum

P

tellus. Quisque vitaes er

a flat stone forever skif Insert the citation for the article you have read,

BFe |

following the instructions on p. 35, steps 5 & 6.

Click on the citation so that is highlighted.

ike

y but

43



& & Go to Endlote
=% =) Edit & Manage Citation(sj#——] Click the Edit & Manage Citations button. I

Insert
Citation = gg Edit Library Reference(s)

Citations

Make sure the correct citation

(Lamont & Groom, 1998, as citeu:in Mibus & Sedgley, 2000) 1S hlgh“ghted'
Lamont & Groom™, 19%83... 1 My EndMote Library [ Edit Reference | | v
Edit Citation |RE1=E;E.-..;E
Formatting: |Default V|
Prefix |Lamu:unt & Groom, 19933, as cited in | |
Suffix: | |
Pages: | |
In the Prefix field, type in the authors and the
year for the work you have seen cited plus the
words ‘as cited in’. Remember to leave a space ok | conced [ teb |
after the last word.

Click OK.

Cras id libero eros, in adipiscing ante. Auricles are a feature of most woody
fruited Proteaceae (Lamont & Groom, 1998, as cited in Mibus & Sedgley, 2000).
Proin feugiat lectus nec metus dictum luctus irrTuerr:Iietjustn luctus. Suspendisse

This will format the secondary citation and add

the correct item to your bibliography.

Mibus, R., & Sedgley, M. {2000). Early lignotuber formation in banksia—
investigations into the anatomy of the cotyledonary node of two banksia
(Proteaceae) species. Annals of Botany, 85(3), 575-587. doi:
10.1006/anbo.2000. 1219

You could also format your citation in this way by typing the cited authors into your text,
then using the Edit & Manage Citations button to insert 1998, as cited in .

Lamont and Groom determined that auricles are a feature of most woody fruited
Proteaceae (1998, as cited in Mibus & Sedgley, 2000%. Mulla facilisi. Proin feugiat
lectus nec metus dictum luctus imperdiet justo luctus. Suspendisse potenti. Sed
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Deleting citations

Because of the large amount of coding behind each citation you insert, you cannot simply
remove a citation by using the <Delete> key. Nor can you delete a citation you have put in the
wrong place by using the ‘Undo’ button in Word. To remove a citation you must use the
CWYW tools.

l e
& & Goto EndMote Style: APA Bth - || = Categorize References - Export to EndMaote ~
, } = it & I T . " - . - - ) ) - - J
Insert |z Edit & Manage Citation|ige—— Click on the citation so it is hlghllghted, then fF‘references
Citation ~ /2 Edit Library Reference(s 1 click the Edit & Manage Citations button. f Help
Citations .

3-|-1-|-1-|-§-|-1-|-:-| R S - SRS T A I - - I [ RIS S IR + IS RIS E S -

elementum, erfos sed sollicitudin fermentum, purus justo posuere est, sit amet

ullamcorper lewtus tellus vitae lectus. Aenean aliquet tortor in sem eleifend
Feugiat (FSFSGRERIISEG).

EndMote X7 Edit & Manage Citations g b'Ehat
a
Citation Count | Library ~IL ':.l'rith

(Suarez, Perez-Frances, & Rodriguez-Perez, 20100

Suarez, 2010 1344 1 My EndMote Library Edit Reference |
[JLIam
{Joyce, Meara, Hetherington, & Jones, 2000)
Joyce, 2000 #1854 1 My EndMote Library Edit Reference | .

(Faragher, 1938)

LECIE ST
Edit
Find Reference Updates. ..

Insert Citation
| Edit Citation | BEbromee Update from My Library... e

Click the arrow on the Edit Reference button,
and select Remove Citation.
Click the OK button.

Inserting images into your document

To insert an image into your document first press the <Enter> key once or twice to make a
space where you want the image to go.

& @ Go to EndMote
) ::_""Edit&Manage Citation(s]
Insert

Click the small arrow on the Insert |
Citation icon on the EndNote ribbon,
then select Insert Figure from the

- 5 Edit Library Reference(s)

Insert Citation...

» 6l

Insert Selected Citationis}
menu.
Insert Mate...
I > £ Insert Figure..
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A search form will be displayed. Type in a keyword
(e.g. from the caption you gave the image) and

EndNcte X7 Find Figure(s) click the Find button.

iwaraiah \;i [ Find |
Author = Year Title Caption
Faragher 1936 Effects of cold storage methods on vase life and physiol... Telopea speciosissima (Source: ANBG,
agher Post-harvest physiology of waratah inflorescences (Tel... Telopea spedosissima © Natural Histor|

2 A list of matching image references will be displayed.

= Highlight the one you want and click the Insert button.

[ Lnsgrt ] [ Cancel ] [ Help ]

Library: My EndNote Library.enl 2 items in list

and the white... Mo:
really doesn't taste

does by colouring it Depending on the bibliographic style you  tist of Figures

have chosen, the image you have just
(Figure 1) inserted may be displayed in “List of
H ”»
Cras id libero eros, Flgures ' at the end of 'your document,
imperdiet justo luct With a Figure reference in your text - as
Dolores breezed al{ inthese examples.

In other bibliographic styles, the image will be displayed
in the body of your text. If you wish, you can edit your
Output Style in EndNote to determine how images are
displayed.

Whenever you use illustrations, graphs, tables, etc. in
your writing you should explain the purpose of them,
and cite them as you would for any other literature you A
have used. For more information see the ‘Referencing  Frigure 1. Telopea speciosissima © Natural History Museum
Images’ guide at

http://www.salford.ac.uk/library/help/userguides

You should have separate bibliographies for ‘Lists of Figures’ and ‘Lists of Tables’. EndNote
doesn’t generate these automatically, so to create them follow the instructions on the next
page, Exporting a Bibliography.
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Exporting a bibliography

Sometimes you may wish to use EndNote just to produce a bibliography for you - for
example, you may prefer to type your in-text citations yourself, or you may wish to create a
separate list of illustrative material (see p. 45).

This can be done within your EndNote library; the exported bibliography may then be copied
and pasted into your document.

1. Click on All References or the Group
you want to create your bibliography from
(e.g. this Group could be for a chapter of

3. Click the Export button. I

your thesis or for your images). PARN :
I e -2 g
—— T ﬁ(‘)@ MES S O
- ~ 7/
BAII Referencs (44
@ Unfiled (19) |Authu3r V||Cuntalns v| |
T Trash (0) |@ & aAuthor Year | Title
e — Ahmed, Ibrahim Nasser; Nguy... Bioethanol production fro
Y PSy Beaton, G.; Weste, Gretna Banksiamyces gen.nov., i
Chapter 1 Canham, C. A.; Froend, R. H.... Dynamics of phreatophyt
B Chapter 2 (10) Duchene, David; Bromham, Li... Rates of molecular evolut
Faragher, John D. Effects of cold storage m
Chapter 3 12 . ‘ e
i apter (12) Moir, M. L.; Vesk, P. A.; Bren... A preliminary assessment
A Images (4) Schurr, Frank M.; Esler, Kare... Fynbos Proteaceae as mc

2. Select the references you want included in the bibliography, either by holding the
<Ctrl> key while you click on them, or by using <Ctrl><A> to select all.

4. Give your file a name, and select Rich Text Format (.rtf) from the Save as type
menu.

Note you must choose RTF otherwise your bibliography won’t have the correct

formatting.
File name: |-:hapter 1 W | [ Save l
A
Ssesstos: RS [ e

5. Select the Output
style you want from the
menu.

Quipui style: [ APA h v |

Export Selected References

6. Click the Save button and select

where you wish to save the file.
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Electronic submission

If you need to submit your thesis, assignment or article electronically, or want to email it to
your supervisor, colleague or publisher, you need to remove the EndNote coding from the
document first.

If you do not remove the field codes before sending your document, they are likely to receive
something that looks like this:

<EndMote > =Cite= <author=Suarez < /author> <Year=2010</Year> <RecMum=> 13
44« /RecMum= <DisplayText={Suarez, Perez-Frances, &amp; Rodriguez-Perez,
20107 = /DisplayText=<record> <rec-number = 1344 < /rec-number > < foreign-
keys=<key app="EN" db-

id="wv0zwxpafwdaSlepadyvdrris2efed9rtadd" = 1344« /key = < /foreign-
keys=<ref-type name="Journal Article"=17</ref-

type» < contributors =< authors = < author>Suarez, E.</author><author=Perez-
Frances, 1. F.</author> < author=Rodriguez-Perez, 1.

&, < fauthor = < /authors= < /contributors = <titles = <title=Use of multinodal

Click the Convert Citations and
Bibliography button.

Style: APA Bth < :_ Categorize References =

b

i’ Edit & Manage Citation(s) =% Ugdate Citations and Bibliography 27| Instant Formatting is On ~

Insert )
Citatian = 5/ Edit Library Reference(s) |§ Convert Citations and Bibliography =

il

Citations | Convert to Unformatted Citations

Convert to Plain Text

Click the Convert to Plain Text.
RH Convert Reference Manager Citations to EndMote

I || Convert Word Citations to EndMote

You will be prompted to save the document with a different name - do this. The copy you
have just made has no EndNote coding in it and is suitable for emailing and other electronic
transfer.

If you need to edit your document or continue writing use your original document for this,
i.e. the one that does have EndNote coding in it.

If your own document suddenly looks like the above example,
press the <Alt> and <F9> keys at the same time to restore it.
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Part 6 : PowerPoint

Endnote X7 also has tools to insert citations and references in a Microsoft Powerpoint
presentation. Please note that this functionality is only available for Windows.

" cnanote 94— 2 Click the EndNote X7 tab in
L% Style: | APA Gth - @ P, | PowerPoint.

2 & =

| | * 3. In your EndNote Library, click to

Insert Insert Selected Insert |Insert Selected Goto EndMote

Citation  Citation(s) Reference  Refegence(s) EndMote  Help h|gh||ght your reference (see p. 35)
Citations Referencé Farmatting Toals

ha o

4. Select the style you want from the
menu.

5. Click the Insert Selected
Reference(s) button.

The references will be inserted in the
Text Box.

eastern manuscripts. THere was wiae use 01.'

mandrake during the Greek and Roman
ages, the medieval age as well as during the
Renaissance period. This plant is known for
its magic, aphrodisiac, healing,

1. Create a Text Box where you want
your references to go.

il
T YT E:
T T 4

Mandrake

The intoxicating power of mandrake and its
history goes back throughout the ages.
Mandrake’s fame struck all European
civilizations. References to mandrake go
back as far as the Holy Bible {Old
Testament) and even further back in ancient
eastern manuscripts. There was wide use of
rmandrake during the Greek and Roman
ages, the medieval age as well as during the
Renaissance period. This plant is known for
its magic, aphrodisiac, healing,
hallucinogenic, as well as poisonous
properties (Hanus, Rezanka, SpiZek, &
Dembitsky, 2005).

If you wish, you can also
put citations into your
text, by using the Insert
Citation button.

Hanus, L. 0., Bezanka, T, Spizek, I, & Dembitsky, V. M. (2005). Substances isolated from
MWandragora species. Phytochemistry, 66(20), 2408-2417. doi: 10.1016/j.phytochem.2005.07.016

Sherwin, N.(2010). Mandragora officinarum [Watercolour].
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Please note: the EndNote tools in PowerPoint do not have the same level of functionality as
those in Word, so if you need to change your style, or edit citations or references, you will
need to delete them and start again.

Part 7 : Getting Help

o If you need advice about obtaining or installing EndNote please contact the ITS Service
Desk:
« email: its-servicedesk@salford.ac.uk
« phone: 0161295 2444

o Forany help using EndNote please contact Anne Sherwin at: a.sherwin@salford.ac.uk

o The EndNote website provides a huge amount of help, including online tutorial guides
and videos, FAQs and a Knowledge Base, a user forum and Customer Support:
http://www.endnote.com/
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