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Introduction to EndNote X4

What is EndNote X4?

EndNote X4 is a reference management tool which helps you to save and manage
bibliographic references.

EndNote X4 enables you to organise references into separate libraries, and into smaller
groups within each library. It can store copies of files with your references (e.g. PDF, TIFF,
HTML, XLSX, MP3 documents), so you can take all of your research with you in one easy
package.

EndNote X4 will display your references in the reference style of your choice (e.g. APA
6™), and will format your research papers for you, placing references and footnotes where
necessary, compiling a bibliography as you reference.

Where can | use it?

EndNote X4 is loaded onto all student desktop computers, so you can access it on campus
at any time. Save your EndNote X4 Library to the S: drive or bring it in with you on an
external memory drive.

You can also purchase a copy of EndNote X4 for your computer / laptop (PC and Mac).
Print a copy of the ITS Student EndNote Licence Request Form, fill in your details and
return it to the ITS office. A user licence costs $25 including GST per computer for the
Student’s time at University of Otago. This entitles the Student to any upgrades released
during their time here.

All university staff should refer to the appropriate department personnel for information
on EndNote licence purchases and upgrades. Refer to the ITS EndNote Software webpage
for pricing and conditions.

Before You Start

This document uses the word ‘reference’ (or references) when referring to a record in an
EndNote library. This follows the convention used in the EndNote software.

The terms ‘reference” and ‘citation” can be used interchangeably, and you may find people
use either term, or both.

A citation can be broadly defined as a reference to a published or unpublished source. In other
words, a citation is a record in your EndNote library which contains information that
refers to a journal article, a book, a picture, song, musical score, or any other published or
unpublished item.


http://www.otago.ac.nz/its/software/forms/StudentEndnote.pdf
http://www.otago.ac.nz/its/software/endnote.html

A citation style refers to the way reference information is displayed in a written document.
For example, APA 6% is a citation style which has rules governing how citations should be
formatted in a written document.

The image below is a bibliography consisting of two citations, one which refers to a
book and one which refers to a journal article, displayed using the APA 6t style.

Bibliography }

o

Becker, L]., & Seligman, C. (1981). Welcome to the energy crisis. Journal of Social
[ssues, 37(2), 1-7.

Gregory, G. & Parry, T. (2006). Designating brain-compatible learning (3" ed.).
Thousand Oaks, CA: Corwin.




Creating an EndNote X4 Library

Open EndNote X4 - either displays a grey screen, ready to create a library, or may
create an untitled one
Go to the top menu on your screen — select File > New

Name and save this library to your preferred location and select <Save>

Take note of the different areas of the screen. Menus, toolbar, reference list section and
reference preview and search sections, which are all empty at the moment.

The EndNote X4 Home Screen

After your EndNote Library has been created, but before it has content, your EndNote
page should look similar to this:

—ioix]
File Edit References Groups Tools ‘Window Help =&l x|
Cws ||APA5th 15 o0 () | | B s0/| (?) “QuickSearch -~
My Librany = |- Dl Authaor | Year | Title =~ | Journal | Ref Type | URL
AllRe (0)
@ Unfiled 10
W Trash (a)
= My Groups EndNote display area
o Online Search will show the references
- EREREECL 0 added to your Library
@ Intl Pharm Ab . (0)
O Medline 1995... (0)
© Medine (O . (0)
O Medline allye... {(0)
O Medline Daily . (0)
O MedlinePendi... {0)
© Otago Library... ()
{0}
EndNote ‘My Library’ | (g |k I
. (0) Freview ISaarch | Quick Edit I
dlsplay area (O) Mo References Selected
mare. . ] ]
= EndNote Web | EndNote display area featuring a
transfer.. tab to show a preview of your
=-Find Full Text =11 references in a given style, a tab

Showing 0 of O references.
Ready

to search databases online from

within EndNote, and a tab which
allows you to edit a reference in
your Library

Pane

Some of the databases listed under Online Search in the My Library display area may
differ in your own version. Adding databases to this area is dealt with in the EndNote X4
Advanced user guide, under the topic ‘Adding Connection Files'.



Adding References to Your Library

There are four ways to add references to your EndNote X4 Library: Manually, Direct
Exporting from a database, Direct Importing into EndNote X4, and creating a reference by
importing a PDF document. We will look at each one in turn.

Manually Enter References to Your EndNote X4 Library

1. Select menu References > New Reference (or Ctrl + N), or click on the it button on
the EndNote X4 Toolbar.

i EndNote X4 - [New Reference] =1alx
Fie Edi References gupe Todle windon tb =& x|
/| AN | Ref T i o
(> eference E IJoumaI Article J I

|i| ‘ ‘ 53 &’/“PlamFont ijIamSlze j| B I ! ’?‘ Al A\ z
Author =

Year

Title

Journal
Volume

Issue

Pages

Start Page
Epub Date
Date

Type of Article

Short Title

Ready |~ e 4

2. Select the reference type you wish to add from the Reference Type drop-down list
(e.g. book, journal article) and create a simple record.

3. Close the ‘New Reference’ window to reveal the EndNote X4 Library, which is now
populated with a record.

4. Double-click the reference to reveal the full record again (see below)

5. Your data was probably saved automatically, but you may be prompted to save the
changes. If you don’t want this dialog box to appear again click the check box to
autosave all future reference changes.



1 EnalPiule %4 - Weaver, 1992 2100

@ Mediine Daily .. ()
O MedlinePandn... (0}
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Author
Weaver, Wiliam
Pettigrew, Damien

@ otago Livvary .. ()
Q. PsyciNFO OV (D)
B PubMed (NLMy {0}

Year
B7e Puna O | yag2
e of Scienc.. (1) Thie
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mare... Secondary Tile
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Pages
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Date
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Alternate Title
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Adkded to Librarys G/S01/201 1 Last Usdsted: G6/01/201 1

Sharetma 273 of 213 relerermns.

6.

EndNote X4 home screen

{4 EndNote X4 - AuthorInterviews.enl
File

Edt References Groups Tools Window Help

I AuthorInterviews.enl

|G w & == I 0000~ ]

{=E%|@

A new feature in EndNote X4 allows you to edit a record without double clicking on
an individual reference. To do this, click on the Quick Edit tab at the bottom of the

-

=l x|

0 [ Author [vear  [Tie [ Abstract [ B
0 Weaver 1992 Italo Calvino: The art of fiction GXXX Preserts an interview with Italo Calvino from a transcript of Calvino's thoughts before being interview..
®U § Zanganeh 2008 Umberto Eco: The Art of Fiction No. 197 Presents an interview with writer Umberto Eco. When asked about his childhood experience in Fasci
AN @Dy scopie 1974 The At of Fiction XLIX The article presents an interview with novelist Ghiristopher Ishienwood. Wher the interviewer sought h. i
WTrash © | s Stone 1981 The At of Fiction LXIX Gabriel Garcla Marquez The article presents an interview with journalist Gabriel Garcfa Marquez. WWhen asked about how he f
= My Groups 0 Wray 2004 Haruki Murakami: The Art of Fiction GLXXXIL Preserts an interview of Haruki Murakarmi, a Japanese novelist Murakarni is not orlly arguably the m..
Zinsser 1978 The Artof Fiction LXIX Aninterview with auther James M. Cain, best known for his novels "The Postman Always Rings Twic
T ]| " 2000 Gustaw Herling: The Art of Fiction CLXII (llustrated)
= Online Search Zinkewski 2000 Gustaw Herling: The Art of Fictior GLXII Preserts an interview with author Gustaw Herling, Description of his childhood in Poland; Criticism of ..
O Library of Gon, ()| Zenganeh 2007 Jorge Sempriin: The At of Fiction No. 192 Preserts an interview with Jorge Sempran, author of "The Long Voyage" and “Literature or Life." Se.
Woods 1985 The Attof Fiction XC This article presents an interview with writer Robert Stone. Stone works in an attic room crowded with
OLISTAEBSCO) ©O) | o0 2003 Paul Auster: The Art of Fiction CLXVIII Preserts an interview with author Paul Auster in San Francises, California, In 1985 "The New York T..
O Medline Daily ... (0) Winner 0 oy Hermpel: The At of Fiction CI | This is an intend: ith weriter Ay Hemnel wh; barnin 1951 arowing up in Chicaga and Dep

Preview | Search QuickEd: |

Reference Type: [Joumal Article =

¥ Show Emply Fields

Author
Weaver, Wiliam
Pettigrew, Darnien
Year

1992

Title

3

|

howing 273 of 273 references.

2 HdeTabPane /.

You can modify any field by overtyping the contents.

in order, e.g. Ministry of Education,

Add each extra author on a new line, either as Michael A Seeds, or Seeds, Michael A.

Add a government or organisational author followed by a comma - this keeps words

Use two commas for part of an organisation, e.g. World Trade Organisation,, Geneva

Note: The use of capital letters for article and chapter titles, book and journal titles, will
depend on the citation style used by your department or supervisor. EndNote does not
always change the way you use capital letters so you must learn to recognise your chosen
style elements. Click the Preview tab to check layout.



Direct Export from Summon

Summon will simultaneously find resources from the Otago Library Catalogue and

most databases Otago has access to. This is the preferred method of exporting
Catalogue records to your EndNote Library.

1.

Conduct a search before refining search results

2. Hover your mouse over a record and the ©' button appears to the right of

each required record - click it

[

UNIVERSITY

Help | About | Feedback

OTAGO

“Te Whare Wiananga o Oige
NEW ZEALAND

Refine your search

Items with full text online

Limit to articles from scholarly
publications, including peer-
review

Exclude Newspaper Aricles

Add results beyond your
library's collection

¥ Content Type
Any
[ Journal Article (34)

¥ Subject Terms
Any
language acquisition (32)
rehabilitation (10)
child development (9)
linguistics (9)
speech (7)
research (6}
maore options

[l

"language growth" children

0 Keep search refinements

Sources of variability in children's language growth

= Search Library Advanced Search

@ Mew search

Search Results: Your search for "language growth" children returmed 32 resulis

- =8
Q&

Relevance

Author: Waterfall, Heidi; Vasilyeva. Marina; Hedges, Larry V; Vevea. Jack; Huttenlocher, Janellen
Cognitive Psychology Vol: 61 Issue: 4 ISSM: 0010-0285 Date: 2010 Start Page: 343

Subjects: Caregivers, Growth, Universities and colleges. Children, Language acquisition

... correlations to examine language growth and its relation to caregiver speech. Results show
substantial individual differences among children, and indicate that diversity...

Content Type: Journal Article

Availability: Full Text Online

Global Language Progress with an Auditory-Verbal Approach for Children
Who Are Deaf or Hard of Hearing

Author Rhoades, Ellen A and Chisholm, Theresa H

Volta Review Vol: 102 Issue: 1 ISSN: 0042-8639 Date: 2000 Pages: 5 - 24

Subjects: EDUCATION, SPECIAL, CLARION(R) COCHLEAR IMPLANT. IMPAIRMENTS, STUDENTS,
Language Acquisition

A study examined the global language growth rate of 40 children with hearing loss (hearing aid and

Content Type: Journal Article
Availability: Citation Online

| 2011 Summen | Powered by é:' Summen™

cochlear implant users) who received intensive auditory...
| m Saved ltems (0)

3. Eachrecord is temporarily saved as an item to a folder, bottom right of screen

4. C(Click these <Saved Items> to view selected records

Saved ltems(2)

(=

Export ‘ Reftorks

| Endniote

Search Results Format

APA (American Psychalogizal Assos.

AMA (American Medical Assac.)

MLA ¢Moderm Language Association)|

Unifarm

ChicagoTurabian: Author-Date

Harvard

Powered by

RefWorks

&2 Email | d=h Print

Link | 2
Sources ofvariability in children's language
growth
Author: Waterfall, Heidi; Vasilveva,
Maring; Hedges, Larry Y, Wevea, Jack;
Huttenlacher, Janelien
Cognitve Peychology Vol 871 1ssue: 4
1Z5M: 0010-0285 Date: 2010 Start Page:
343
Suhjects: Caregivers, Growth, Universities and
colleges, Children, Language acouisition
The present longitudinal study examines the
role of caregiver speech in language
developrent, especially syntactic
developrnent, using 47 parent-child pairs of
d...

&

Journal
Article

Link | B3

Expetimental Evaluation of a Preschool

Always check your references for accuracy, Click here for more information

Clear Folder
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File Download

5.  With your EndNote Library open in
the background, select the <EndNote>

Do you want to open or save this file?

. . @ Mame: summon_20110330_1553.ris
eXpOI't Optlon m Summon. Tupe: RIS Formatted File
. N N Fram: o .serialssolutions,
6. Click <Open> at this File Download o ctasn summen sersEseliions con
WlndOW [ Open ] [ Save ] [ Cancel |

l--"\] ‘while files from the Internet can be useful, some files can patentially
\a harm your computer. IF pou do not tust the source, do not open or
= save this file. What's the risk?

7. Ona PC the records initially display in a new window as Imported References

(2] EndNote X4 - tes

I File Edit References Groups Tools Window Help

et = n |
[([@)e ® a7 3 € & = %| @i : |
|Els ok 1T 00008y @i%v 0
My Library |_‘_ f§  Author Year Title Journal Ref Type URL
[] All References )| Waterfall 2010 Sources of variability in children's lan.. Cognitive P.. Journal Arfi...
@ Imported References Wiggins 2008 Experimental Evaluation of a Presch... Journal of S... Journal Arti_..
@ Unfiled (5)
ill Trash )| | ! 5
& i Groups | Preview Searcthuid(_EcE‘ _ .
Waterfall, H., Vasilyeva, M., Hedges, L. V., Vevea, J., & Huttenlocher, J. (2010). Sources of variability in children's
= Online Search language growth. Cognitive Psychology, 61(4), 343-354.
© Library of Congre... (0)

8. On a Mac you will need to Open with <<Choose ... EndNote X4>> from
your Applications>EndNote X4>EndNote X4, then <OK> to export the
records to your EndNote Library

9. Edit the imported records as required

10. Return to Summon and download the fulltext if available, before dragging

on to the EndNote Library record

NOTE: Records with multiple authors may not display in the correct order so
edit them now, as you have the fulltext version to check.

Direct Export from a Database

Exporting directly from a database is a quick and easy process. It is recommended that
you direct export wherever possible, although other methods will be discussed below.

You use either Internet Explorer or Firefox for this function. EndNote will not work
properly on a Mac if you use the Safari web browser,.

In web browser, find the Library Homepage and select <Article Databases>

Select Academic Search Complete in Popular Databases (left-hand column)

1
2
3. Inthe Advanced Search window search for Quantum Field Theory (one search box)
4. Limit results to <Scholarly (Peer Reviewed) Journals>

5

Run your search



6. Below each record click <Add to folder>. Select three references and add them to the
folder.

Relevance Sort ~  Page Options ~  Alert / Save / Share v

1. About Unitary Quantum Field Theory. s=
By: Sapogin, L. G.. Applied Physics Research, 2010, Yol, 2 Issue 2, pl14-140, 27p, 2 Diagrams, 2 Graphs

The paper proposes a model of a unitary guantum field theory where the particle is represented as a wave packet, The frequency
dispersion equation is chosen so that the packet petiodically appear. ..

Subjects: QUANTLM fisld theory; RESEARCH; UNIFIED field theories; EIMSTEIM field equations; WAVE packets; WAWE functions;
PARTICLES (Muclear physics); INWARIANTS; WACUUM; HAMILTOMN-Jacobi eguations

Database: Acadernic Search Complete

Shiow all 10 images

s ;

ladd to folder D Relevancy: sessssssss

=y,
/= PDF Full Text (617KE)

7. Aright side menu bar named ‘Folder has items” appears.

vance Sort v Page Options v Alert »

Folder has items

1. About Unitary Quantum Field Theory. 521

By: Sapogin, L. G.. Applied Physics Research, 2010, Vol, 2 Issue 2, pl14-140, 27p, 2 Diagrams, 8 Graphs

The paper proposes a model of a unitary guantum field theory where the particle is represented as a wave packet, The freguency dispersion equation is chosen so that
the packet periodically appear. ..

Go b Folder View

Subjects: QUANMTUM field theory; RESEARCH; UNIFIED field theories; EINSTEIN field equations; WAWE packets; WAVE functions; PARTICLES (Muckear phiysics);
INYARIANTS; WACULM, HAMILTOM-Jacobi equations

Database: Academic Search Complete
Show all 10 images

.. AlREE T

@ Remave from folder | Relevancy: sessssssss

=%
= PDF Full Text (617KB)

8. Click <Folder View> on the right, to view the selected references

9. Select all references then choose to <Export> the references by clicking on the

export icon | Export
St [ deradoct o | Dellete Items
F\ L = About Unitary Cusnbum Fleld Thaory, i
By: Sapogin, L. G.. Appbed Phrysics Research, 2010, Vol 2 1ssue 2, pLl4-140, 27p, 2 Dlagrams, O Graphs P
. The paper proposes a modsl of 3 unitary quantum fiskd theory where the partids & reprasented a5 a wave packet. The freguency depersion equation b | <«
ACabTe chaten i that tha packet peradesly sppaarn -
0 qyppscrs: QUANTLIM feld thecry; RESEARCH UNIFIED Sekd theories; EINSTEIN ek squations: WAVE pickets; WAVE unctons; PARTICLES (Mudkesr prysics);
INVARIANTS; VACLUM; HAMILT - Jacob equations
Dataturs: Acadoenic Search Corrgint
Shaw 2l 10 kmages
—
5 POF Full Tt (617VE)
F 2 = Leseons Im gquantum gravity from quantum field thaoey, &9
||  ©r: Berersten, David. AIP Conference Procsedings, 12/08/2010, Vol 1318 lssue 1, p26-37, 1ap; DOL: 10.1063/1,3531637
~ This paper reviews advances in the understanding of guantum @avity based on flekd theory calouations In the AS/CFT comespondence.
”‘j""‘: Suibijocts; QUANTLIM fikd theey; FIELD) thoory (Physcs); CORPORMAL gocerastry; QUANTUM gravity; GENERAL redathity (Physcs ) GRAVTTATION; QUIANTL
il theory
Datshate: Acadernic Saarch Complate
W 3 = The Time Slice Axlom in Perturbative Quantum Field Theory on Globally Hyperbolic Specetimes. £
gy Chilan, Bruna; Fredenhagen, Kiaus, Communications in Mathematacal Phyeics, Acea009, viol, 287 kssua 2, po13-522, 10p, 1 Diagran;, DOl
L 10 1007/<N0220-008 06707
Acsdemc  Thee b sk oo statie that the brervakes which can bie mosrrod within an artitrady sna time inborva sulfos to prodict 8 othor cbresvabls, Wik
Joumal wel known for free fleld theores.., 10




10. At the next screen, leave it on default settings, e.g. Save references to a file formatted
for: Direct Export to EndNote X4, etc.)

11. Click <Save>. This transfers the references into the EndNote X4 Library of your choice.
If necessary, it will open EndNote X4. You may get the following window if you are
using Firefox. If you do, just leave the default set to Open - click <OK>.

PC Users: Mac Users:
«  @on Opering delvery
‘fou have chosen ko open

You have chosen to open
@ delivery

which is ai RIS Farmatted File
from: http:/fweb.ebscohost.com

delivery

which is a: application /x-research-info-systems
from: http://web.ebscohost.com

Whal z¢ do with this file?

What should Firefox do with this file?

G'Qpenl.thh I Regearch3oft Direct Export Helper (d...j =
_ Open with [ Choose...

@Save e

"1 Do this automatically for files like this from now on.

SavE File

[ Do this automatically For files ke this fram now on,

OK I Caneel | (m @

For Mac users, click <Choose> then from the Applications folder select <EndNote X4>
so the Mac knows which software will open the file. Click <OK>

12. Your EndNote X4 Library will show a temporary Importing window. After the
importing window closes your records will be visible in your EndNote X4 library as a
group of Imported References. Before the import begins you may be prompted to
select your EndNote X4 Library P from the Desktop, or where you saved it to.
(This step depends on how your EndNote X4 access has been set up.)

13. View the three new references.
e Double-click a reference to reveal the populated fields.
e Look for additional information: abstract, notes, link to Fulltext
e Edit references as necessary

To view the new references on the Mac version of EndNote X4 click <{*3+M>, or click
*All References’ in the EndNote home screen

Direct Export using Google Scholar

When you search Google Scholar as an Otago Article Database, and login, you can view
Otago Article Linker links to Otago subscribed fulltext articles. Click Otago Article Linker
to access the PDF or HTML file. Save the file to your desktop then drag the file into your
EndNote Library record.

Transferring citations from Google Scholar! into EndNote is very easy, from both Internet
Explorer and Firefox. The first time you wish to do this, you need to set your preferences
within Google Scholar (you need do this only once on your computer).

! For more information about using Google Scholar, both on and off-campus:
http://www.library.otago.ac.nz/pdf/Google Scholar Tips.pdf

11


http://www.library.otago.ac.nz/pdf/Google_Scholar_Tips.pdf

To set preferences:

1.  Go to Google Scholar http://scholar.google.com/

2. Choose Scholar Preferences (top right of the search screen)

3. Scroll down to Bibliography Manager

4. Move radio button to <Show links to import into>

5. Choose EndNote from the pull-down menu then <Save Preferences>
YWeb lmages Maps News Books Translate Grnail more Scholar Preferences | Sign in
G()L )gle Sch0|ar rmusic health Advanced Scholar Search
Scholar | Articles and patents ~ || amytime  *||include citations Create email alert Results 1 - 10 of about 2,070,000. (0.07 sec)

emanon) Red tide. Its public health implications.
Sl Music, JT Howell... - JFMA, the Journal of the ..., 1573 - nchinlm.nib.gov

1. JFMA, 1973 Nov,B0(11):27-9. Red tide. Its public health implications. Music 31, Howell
JT, Brumback CL. PMID: 4755462 [Pubed - indexed for MEDLINE]. Mesh Terms:
Animals; Eukaryota™ Fish Diseases/etiology; Fishes, Esedbetre—s
Cited by 51 - Related articles - Otagao Article Linke€- Import inta Endiate

A prospective study of exposure to rap music videos and African American female adolescents' health [HTML] from aphapublications.org
GM Wingood, RJ DiClemente... - ... of Public Health, 2003 - ajph.aphapublications. org Otago Article Linker

Gina M. Wingood, Ralph J. DiClemente, Jay M. Bernhardt, and Alyssa Robillard are with Rollins

School of Public Health, Departrment of Behavioral Sciences and Health Education, Atlanta,

Ga. Gina M. Wingood and Ralph J. DiClemente are also with the Emory Center for AIDS ...

Cited by 74 - Related articles - BL Direct - All 17 versions - [mport into EndMote

To export from Google Scholar into EndNote:

1. Go to Google Scholar via Article Databases (login if working off-campus)

2. Type your search and view results

3. For each citation, choose <Import into EndNote>, only one reference at a time

File Download x|

Do you want to open or save this file?

] Mame: scholar.enw

Type: Endhote Import File, 228 bytes
From: scholar.google.co.nz

@ Save |

v Always ask before opening this type of file

l--"‘- ‘whhile files from the Intemnet can be useful, some files can potentially
arm your computer. |f you do not trust the zource, do not apen or
L h ter. IF you do not trust th do nat
= zave this file, What's the rish?

4. For direct export click <Open>. If no library is open you will be prompted to ‘Select a
Reference Library” — find your EndNote Library and select <Open>

5. Your file may show a temporary Importing window then your records display in your
EndNote Library as a group of Imported References

6. Show all your citations using <Ctrl + M> or click All References

7. Note: Google Scholar records are at citation level and do not contain abstract and
keywords.
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Direct Import into EndNote X4

Importing references into EndNote X4 is a two step process. The first step is to save the
references you want from a database in a file format that EndNote X4 can interpret. The
second step is to import the file into EndNote X4.

When EndNote X4 imports a reference file it needs to know what format it is in so it
knows how to read them. This is where filters come in. By selecting the appropriate filter
you tell EndNote X4 how to interpret the information in the file. This will turn the
information into references.

You will need to use a filter if the database you are using cannot directly export into
EndNote X4. The example below is from the University of Otago Library Catalogue.

Step 1: Export from database, and create text file

1.
2.

In your web browser, find the Library Homepage and open the Catalogue

Type search terms in two search boxes, within Keyword (eg. relativity AND quantum).
Click <Search>.

M Advanced Subject Author SEne Mew Books Group Room Bookings
Search: Irelati\rity I all of these j within IKeyword j
[an =]
Iquantum IaII ofthese j within |Keyw0rd j
[anp =]
I IaII ofthese j within IKeyword j
Search |

Select three results, by ticking boxes on the left

Click <Export>

Export Results

To export this result, choose the desired format and click Export

Export Format: IEndNote Citation 'I

Click to Export

Title: 100 Years Of Relativity | Space-time Structure - Einstein And Beyand
Author:  Ashiekar, Abhay.

Title:  Albert Einstein's vision :remarkable discoveries that shaped modern science f
Author: Parker, Barry R.

Title: Analytic Hyperbolic Geometry : Mathematical Foundations And Applications
Author: Ungar, Abraharm A.

Check Export Format displays as “EndNote Citation’
<Click to Export>

You will now see a text file of the records in the web browser
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(& http://otago.lconz.ac.nz/vwebv/exportRecord.do... ta - B v = mm v Pagev Safety~v Tools

Author:

Title:

Citcy:

Publisher:

Year:

Format:

Humber of Pages:
ISBN:

Author:

Title:

Citcy:

Publisher:

Year:

Format:

Humber of Pages:
ISBN:

Ashtekar, Abhay.Ebooks Corporation.
100 Years Of Relativity : Space-time Structure - Einstein And Beyond.
Singapore :
World Scientific,
2005.
Eook
527 p.
9789812700988 (electronic bk.)

Parker, Barry R.
Rlbert Einstein's wvision :remarkable discoveries that shaped modern science /Barry Parker.
Amherst, N.Y. :
Prometheus Books,
2004.
Eook
286 p. :
1591021863 (hardcover : alk. paper)

8. If using Internet Explorer, choose File=>Save As to the Desktop as a text document
naming the file e.g. quantum.txt. If using Firefox you will have to append “.txt’ to the file
name before saving it as a .txt file.

Step 2: Import the .txt file into EndNote X4

1. In EndNote X4, check you are in the right Library and select File = Import, or click

the @ button on the toolbar

2. Click <Choose

File> and navigate to the file you want to open

3. Set Import option to <Otago Library Catalogue>
- If this Import filter option is not listed, select Other Filters under Import Option
and find it in the list
- Note: these filters are updated on the university network. For your own laptop or

computer,

you need to download and keep them up to date.?

Impott File:

Import Opkion:
Duplicates:

Text Translation:

Import File 2| x|

IReIativityQuantum.txt Choose, ., |

IImport all

Lef Ll

IND Translation

Impork I Cancel |

2 See the EndNote X4 Advanced Guide for how to handle import filters and connection files, or contact your
Subject Librarian for help.
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Leave Duplicates and Text Translation choices unchanged

Click <Import>

Check each new Imported Reference. Use the Quick Edit tab to make changes

Note:

Some databases will give the option to export files in RIS format (see example below).
The RIS format is recognised by EndNote X4 and will always be interpreted by the
EndNote X4 program, regardless of the origin of the file.

Export reference screen from Science Direct:

Export citations

To export the 3 selected citation + links, select your preferred formats and click Export.

Content format: & Citations Onl;

Citations and Abstracts
Expfrt format: ¢ RIS format (for Reference Manager, ProCite, EndMote)
" RefiWorks Direct Export About Refworks
 ASCIIforma
" BibTeX format

Export | | Cancel

Export reference screen from IOP:

|0PSCI9I']C€ | =] [AllDates =]

Home Search Collections Journals About Contactus My IOPscience Authors Referees Librarians
Export your search results View by subject

(Field: Title/Abstract: quantum field) IA” Subjects

[All Dates
& Export Selected Results

Number of selected results: 4

¢ Export all 100 Results
Number of total results: 917
(Maximum allowed for this export: 100}

[EJ RSS Feed

Choose export forma
RIS format (RIS) -

H
=]

PACS/MSC search cuis hel [

Export results

Enter a PACS/MSC code description

P

When importing a file in RIS format, follow the same process as for the Library

Catalogue, but select the RIS option from the Import Option drop-down list, as shown
below:

ImpartFile 2| x|

Import File: IIOF‘EXF‘ORT_RIS.HS Choose, .. |

Impork Opkion:

Cuplicates: III'I'II:'DF'I Al j
=

Texk Translakion: IND Translation

| Import I Zancel |
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More information on Importing Files and using Import Filters

Go to http://library.otago.ac.nz/EndNote/instructions.html for more information on the
use of the direct export function from a database, and the Import function on EndNote X4.

If you need to download an import filter, please refer to the EndNote X4: Advanced User
Guide, or go to http://library.otago.ac.nz/EndNote/connection.html .

Both of these resources will tell you how you can save filters to EndNote X4.

Adding a PDF, and other file types to your Library

You can add the full text file to the appropriate reference in the following way:
- Open the PDF file (or HTML, TIFF, PPT, MP3, etc.) from the database window.

Save the PDF to your desktop
- Find and drag the PDF from your desktop onto the selected record®

[ EndNote X4 - AuthorInterviews.enl

File Edit References @Groups Tools Window Help

& AuthorInterviews.enl

Cw@x S 0000C &L @ =% @0
My Library || 8] author = Abstract

I All References (273) | Begley 1993 Don Delillo: The Art of Fictia {... Present auth

8 Unfiled o1 Begley 2002 lan McEwan: The Art of Fiction CLX...  Presents an interview with lan McEwan, an au

. Benchley 1964 The At of Fiction XL The article presents thoughts from the writer Jo

Wi Trash O] capron 1956 THE ART OF FICTION X111 The article presents an interview with Americar

=My Groups Carlisle 1960 THE ART OF FICTION XXV The article describes the author's experiences

o Chester 1955 THE ART OF FICTION VI An interviewy with novelist Ralph Ellison is pres:

Clarke 1974 The At of Fiction L This article presents an Interview with Gore Vic

=-Online Search Collins 1955 THE ART OF FICTION X This article presents an interview with author G

QLibrary of Con.. (0 Cox 2009 Annie Proul: The Art of Fiction Mo, ... Presents an interview with author Annie Proulx

Cullinan 1973 The At of Fiction XLWIII This article presents an interview with author A

O |ISTA(EBSCOY (O - - . e e e e — .. . . . .

Ready [ [

- The paper clip attachment icon now displays on the left-hand side of the reference
in your EndNote X4 Library and inside the File Attachments field for that record

- Delete the temporary PDF file from your desktop as it is safely stored in your
EndNote X4 Library.

Attaching Articles to a Reference

URL (link to article online in database)

1. Within your EndNote X4 Library double-click a reference to view field details

2. Find the URL field then click this link to return to the database where you located the
article reference (e.g. Academic Search Complete)

* Documents and images (up to 45) may be included in your EndNote X4 Library in the File Attachments or
Figure fields.
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Hui-Ing, 2009 £5 |=n|EcE 5=

@ g Reference Type: lJuumal Adicle v] 4 Hide Empty Fields
& ‘ 4 | S | = -'_@“PlamFunt ~[Plain Size vJ| B I U [E]‘ A' A X
Copyright of Clinical Rehabilitation is the property of Sage Publications, Ltd. and its content may not be copied or =

emailed to multiple sites or posted to a listserv without the copyright holder's express written permission. However,
users may print, download, or email articles for individual use. This abstract may be abridged. No warranty is given
about the accuracy of the copy. Users should refer to the original published version of the material for the full abstract.
(Copyright applies to all Abstracts)

Notes

Article

Accession Number: 36489731, Hui-Ing Ma 1, Email Address: huingma@mail ncku edu tw Wen-Juh Hwang 2 Keh-
Chung Lin 3,4; Affiliation: 1: Department of Occupational Therapy & Institute of Allied Health Sciences, College of
Medicine, National Cheng Kung University 2: Department of Neurology, College of Medicine, Mational Cheng Kung
University 3: School of Occupational Therapy, College of Medicine, National Taiwan University 4. Department of
Physical Medicine and Rehabilitation, National Taiwan University Hospital, Taipei, Taiwan, Source Info: Mar2009, Vol.
23 Issue 3, p229; Number of Pages: 9p; Document Type: Article

Research Notes

uRL —
(’ httpz//search.ebscohost.com/login.aspx?direct=true &db=a9n&AN=364897 31&site=ehost-live&scope=site
Fite-Attachments |_|

Note: The URL links are active when working on a student desktop but not from your
home computer or laptop, unless the database is freely available.
3. Open the PDF or HTML file from the database window. Save this fulltext file to your

desktop

4. TFollow the process in the section above to attach the PDF to your reference.
Creating a Reference from a PDF

This feature is new to EndNote X4. It simplifies the process of reference creation by
extracting the reference information from the PDF file itself. To do this you simply find the
PDF file on a database, or from the e-journal collection, and save it to your desktop. From
there it is a simple matter of importing the PDF file into the EndNote X4 library.

Follow the instructions used for importing a file into EndNote X4. Select ‘PDF’ from the
‘Import Option” dropdown list, and click Import. This process is even simpler for a Mac
user; the PDF file(s) can be dragged from the desktop into your library without needing to
use the Import function.

Import File 2] x|
Imnport File: |1506_Ftp.pdf Choose... |

Irnport Option: IPDF j

Duplicates: IImDort all j

Text Translation: IND Translation j
Impart | Cancel |

EndNote X4 will automatically create a reference in your Library for this item. You can
import multiple PDF files into EndNote X4 at once by selecting more than one PDF file.
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] Endiote X4 - [Sequra, 2007 #25] =lof x|

B Fle Edt Refwences Groups Took Window Hel L IE ]
ﬂi Relerence Type:  [Joumnal Artick: -] F Show Emply Fulds
b || % | 25 [anfon HPerses =B 7 U[P| A A =
Author
Segura. Francesca S
Josep E

an J
Gelabert, Bemadi
Year
2007
Title
Morphometric indices as indicators of tectonic, fluvial and karst processes in calcareous drainage basins, South Menorca lsland, Spain
Journal
Earth Surface Processes and Landforms

1505 ftp. o

Ackfed oo Lbrary: Z7010/2010  Last Updated 27/10/2010
Ready [

Note: The amount of information extracted from the PDF is dependent upon the amount
of information put in the PDF when it was created. Always use the original copy
downloaded from the database source. The URL field in the reference will not contain a
link back to the originating database record. You can add this later by following the
instructions in the section “Adding Articles to a Reference’ below.

Direct Searching using Connection Files

You can connect directly to catalogues and databases from within EndNote X4 to search

for references, by using Connection Files.

The Otago Library Catalogue can be searched using a connection file when on your laptop or
home computer, but not the student desktop. Load the Library Catalogue Connection File
following the instructions at http://www.library.otago.ac.nz/EndNote/connection.html. For
more information on Connection Files, see the EndNote X4 Advanced guide. This method
can be used to add other Connection Files to your EndNote X4 software.

1. Go to Tools > Online Search and the Choose a Connection window appears.
<Choose> Otago Library Catalogue then it will appear permanently listed in your
side menu bar under Online Search

cevel-r 100008 ® @zZole— 3

My Library = |[Lastup.. [B]auth. o [vear |Tite

Al re | 271272008 x
B Unfiled (8) 21272009 Hame | 1rformation Provider [=] ) UNDERMINES
~ 2112f20089 Hatl Lib of Medicine Library Catalogs ican Cancer Care
iz © | 2122000 | Malibet ot Loy o ol st
-y Groups e i, o o

Library Catalogs

=-0Online Search

Library Catalogs

O EMEASE V.. () Palmm Callections Flarida State University
PictureAustralia National Librar™{ Australia
O Intl Pharm Abs .. [(8)] Princeton U Library Catalogs

. Praject MUSE Johns Hopkins Univer:
O medine all yea.. (0) PsycINFO (OVID) Ovid

) ) PubMed (NLIM MM
Q Wedline Da\ly (O) Purdue U-Calumet Library Catalogs

e | 1-Finrth ] it I
QOtago L|brary (O) Podug | -Morth CentrAl Libtare Cabalnneg
Cuick Search -

O PeycINFO @V, (D)
O PubMed (NLM) (D) ‘\;m.fh cacel | [ chosse | \
O.Te Puna (0) -

File Mame: Okago Library Catalogue.enz

QWEb of Sclenc... (0) |4 Created: ‘Wednesday, 25 Movember 2009, 4:36:15 p.m,

= Modified: Thursday, 6 July 2006, 12:30:04 p.m.
mare... Preview ISEar. Based On:
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Click <Otago Library Catalogue> and complete a specific search in the lower screen
section.

S —— Preview Online Search - OPAC at University of Otago (oyager) |Qu|(kEd|t|

©. Library of Co... (0) Saarch Search Reemote Library I (N i el e

OLisTA EBS.. © [eormorasmyaters =] [coreans El
O Medine Dail.. (0)

O MedinePen.. (0 fand =] [keyword anywnere x| [contsins | |
e [and =] [Koyword anyabers 7] |cantans -
O PaycINFO (.. (O I =l JI
O PubMed (NL... (0)
O.Te Puna I©)
O.eb of Scie.. (0

|
|
=]

Click <Search> to retrieve your results and they are added automatically to your
EndNote X4 Library. They are filed under All References, and in a temporary folder
called Imported References where you can check them, until you import more
references.

Note: Call numbers do not map to your Library as there are often many locations per
title. Other bibliographic fields map successfully.

Note: You often lose the powerful, fine-tuned search options available via database
interfaces, so it is worth considering other methods for collecting references before
deciding to use Connection Files.

Organising Your Library

Grouping References

EndNote X4 allows you to group references into customised Groups, Group Sets, or Smart
Group sections. A maximum of 500 Group Sets per Library is permitted.

Break your research into major Group Sets and customise Groups within these, e.g.

Fish

Freshwater fish
Marine fish

Create a New Group and Add References to it:

1.

Click on Groups > Create Group OR right-click My Groups in the left bar and select
Create Group

Type the new group name then click <Enter>. The new group contains no references
yet

Click on All References to return to your entire library

Select the References you want to add to the group by highlighting them.

Go to Groups>Add References to > Group name, OR drag and drop the selected
References in the new group

i#| test.enl

Author Title Journal Ref Type
Bruder 1978 Role of visual familiarity in the word-s... Journal of ... Journal Article  http:/f

Bulger a statermnent of the principles. ..
Bunt 1994 <b>Chapter S</b> - <b>Music thera... Music Ther... Book Section http:/f
2008 Age composition and derived estima... New Zeala.. Book

W Trash

Erain

Effec

= New Group Set *

Chase Leagues seek ruling on sports beting  Associated ... Journal Aricle

Finance (60) Chembezi 2008 An Econometric Evaluation of Produ...  Journal of .. Film or Broa...  hitp:iis
& My Groups Church 2006 Sea-level rise at tropical Pacific and .. Global & PlL..  Journal Article  hitpis
Clare 2008 Building healthy communities throug... Canadian... Journal Article Il_g
B chapter | ® Cook 2007 Support offered cancer suffersrs Otago Daily... Journal Article




£ test.enl E”Elgl
Ge® v T 000O0® 3% @l §

My Librang \‘,‘ Label Author Year Title Journal Ref Type URL

[ All References 219 Bulger 1994 Toward a statement of the principles. .. Generic [glusHATuE
Carson 2007 Effects of Dietary Fatty Acids on Me...  Brain Journal Article
Unfiled 207
? e ) Kujala 2003 Userinvolvement: a review of the be... Film or Broa...
W Trash {10 Feterson 2007 Images of Sexual Stereotypes in Ra... Film or Broa...

= New Group Set Verbeke 2008 Communicating Risks and Benefits f..  Risk Analy...  Film or Broa... 1011171,

Finance (B0)

=My Groups
S Chapter 1

Group Sets

Group sets are used to create a subset of references under a main group heading. It gives
you the ability to refine your subject sets in a logical way.

To create a Group Set:

1. From the Groups menu select Create Group Set, OR right-click My Groups in the left
bar and select Create Group Set

2. Type the new Group Set heading name then <Enter>, e.g. Interviewer. You cannot
add references to a Group Set so create Groups within each Group Set

3. Highlight the Group Set heading then go to Groups > Create Group, OR right click
the Group Set name > select Create Group

4.  Name the new Group then <Enter> - the new Group contains no references yet

5. Click on All References to return to your entire library

6. Select two sample References by highlighting them. Use your CTRL key if they are
side by side, or positioned apart in the list

7. Go to Groups > Add References to > Begley, OR drag and drop the selected
References in the new Group

£ EndNote X4 - AuthorInterviews.enl

File Edit References Groups Tools ‘Window Help

& AuthorInterviews.enl

IE w @ “APAEth ﬂr_l TQQ @ @ < ‘ |@ \_:_5 @‘ @“QuickSealch =]

My Library & IE | Author ¥ | Year | Title

[7] &Il References (273) Lirville 1996 Richard Price: the art of fiction CXLINW: an interview
8 Unfiled (193) L!nv!IIe 1996 Richard !:’nce: The Art Of. F|ct|clm C}{ILIV .
- Lirville 1993 Art of fiction CX I an interviews with Mark Helprin
W Trash Ol Lnvite 1992 Mark Helprir: The Art of Fiction CX30¢1

- Intewiewer\ Linville 1991 Harold Brodkey:; The At of Fiction Cx0/

B Begley )
L ) Group
\

B Plimpton (11 Smart Group

— -
= Favourite Authors Group in a Group Set

B Fav Authors (723
B UK Authors (6)
B US Authors (68}

NB. See the EndNote X4 Advanced Guide for information on Smart Groups
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Using your References in Documents

With EndNote X4 you can insert selected references into your Word 2003, 2007, and 2010
(32 bit version) document while you are writing it. You can do the same with OpenOffice
Writer. This applies to PC and Mac versions of these word processing programs.

y -
°g Home Insert Page Layout References Mailings Review View Add-Ins EndMote X4
@ EM Go to EndMote Style: APA Bth - | %[ Export to EndNote ~
= ¢ Edit & Manage Citation(s) = Update Citations and Bibliography [f@ Preferences
le‘.:‘zlim' g_)"Emt Library Reference(s) Q'Comtert Citations and Bibliography ~ | “? EndMNote Help
Citations Bibliography la Tools

There is a new ribbon tab for EndNote X4 users. Check behind commands with a pull-
down arrow for more actions, e.g. Find Citation is part of Insert Citation.

Insert references into Word documents, using EndNote X4
1. Open a Word document and create some practice text

2. Position cursor before a full stop and insert a space

3. Go to your EndNote X4 ribbon tab and select Insert Citation-> Find Citation

7 ﬁ'\.. Documents - Microsoft Word - = X
a)
—/ Home Insert Page Layout References Mailings Review View EndMote X4 Acrobat (7]
Q\ EM Go to EndMote Style: | APAGth - || % Export to EndNote ~

= ’Ed\t&Manage Citation(s) = Update Citations and Bibliography g‘ﬁ Preferences
Insert
Citation = :/QEd\t Library Reference(s) éﬂ Convert Citations and Bibliography - ? EndMote Help
Citations Eibliography £l Tools
HO9- 0= E0E0EaY 2 -
|2|-1‘|-§-|-1-|-2‘|3|-4-|-5-ws-|-7-|-s- R L R RS I = R I E RIS RN IR S F O - E&_@

OntheInserttab, the galleriesinclude items thatare designed to coordinate with the overall look of
your document. You can use these galleries to inserttables, headers, footers, lists, cover pages, and
other document building blocks|

When you create pictures, charts, or diagrams, they also coordinate with your currentdocument
look. You can easily change the formatting of selected textinthe documenttext by choosing a look
forthe selected text from the Quick Styles gallery onthe Home tab.

4. Type your required author or use a keyword
5. Select a reference from the list and choose <Insert>

Alternatively:
From the document you are writing;:

1. Make sure the cursor is active in the place you want your reference to be inserted.
2. Click on the EndNote X4 program, and ensure the Library you want to use is open.

3.  Select the reference you want to insert, and click on | & , or click on Tools — Cite
While You Write [CWYW] — Insert Selected Citation(s), or press Alt+2.
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On the Insert tab, the galleries include items that are designed to coordinate with the overall look of
yourdocument. You can use these gslleriesto insert tables, headers, footers, lists, cover pages, and
other document building blocks (Baker, 1989).

Bibliography

Baker, ). R. [1989). Art of fiction CIX: an interview with John Fowles. Paris Review, 31, 40-63.

The image above shows a Word document with one reference inserted. The reference
is formatted in the APA 6™ style.

Also note that EndNote X4 will start assembling your bibliography as you add your
references. This feature can be turned off until you have finished writing your thesis if
the bibliography is getting in your way. See the EndNote X4: Advanced User Guide
for details.

Edit citations

1. To add page numbers to your in-text reference, ensure your Word document and your
EndNote Library are both displaying the same output style, e.g. APA 6.

On the Insert tab, the galleries include items that are designed to coordinate with the
overall look of your document. You can use these galleries to insert tables, headers,
footers, lists, cover pages, and other document building blocks (Baker, 1989).

Cikation Counk  Library

{Baker, 1939)

Highlight the in-text citation BB e, 1909 w254

£ | >

Click <Edit & Manage Edit Citation | Reference
Citations> on your Word [C]Exclude author [Exchude vear
EndNote X4 toolbar .

Prefix: | |

SufFix: | |
Add page number/s

bag Pagel [42-43 |

Click <OK>

T .

Tatals: 1 Citation Group, 1 Cikation, 1 Reference

2. <Exclude author> or
<Exclude year> if already mentioned in the body of your document
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Additional Tips & Hints

EndNote X4 Toolbar — Button Navigation

Output style _l

Import — ——  Insert Citation
Export | Format Bibliography
Return to word processor

v v

soFx 1 00008 Y F=V e

Quick Search -

T_ Online Search mode L EndNote X4 PC toolbar
Add a new Reference

Local Library mode
Integrated Library & Online Search Mode - click each to explore screen changes

Integrated Library & Online Search Mode - click each to explore screen changes

Finding references in EndNote X4

You may wish to find a particular reference within your EndNote X4 Library. To do so:

1.
2.
3.

Within EndNote X4, go to the Search tab in the lower pane
Type word(s) you wish to search, in either “Any Field’, or a selected field
Select <Search Whole Library>

Quick Search

EndNote X4 offers a Quick Search box on the top menu bar - find References by keyword,
author or title, etc. instead of using the advanced Search tab in the lower pane.

Suppressing unwanted fields

You may prefer to suppress reference fields which are unused (this can make it easier to
view the populated fields on a single screen). To do so:

1. Within EndNote X4, double-click a reference to reveal the full record

2. Above the reference, on the right-hand side, select <Hide Empty Fields>

3. Click again, to reverse this process, and <Show Empty Fields>

4. On a Mac click the double arrow in the Reference window, top right menu bar.

Choose to toggle empty fields closed or open to view

800 Fisher, 2000 #465 = .C ‘% {-—

| Journal Article F&-l 'ﬂ ii Q - B el e B i e

Refe i nee

Toggle Empty Fields

» 2 Work of Rog

Previous |/ Next Reference
| Fisher, Thelma — INDT UL AN TS ICUSNESS
spe

Boltzmann : The Man Who Trusted Atoms
ctroscopy diagnostics of doped ablators in inertial confi

Year
2008

®00o n, test.enl =
EX )% ]  Annotated 3| s ) - ¥ Q- Search
Mode Styles Copy to Logil Library New Reference S;rt Fing Full Text Open File Quick Search
[ EndNote X4 MAC Toolbar
Online Search mode
Local Library mode Add a new Reference



Sorting references

Within your EndNote X4 screen of references click on the grey headers, e.g. Author, to sort

in alphabetical order, or Year, or Record Number. If you click a second time it sorts in
reverse order.

Finding and deleting duplicate references

When searching a variety of databases, it is possible to import the same reference more
than once. This can become a problem in large EndNote X4 Libraries, with hundreds of
references. It is important to be able to find these duplicates, choose the most complete
reference, and delete the duplicate reference. To do so:

1. Within EndNote X4, go to <References> and select <Find Duplicates>
2. Any duplicate references will display in twin columns for easier comparison

£ Find Duplicates X
Comparing 1 and Z of Z duplicates. skip Cancel
Select the record to keep. The record not selected will be moved to the Trash. Select Skip ko go to the next set of duplicates.

Keep This Record | Keep This Record

Mann, #z5 Mann, #142
Ref Type: Book Ref Type: Book

Author 2! |Author =

Mann, Thomas Mann, Thomas

Year Year

Title Title

Buddenbrooks ! the decline of a family Buddenbrooks : the decline of a family

Series Editor Series Editor

Series Title Series Title

City =l |city =
Added to Library: 12/01/2011  Last Updated: 12/01j2011 Added to Library: 12/01/2011  Last Updated: 12/01j2011

£

3. Check the record contents before selecting the reference(s) you wish to keep or paste
field information to retain one valuable record
4. Choose <Keep this record>

Note: The Record Number assigned to a deleted Reference will not be re-used so if
sorting by Record Number there will be gaps eventually.

Note: If using Online Search the Edit-Preferences-Duplicates can be set to
automatically discard duplicates already in your Library.

Emailing your EndNote X4 Library (plus your PDFs)

If you are on dial-up internet access at home it may be easier to search for, and save,
references to a University EndNote X4 Library (access via the Start menu). You can then
email this Library to yourself, and merge it with your existing EndNote X4 Library. Any
PDFs which have been ‘dragged” into your Library will also be included. To do so:

1. Create and populate an EndNote X4 Library via the Student Desktop

2. Choose File > Compressed Library...choose to Create with/out file attachments for
selected/all references

3. Save the new file to your desktop
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4. This file looks slightly different to the .enl file — this file ending is .enlx

Attach this .enlx file to an email and send a test (to yourself)

6.  On your own computer, double-click the emailed Library to open; or right click the
attachment then Save as a Target to your desktop. Open the library from within
EndNote X4

7. All references, plus any associated PDFs will now appear

S

Note: Despite compression the file may be large depending on how many PDFs it
contains.

Formatting your Bibliography in Word

Once your references have been transferred into your Word document you may wish to
format your bibliography, e.g. add a title and change the spacing between references. All
formatting can easily be done in Word, as usual. Further tips:
- Check all imported references, to eliminate any errors
- Layout looks best with no additional line spaces within each reference, but with at
least 1.5 line spacing between references
- Text font and size can also be managed from within Word

Note: If further editing is required, but the EndNote X4 styles disallow, you can Remove
Field Codes once the document is finalised in Word. You cannot return to your original
document with Field Codes in place, so this final action should be avoided.

Print Your Bibliography in Word 2007 or 2010

1. Select all your references in your full EndNote X4 Library or customised Group
Library.

2. Ensure the correct output style is displaying.

3. Option A: File > Export and save as a rich-text formatted (.rtf) file. Open your file in
Word. It will display in alphabetical order by author, no matter which column you
last sorted your references by. This is useful for visual correction.

4. Option B: Edit > Copy Formatted. Paste it into a Word document.
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