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Introduction to EndNote X5

What is EndNote X5?

EndNote X5 is a reference management tool which helps you to save and manage
bibliographic references.

EndNote X5 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,
DOCX, HTML, XLSX, MP3 documents), so you can take all of your research with you in
one easy package.

EndNote X5 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 X5 will be loaded onto all student desktop computers from 2012, so you can
access it on campus at any time. Save your EndNote X5 Library to the S: drive or bring it
in with you on an external memory drive.

You can also purchase a copy of EndNote X5 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A citation can be broadly defined as a reference to a published or unpublished source.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unpublished item.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 6 style.

Bibliography }

iy

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.

B o SO S SRV




Creating an EndNote X5 Library

1. Open EndNote X5 - either displays a grey screen, ready to create a library, or may
create an untitled one

2. Go to the top menu on your screen — select File > New

3. 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 X5 Home Screen

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

=~ EndNote Web

configure...

=~ Find Full Text

EndNote ‘My Library’
display area

<

=0l
File Edit References Groups Took ‘Window Help =l x|
G w® ‘ ARA Bth 5|8 i) @ @ y % | \53 50/| @ Jauick Search ~

My Library = 18] author &« [vear  [Tie [ Journal | RefType | URL

— EndNote display area

8 Unfiled {0y )

il Trash (@ will show the references

= My Groups added to your Library

- Online Search [L0)]

Presview | Search | PDF & Quick Edit |

Mo References Selected

[showing 0 of O references.

EndNote display area featuring a
tab to show a preview of your
references in a given style, a tab
to search databases online from
within EndNote, and a tab which
allows you to edit a reference and
a PDF file in your Library

£ Hide Tab 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 X5
Advanced user guide, under the topic ‘Adding Connection Files’.




Adding References to Your Library

There are various ways to add references to your EndNote X5 Library: Manually, Direct
Exporting from a database like Summon or Academic Search Complete, Direct Importing into
EndNote X5, and creating a reference by importing a PDF document. We will look at each
one in turn.

Manually Enter References to Your EndNote X5 Library

1. Select menu References - New Reference (or Ctrl + N), or click on the g button on
the EndNote X5 Toolbar.

& EndMote X5 - [New Reference] _ O] x|
File Edit Referemces Groups Tools window Help - |ﬁ'|5|

# | o | Reference Type Journal Article ~
/| s

a_‘ ‘#‘ t ‘ \_:_3 s0-/“F'IainFont le’IainSize j‘ B I g ’?‘ Al Al 5
Author =

Year

Title

Journal

Volume

Issue

Pages

Start Page

Epub Date Hl

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. Note changes from EndNote X4:
EndNote X5 now has a reference type for Dataset and Music items, and the Journal
Article reference type has two new fields added: NIHMSID and Article Number.

3. Close the ‘New Reference’ window to reveal the EndNote X5 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.



EndNote X5 - [demao] =10lx|

File Edit References Groups Tools ‘Window Help 12 x|
Gee+ SN 0000€& @%@~ o
Wy Librany = I B | Author Y ear Title Journal Ref Type Abstract
M All References  (19)] Lt sl =Faluiels e L = :
8 Unfiled (12 Harrington, ... Tectonics oflthe Pamlﬁc basin and th... Book
. Hart, Robert ... 1986 Plate tectonics: how it works Book
Wi Trash i Ldning, S.; ... 2005 AFRICA | North African Phanerozolc  Encyclope..  Book Section
My Groups (12) McCrory, Fa... 1995 Meogene geohistory analysis of San... Evolution of .. Book
Mishra, 0. C. 2011 Long Hiatus in Proterozoic Sediment... Journal of t...  Journal Article  Most of the Proteroze
#-Online Search 0 Open Univer... 1988 Flate tectonics: a revolution in the ea... Book
=-EndNote Web COreskes, Ma.. 2001 Plate tectonics: an insider's history of... Book
Oreskes, MNa.. 2001 Plate tectonics :an insider's history of... Book
EBHGIE o Patel, R. ;... 2011 Geology, Structural and Exhumation...  Journal of t..  Journal Article The crystallines in the
- Find Full Text Shea, Jame... 1985 Plate tectonics Book
Stepashko, ... 2011 Deep roots of seismotectonics of the...  Russian Jo.. Journal Article The role of the latera
Woollard, G... 1981 Mazca plate icrustal formation and A, Memair/ 3., Book
B voshica, M. 2011 Supercontinents, mantle dynamics a.. Earth-Scie...  Journal Article  The periodic assemk
4| | i

Preview | search | PDF & Quick Exit |
Condie, K C., & O'Nelll, C, (2010), THE ARCHEAN-PROTERCZOIZC BOUNDARY: 500 MY OF TECTONIC
TRANSITION IN EARTH HISTORY. American Joumnal of Science 51(9), 775-7390, dol 10.2475/08.2010.01

2 Hide Tab Pane

IShuwmg 14 of 14 references.

6. A new feature in EndNote X5 allows you to annotate and highlight a pdf and edit a
record from the home screen. To do this, click on the PDF & Quick Edit tab at the
bottom of the EndNote X5 home screen (See p. 17 for more on adding pdfs)

EndNote X5 - [demo] ~=lol =]

le Edt References Groups Tools Window Help —l=1 x|
Ge®=> 1 0000€[&L|F IV @F— =
Iy Librany & I B | Author | ear | Title | Journal | Ref Type Abstract 2
w Lining, S.; ... 2005 AFRICA | Marth African Phanerozoic  Encyclope...  Book Section
8 Uriiled 1) McCrory, Pa.. 1995 MNeogene geohistory analysis of San.. Evolution of.. Book
R Mishra, D, & 2011 Long Histus in Proterozoic Sediment.. Journal of t...  Journal Article  Most of the Proterozoic b
W Trash V)] Open Univer... 1988 Plate tectonics: a revolution in the ea.., Book
My Groups az Creskes, Na... 2001 Flate tectonics: an insider's history of... Book
Oreskes, Na... 2001 Flate tectonics 1an insider's history of., Book
Online Search (&) Patal, . G 2011 Geology, Structural and Exhumation...  Journal of t..  Journal Article The crystallines in the Ku
= EndNote Web Shea, Jame... 1985 Plate tectonics . ‘ . Book ‘
Stepashko, .. 2011 Deep roots of seismotectonics of the... RussianJo... Journal Aricle  The role of the lateral stru
configure... Woollard, 3. 1981 Nazca plate :crustal formation and A.. Memoirf G... Book
= Find Full Text I DETBRIMEIE i

Preview | Search PDF & Quick Edit - test pof |

B-B A& & § 1 /2 @ Q 9% -~ | Reference ype: Journal articte - ¥ Show Empty Fields
=! | Author ﬂ
—— . Yoshida, M.
ﬁ Earth-Science Reviews Santosh, M.
Year

s and plate tectonics: A perspective based on 2011

Title

Supercontinents, mantle dynamics and plate tectonics: A perspective
baszed on conceptual vs. numerical models

Journal

Earth-Science Reviews El

Ehowmg 14 of 14 references. 4 Hide Tab Pane

You can modify any field by overtyping the contents. You can also annotate and
highlight sections of an attached pdf in the PDF & Quick Edit tab. To highlight,
simply select the text you want to highlight and select the Highlight Text button. To



annotate, click on the point in the document you wish to annotate and click on the
Sticky Note button (see image below).

Preview | Search  PDF & Quick Edit - Mishra-201 1-Long Histus in Prate. pdf |

P-BA+ S 200 :fiRew )

s Highlight Text

Sticky Mote
Highlight the selected text

Add a sticky note

P -E = ¥ ° @ ©Q = T e 7
5 in Proterozoic Sedimentation in India: Vindhyan,
Research convergence after mountain J

buiding. ah and Pakhal Basins - A Plate Tectonic Model

D. C. MisHRA
National Geophysical Research Institute (CSIR), Hyderabad — 500 007
Email: dem_ngrii@yahoo.co.in @

Abstract: Most
experienced long hi
Paleoproterozoic period ] .9-1.6 Ga) formed d'i.u% “

basins possibly due to plumeNgtonics. On the other handt~ nghhghtEd text

are formed during the final phadd\of convergence after nf

the Proterozoic basins in India, viz. the Vindhyan, the Cuddapah and the Pakhal Basins have
between the upper and the lower group of rocks. It is proposed that the older group of rocks of

processes explain large scale disturbdxges in the older grg
ring of the erf /:d nature,

ofmcksal 0Osition of annotation — lesedina

they usually occurred along the nifted

devord of maematic rocks of the vonneer orop

™ Content of annotation

Note - When editing a record:

1. Add each extra author on a new line, either as (for example) Michael A Seeds, or
Seeds, Michael A. EndNote will recognise your intention and format the record
accordingly.

2. Add a government or organisational author followed by a comma — this keeps words
in order, e.g. Ministry of Education, . Use two commas for part of an organisation, e.g.
World Trade Organisation,, Geneva.

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 51 ton appears to the right of each

required record — click it

Help | About | Feedback
UNIVERSITY

OT AGO "language growth" children _| Advanced Search

L7 e im0t O Keep search refinements & New search

NEW ZEALAND

Search Results: Your search for "language growth" children returned 105 resulis

Refine your search B M

[ items with full text online

Limit to articles from Q Recommendation: We found one or more specialized collections that might help you.
scholarly publications,
including peer-review Education Research Complete

[] Exclude Mewspaper Articles

Add results beyond your R .
O library's m”e;?'m ! Sources of variability in children's language growth Q&
w by Huttenlocher, Janellen: \Waterfall, Heidi; Vasilyeva, Marina; Vevea, Jack: Hedges, Larry V

¥ Content Type
Ay

[ Journal Article (104)
OBook Review (1)

:|| Cognitive psychology, ISSN 0010-0285, 12/2010, Volume 61, Issue 4, pp. 343 - 365

‘ [ _.. correlations to examine language growth and its relation to caregiver speech. Results show
substantial individual differences among children, and indicate that diversity... Caregivers, Growth,
Information processing. Universities and colleges, Cognition & reasoning

[¥ Journal Article

more... Full Text Online
¥ Subject Terms Language growth after puberty?
ClAny by Otero, Carlos P
language acquisition (103) W‘Tl Behavioral and Brain Sciences, ISSN 1463-1825, 12/1996, Valume 19, Issue 4. pp. 738 - 739
Crenabilitation (42) [| __ differences between child "language growth" and adult language acquisition._
[ children & youth (40) PSYCHOLOGY, BIOLOGICAL, K CN BEHAVIORAL SCIENCES, K RU NEUROSCIENCES,
[linguistics (37) MNEUROSCIENCES, Adults
| 2011 Summon | Powered by "i:' Summen™ | h Saved ltems (0) k

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

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

[x]
Export Reftorks | | Enamote | [inTex £ Email | feh Frint

Search Results Furrﬂ
Link | £3

Saved ltems(2)

APA ramerican Faychological Aszoc) 1. Sources of variability in children's language
groveth

AMA, (American Medical Assoc.) by Huttenlocher, Janellen;
Waterfall, Heidi; Vasilveva, Marina;

MLA iModern Language Assaciation)| vevea, Jack Hedges, Larmy

Cognithve psychology(0010-02848),
1212010, Yolume 61, [ssue 4, pp. 343 -

ChicagoMurahian: Author-Date 365
w Caregivers, Growth, Information processing,
Harvard { Universities and colleges,

Cognition & reasoning
The present longitudinal study exarmines the
role of caregiver speech in language
development, especially syntactic
development, using 47 parent-child pairs of
d

Unifarm

[¥ Joumal Article

Link | B2

2 Experimental evaluation of a preschoal
language curriculum: influence on children's
expressive language skills
by Justice, Laura M; Mashburn, Andrews;
Pence, Khara L; Wiggins, Alice
Jnnrnal nf sneach lanninans and
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File Download

5. With your EndNote Library open in

. D kb this file?
the background, click the <EndNote> © you mantTo open of save T e
exp ort tab in Summon. Mame: summon_20110§30_1553.ris
Type: RIS Formatted File
6. Clle <Open> at thlS Flle DOWnload Fram: otago.summan. serialssolutions, com

Window, or a tool bar asking you to

<Open> the file

Open ][ Save ]l Cancel |

l--" ‘wihile filez from the Internet can be useful, some files can potentially
@J harm your computer. [F pou do nat trugt the source, do not open or
= save this file. What's the risk?

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

#| EndNote X5 - test

File Edit References Groups Tools Window Help

Al test CE®
Q% ® e 9

My Libr... - i Journal Ref Type
[ ANl References i i aluation of a presch... Journal of ... Journal Article

= = bility in children's lan... Cognitive P...  Journal Article
& Imported Ref - =

B Unfiled
W Trash

Freview | search | POF & Guick Edit
E-New Group Set

Huttenlocher, J., Waterfall, H., Wasilyeva, M., Veves, J, & Hedges, L. V. {2010}, Sources of variability in
=+ Finance children's language growth. Cagniive Peychofogy, §F(4), 343-365.

‘@ Auditing

8.  On a Mac you will need to Open with <<Choose ... EndNote X5>> from your
Applications>EndNote X5>EndNote X5, 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.

Use either Internet Explorer or Firefox for this function.

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

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

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

5

Run your search

10



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

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

1. About Unitary Quantum Field Theory. &=
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 quanturn field theory where the particle is represented as a wave packet, The frequency
dispersion eguation is chosen so that the packet periodically appear...

Subjects: QUANTUM field theory; RESEARCH; UMIFIED field theories; EINSTEIM field equations; WAWE packets; WAWVE functions;
PARTICLES (Muclear plvysics); INYARIANTS, WACULIM, HAMILTOMN-Jacobi equations

Database: Acaderic Search Complate

Shiore all 10 irnages

A :

1 Add to folder D Relevancy: sessssssss

ey
= PDF Full Text (617KE)

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

Relevance Sork + »

Folder has items

1. About Unitary Quantum Field Theory. 551

By: Sapogin, L. G.. Applied Physics Research, 2010, Wal, 2 Issue 2, pl14-140, 27p, 2 Diagrams, & Graphs
The paper proposes a model of a unitary quantum field theory where the particle is represented as a wave packet, The frequency dispersion equation is chosen so that
the packet periodically appear...

G0 to: Folder Yiew

Subjects: QUANTUM field theory; RESEARCH; UNIFIED fisld theories; EINSTEIM field equations; WAVE packets; WAVWE functions; PARTICLES (Muclear physics);
INWARIANTS; WACUUM; HAMILTOM-1acobi equations

Database: Aradermic Search Complete

Show all 10 irages

.. diltgiy "1

B rermove from foider ! Relevancy: sesssssmss

5\

=
= PDF Full Text (617KE)

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

Er},, Export ——

St f desedort | [ Delete Items |
= About Unitary Ouanium Fleld Thaory. 8
| Ev: Sapogin, L. G.. Appled Pwsics Ressarch, 2010, Vol. 2 lssue 2, pli4-140, 27D, 2 Dlagrams, & Graphs
= The paper proposes a model of 3 urnitary gusntum fiekd theory where the partice |s represented a5 a wave packet. The frequency dispersion equation |5 P
Arachorm chosen o that the packet penodicaly sppear... < <
il Suocts: GLIBNTUM liokf thocey; RESEARCH; UNIFIED fiekd Ihsoeies; EINSTEIN fikd rscysabines; WAVE packints; WAVE e liors; PARTICLES. (Muchiir physics);
TNVARTANTS; VACLLIM; HAMILTON-Jacot ecuations
Database: Acadernic Saarch Complets
Show o 10 images
-
= POF Full Tre {B17VR)
F oz = Lessons in guentum gravity from quentum field theory, &3
| By: Buroenton, Dkl AIP Confimonce Prococings, 120872010, Vo, 1318 Ty 1, {2637, 125 DOI: 10,1063(1,3531537
_ Thes pupees e achearcos i thee urderstandng of guantum grrty barscd on fokd theory caouation e the S05(CET comepondoncn,
.r‘cha df_\d: Subjects: CLIANTLM fisld theoey: FIELD theory (Physics]: COMFORMAL geometry; DUANTLM gravity: GENERAL relathity (Physics): GRAVITATION: QUIANTLIM
i thacey
Datatura: Arakornic Sach Complotie
F y = The Time: Slice Axiom in Perburbative Quanbum Field Theory on Globally Hyperbolic Spacetimes, &
| By: Chillan, Bruna; Fradanhagen, Klxs. Commoncations in Mathasatical Bhyscs, Apcaiod, Vel 287 Teue 2, pS1S502, 100, 1 Degramg D01
= nanorsonezn oos cam-7 11
Aczdemic T i sdoe amiom slates Tt thee chrosvabios which can b mooamed within n arbitrary sl b intosl suffics (o predict ot crnbis. Wi
Joumal wed known for fres field theories...




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

11. Click <Save>. This transfers the references into the EndNote X5 Library of your choice.
If necessary, it will open EndNote X5. 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:
A @0 Opening detvery
*fou have chosen ko open

You have chosen to open
@ delivery
which is a: RIS Farmatted File
From: http:/hvweb,ebscohost, com

delivery

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

do with this file?

What should Firefox do with this file?

IR earchoft Direct Export Helper (d...j

: Open with [ Choose..
ave Fle —

- 'E"' Save File
™ Do this automatically For Files like this from now an.
"1 Do this automatically for files like this from now on.

OK I Cancel | e @

Cancel

For Mac users, click <Choose> then from the Applications folder select <EndNote
X5> so the Mac knows which software will open the file. Click <OK>

12. Your EndNote X5 Library will show a temporary Importing window. After the
importing window closes your records will be visible in your EndNote X5 Library as a
group of Imported References. Before the import begins you may be prompted to
select your EndNote X5 Library E from the Desktop, or where you saved it to. (This
step depends on how your EndNote X5 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
o Edit references as necessary

To view the new references on the Mac version of EndNote X5 click <t 88+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
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http://www.library.otago.ac.nz/pdf/Google_Scholar_Tips.pdf

To set preferences:
Go to Google Scholar http://scholar.google.com/

Scroll down to Bibliography Manager
Move radio button to <Show links to import into>
Choose EndNote from the pull-down menu then <Save Preferences>

SAE .

Google

scholar

Choose Scholar Preferences (behind the wheel top right, or beside the search box)

| Geppy | Sdaklsfiiatole bard
= Aticies (] nchade patesis) O Lagal cpnions and joemals

i oigsers | [ e s et
Stand on the shoulders of glants

U ks
" 4 - " . Pl Prpoholagy . 51
Srholar - Aboul Googls - G ip Googls Scholar - by Ciations g g
¥ -
823'1 Dasgl
Abueton Hine scsasies wih dees. Pam a Coesesl COMTRIBUTORS: futhey: Wack
s £ (b 7323, d PUBLIBHER. Wivaaks Pab. (Accond W) BERIEE TVILE: YEAR
1554 P TYPE Besk §EBH 155050620 | WOLLMEE

Yy hophymolagoal respondrg dunng soopl-diven imagey 5 peopee epoiog abduction by shace  [POF)
LLGTIE

Blben abduction sperances Seme ciks om Maropsrehilogy and nesrcpspchualry

- Cool, M {1955 Tha peonalence of siap saelysi
wien shductian Urpubbshed st Dapenrse o alegy. Uerviraiy o ha
Brsiel Dakbcr W E Padkas JO(PI3T) Bl porekyss Lascal 1 406407 .

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.env
Type: EndMote 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
@ harm your computer. If wou do not trust the source, do not open or
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 the latest group of Imported References
6. Show all your citations using <Ctrl + M> or click All References

keywords.

Note: Google Scholar records are at citation level and do not contain abstract and
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Direct Import into EndNote X5

Importing references into EndNote X5 is a two-step process. The first step is to save the
references you want from a database in a file format that EndNote X5 can interpret. The
second step is to import the file into EndNote X5.

When EndNote X5 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 X5 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 X5. The example below is from the University of Otago Library Catalogue.

Step 1. Export from database, and create text file
1. In your web browser, find the Library Homepage and open the Catalogue

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

M Advanced Subject ALlthor Course Resene Mew Books Group Room Bookings
Search: |re|ati1rity |a|| ofthese j within |Keyw0rd j
[anp =]
|quantum Iall ofthese j within |Keyw0rd j
[anp =]
I Iall ofthese j within IKeyword j
Search |

3. Select three results, by ticking boxes on the left
4. Click <Export>

Export Results

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

Export Format: IEndNute Citation vl

Click to Export
Title: 100 Years Of Relativity : Space-time Structure - Einstein And Beyond.
Author: Ashtekar, Abhay
Title: Albert Einstein's wision ‘remarkable discoveries that shaped maodern science §

Author: Parker, Barry R.

Title:  Analytic Hyperbaolic Geometry : Mathematical Foundations And Applications.
Author:  Ungar, Abraham A

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

7.  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 ~ Page~ Safety~v Tools
Author: Ashtekar, Abhay.Ebooks Corporation.

Title: 100 Years Of Relativity : Space-time Structure - Einstein And Beyond.

Citcy: Singapore :

Publisher: World Scientific,

Year: 2005.

Format: Eook

Humber of Pages: 527 p.

ISEN: 9789812700988 (electronic bk.)

Author: Parker, Barry R.

Title: Rlbert Einstein's wvision :remarkable discoveries that shaped modern science /Barry Parker.
Citcy: Amherst, N.Y. :

Publisher: Prometheus Books,

Year: 2004.

Format: Eook

Humber of Pages: 286 p. @

ISEN: 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 X5

1. In EndNote X5, check you are in the right Library and select File = Import, or click

the O 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.?

Import File 7] x|
Import File: IReIativithuantum.txt Choose. .. |

Irnpoart Option:

Duplicates: IIITIDDFt Al LI
=l

Text Translation: IND Translation

Import I Cancel |

Z See the EndNote X5 Advanced Guide for how to handle import filters and connection files, or contact your
Subject Liaison 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 X5 and will always be interpreted by the
EndNote X5 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 On
" Citations and Abstracts

Export format: {+ RIS format (for Reference Manager, ProCite, Endhote)
" RefWorks Direct Export About Refworks
 ASCIl format
" BibTeX format

Export | | Cancel

Export reference screen from IOP:

IOPscience =l Jardmes <]
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 ﬂ
[All Dates =l
& Export Selected Results Choose export forma
Search
umer of seiected resuls: 4 RIS format (RIS) B Bport resutts [ search]
« Export all 100 Resulis
Number of total results: 917 PACS/MSC search cuisneic [
(Maximum allowed for this export: 100)
[] RSS Feed Enter a PACS/MSC code description

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:

import File 2(x|

Impart: File: IIOPEXF‘ORT_RIS.HS Choose, .. |

Import Option:

Duplicates: IIITIF"I'F'I Al j
=

Text Translation: IND Translation

Impark I Cancel |
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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 X5.

If you need to download an import filter, please refer to the EndNote X5: 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 X5.

Update References Automatically

To update a reference automatically, just select a record, click on References = Find
Reference Update. EndNote will search online for updated reference data. If any updates
are found, the differences will be highlighted in a side-by-side display (much like the
duplicate references display), from which you can compare the changes. You have the
option to update the empty fields only (i.e. fields which were previously empty but now
contain data), replace all the fields with the new content, or copy and paste the bits you
want.

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 DOCX, 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?

P2 Flz Edt References Groups Tools Window Help

Ge@lF> 1 0000€® EI%QF— 1
My Library I B | Author =
e, K 2010 THE =) OTER oo
Harrington, .. 18976 Tectonics of the Pacific basin and th... Book
[? Uit =) Hart, Robert... 1986 Plate tectonics: how it waorks Book
W Trash ) Lining, S.;.. 2005 AFRICA| North Affican Phanerozolc  Encyclope..  Book Section
My Groups a2 McCrory, Pa... 1995 Neogene geohistory analysis of San... Evolution of.. Book
Mishra, O. C. 201 Long Hiatus in Proterazoic Sediment.. Journal oft..  Journal Article  Most of the Proterozoic b
Online Search (V)] Cpen Univer... 1988 Plate tectonics: @ revolution in the ea... Book
Oreskes, Na.. 2001 Plate tectonics: an insider's history of... Book
= EndNote Web
naiote We Creskes, Na... 2001 Plate tectonics :an insider's history of... Boaok -
configure... Patel, R C;... 2011 Geology, Structural and Exhumation...  Journal oft..  Journal Article  The crystallines in the Ku
5 Find Full Text Shea, Jame.., 1885 Plate tectonics Boaok
| Stenashko. ... 2011 Neen ronts of seismotectonics of the...  Russian.lo.. ‘Imfrna\ Arficle  The role of the lateral :TE'LI
4 »

Preview | Search FOF & Quick Edit |

P-ME2 TS0 | OO . Reference Type: Journal Article - ¥ Show Empty Fields
[There are no PDFs attached to this reference Author j

Condie, K. C.

O'Neidl, C.

Year

2010

Title

THE ARCHEAN-PROTERCZOIC BOUNDARY: 500 MY OF
TECTONIC TRANSITION IN EARTH HISTORY

Journal

American Journal of Sclence

% Documents and images (up to 45) may be included in your EndNote X5 Library in the File Attachments or
Figure fields.
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- The paper clip attachment icon will now display on the left-hand side of the reference
in your EndNote X5 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 X5 Library.

Attaching Articles to a Reference

URL (link to article online in database)

1. Within your EndNote X5 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)

P Hui-Ing, 2009 25 =
@ ;}) Reference Type: |Juuma| Adicle -| 2 e Eoty Fskce
& || Y| E D Pk “JPanse= <] B I U E” A A E

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

Aricle

Accession Number: 36489731; Hui-lng 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, National 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

:\ hitp://search.ebscohost.com/login.aspx?direct=true&db=a9h&AN=36489731&site=ehost-live&scope=site

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 if available. Save this fulltext

file to your desktop

4. Follow the process in the section above to attach the PDF to your reference.

Creating a Reference from a PDF

This recent feature to EndNote X5 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 X5 library.

Follow the instructions used for importing a file into EndNote X5. 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.
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d

Irpart File: I] 1467-8535.2007.00793.x[1].pdf Chaoose, . I

Irnport Option: IF'DF j
Duplicates: IImpu::rt All j
Texk Translation: IND Translation j

Impaork | Zancel |

EndNote X5 will automatically create a reference in your Library for this item. You can
import multiple PDF files into EndNote X5 at once by selecting more than one PDF file.

l# EndNote x5 - [Bennett, 2008 #16]
File Edit References Groups Tools ‘indow Help

=100 x|
=18 %]

F Show Empty Fields

(| | Reference Type: -
(& [< Ype IJDumaIArllc\e J

A
¢| | © |i| ‘ ‘ \EE @“F‘Iain%nt le‘hinSize ﬂ| B 1 g F‘ Al AL 5
Author
|Bennett, Sue
Waton, Karl

Kervin, Lisa

Year

2008

Title

The ‘digital natives’ debate: A critical review of the evidence
Journal

Eritish Journal of Educational Technology
WVolume

39

Issue

5

Pages

T75-786

ISSN

00071013
14673535

Dol
1011114, 1467-8535.2007.00793.x
File Attachments

j.1467-853...

Added ko Library: 27/09j2011  Last Updated: 27/09/2011

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.
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Organising Your Library

Grouping References

EndNote X5 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

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

yet

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

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

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

# test.enl |:| |E| El

Ge® - T P000€ E FIive@ -
My Librany |"' Label Author Year Title: Journal Ref Type
3 Bruder 1978 Role of visual familiarity in the word-s... Journalof ... J al Article
Bulger Te i . c D
Bunt 1994 <b>Chapter 5</b> - <b>Music thera... Music Ther.. Book Section htpifa
Carbines 2008 Age composition and derived estima...  New Zeala... Book
Effects of Dietary Fath on Me...
Leagues seek ruling on sports betting  Associated .. Journal Article

ard a statement of the principle

Wl Trash

Carson Brain Journal Article

= New Group Set SRR
Chase

#-Finance (B0) Chembezi 2008 An Econometric Evaluation of Produ... Journal of .. Film or Broa... httpiffe
B My Groups Church 2008 Sea-level rise attropical Pacific and ... Global & PL..  Journal Article  http:ie
Clare 2008 Building healthy communities throug... Canadian ... Journal Article
& Chapter 1 ) Cook 2007 Support offered cancer sufferers Otago Dailv.. Journal Article

i# test.enl |z| |E| E|

My Librans |’_‘ Label Author Year Title Journal Ref Type URL

[7] &)l References (219) Bulger 1994 Toward a statement of the principles... Generic lu=RL
Carson 2007 Effects of Dietary Fatty Acids on Me...  Brain Journal Article
Unfiled 207
[? e (200 Kujala 2003 User involvement: a review of the be... Film or Broa...
Wi Trash (10 Peterson 2007 Irnages of Sexual Stereotypes in Ra... Filrm or Broa...
Verbeke 2008 Communicating Risks and Benefits f...  Risk Analy...  Filmor Broa.. 10.1111.

=-New Group Set
#-Finance (B0Y

=My Groups

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

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

S

& AuthorInterviews.enl

’E w @ “APAEth [ |E ) Q @ @ 2 ‘ ‘@ \_:_E 5’/‘ @ “E!uickSearch =

My Librany = I 1} | Author ¥ | Year | Title
[*] &)l References (273) Lirvville 19396 Richard Price: the art of fiction CXLMN: an interview
8 Unfiled (193) L!nv!IIe 1996 Richard Erlce: The Art of F|ct|clm CX.LN .
- Lirvville 1993 Art of fiction CHXKIL an interview with Mark Helprin
Wi Trash Ol Linvile 1993 Mark Helprin: The At of Fiction GXXXI]
- Interviewer Lirvville 1991 Harald Brodkey: The Art of Fiction S0V
BBegley - @
\ \
B Flimpton (117 Group
\
=-Favourite AuthQts | Smart GI‘OUP
—_— .
@Fav Authors  (72) Group in a Group Set
B UK Authors (6)
BUs Authors (68)

NB. See the EndNote X5 Advanced Guide for information on Smart Groups

Using your References in Documents (Cite While You Write)

With EndNote X5 you can insert selected references into your Word 2003, 2007, and 2010
document while you are writing it. You can do the same with OpenOffice Writer 3. This
applies to PC and Mac versions of these word processing programs.

@' H Lo Documentl - Microsoft Word
Home Insert Page Layout References Mailings Review View Add-Ins EndMote X5
EN Go to EndNote Style: | APAGth - Export to EndMote =

. :’ Edit & Manage Citation(s) = Update Citations and Bibliography 6329 Preferences
Insert
Citation ~ g,g Edit Library Reference(s) @ Convert Citations and Bibliography + 9‘ EndMote Help

Citations Eibliography . Tools

There is a new ribbon tab for EndNote X5 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 X5

1. Open a Word document and create some practice text
2. Position cursor where you want the in-text citation, and insert a space
3. Go to your EndNote X5 ribbon tab and select Insert Citation-> Find Citation
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|E“ H9-4|= Documentl - Microsoft Word o B 2R
Home Insert Page Layout References Mailings Review View Add-Ins EndMote X5 A1 e
& EM Go to EndNote Style: APABth M Export to EndMote =
. Z’ Edit & Manage Citation(s) = Update Citations and Bibliography ':{& Preferences
Cii::ieom - 32 Edit Library Reference(s) 3,) Convert Citations and Bibliography = | ‘? EndMote Help
Citations Bibliography = Taoals
||-2-|-1-|-é-|-1-||-2- R N N - N R I N S R S VR I VS R N R C 15||-/\,-|-1@

On the Inserttab, the galleries include items that are designed to coordinate with the overall look of
your document. You can use these galleries to inserttables, headers, footers, lists, cover pages, and
other docurment building blocks|

When you create pictures, charts, or diagrams, they also coordinate with your current document
look. You ca i i

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 X5 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.

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of

yourdocument. You can use these galleriesto 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, 40-563.

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

Also note that EndNote X5 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 X5: Advanced User Guide
for details.
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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).

X
Citation_~ Count_| Library | |
(Shea, 1985)
Shea, 1385 #10 1 demna Edt Reference |+ |
Highlight the in-text citation
Click <Edit & Manage
Citations> on your Word
EndNote X5 toolbar
Edit Citation |Refereme|
Formatting: IDefault '}
Add page number/s ~|
ety |
Click <OK> Pages: [45-46
Jookk OK I Cancel Help

Motals: 1 Citation Group, 1 Ctation, 1 Reference

R

2. Pull down Formatting and choose to <Exclude author> or <Exclude year> if already

mentioned in the body of your document

Convert Word File to Plain Text

When you have written your Word document and added in-text citations and

bibliography you may want to do some final editing. Disconnect from your EndNote
Library using Word >EndNote X5 > Convert Citations and Bibliography > Convert to
Plain Text. Save the converted file and edit as required. This removes any connection to
EndNote field codes (those #numbered references in text) so you cannot make EndNote

related changes to this file anymore.
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Additional Hints & Tips

EndNote X5 Toolbar — Button Navigation

Import —— ——  Insert Citation

Export — | Format Bibliography

Output style _l

v v

Geems T 0000% v @%@

Quick Qearch

Return to word processor

T_ Online Search mode L EndNote X5 PC toolbar
Add a new Reference

Local Library mode

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

[ Yala) M Test.enl =
Mo © iAnnotared I:] "N (4] %: -p“ ™ : \?f'{(' 9 Q Search Library |
Mode Styles . Copy to Local Library  New Reference Sort  Fing Full Text Open File  Insert Citation Customize Help Quick Search
[ EndNote X5 Mac Toolbar

Online Search mode

Local Library mode Add a new Reference
Integrated Library & Online Search Mode - click each to explore screen changes

Finding References in EndNote X5

You may wish to find a particular reference within your EndNote X5 Library. To do so:

1.  Within EndNote X5, go to the Search tab in the lower pane
2.  Type word(s) you wish to search, in either “Any Field’, or a selected field
3. Select <Search Whole Library>

Quick Search

EndNote X5 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 X5, 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 hidden or open to view

Year
1992

800 Elinder, 1992 #79 (] A4 O . «
| Zv b2 R
| Journal Article s ] l/ |% 6 ’ PG B b u w sert Citation | Customize
= ™ » E
Reference Types Spelling Attach Figure Find Reference Updates J

Toggle Empty Fields »  ShowFields jlalll
Elinder, C. G. | Hide Fields tkeletal
| Previous [ Next Reference » Ing ATrcan penguins

34 Dual core and shell temperature regulation during sea acclimatizatior|
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Sorting references

Within your EndNote X5 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 some headers

sort 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 X5 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 X5, go to <References> and select <Find Duplicates>
2. Any duplicate references will display in twin columns for easier comparison. Fields
which contain similar but different information are automatically highlighted to draw
your attention to the differences (note the image below: there is a full stop following
the author name in the record on the right but not on the left, and the placement of the
colon is different in the two title fields). This helps you to select the record you think
is most accurate. Scrolling is locked so that both records remain aligned as you move
through a record.
& Find Duplicates x|
Compating 1 and 2 of 2 duplicates. Skip Cancel |
Select the record to keep, The record not selected will be moved to the Trash, Select Skip to go ko the next set of duplicates,
Keep This Record | Keep This Record
Oreskes, 2001 #7 Creskes, 2001 #13
Ref Type: Book Ref Type: Book
Author j Author =
Oreskes, Maomi Oreskes, Naomi.
Year Year
2001 2001
Title Title
Flate tectonics: an insider's history of the modern Plate tectonics (an insider's history of the modern
theaory of the earth theory of the earth
Series Editor Series Editor
Series Title Series Title
= =
Added to Library: 5/04/2011  Last Updated: 5/04/2011 Added to Library: 5/04/2011  Last Updated: 5/04/2011
Y
Check the record contents before selecting the reference(s) you wish to keep or paste
field information to retain one valuable record
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.
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Emailing your EndNote X5 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 student desktop EndNote X5 Library (access via the Start menu). You can
then email this Library to yourself, and merge it with your existing EndNote X5 Library.
Any PDFs which have been “dragged’ into your Library will also be included. To do so:

1. Create and populate an EndNote X5 Library via the Student Desktop
Choose File > Compressed Library...choose to Create with/out file attachments for
selected/all references
Save the new file to your desktop
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)
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 X5
7. All references, plus any associated PDFs will now appear
Note: Despite compression the file may be large depending on how many PDFs it
contains.

AL

Moving References between EndNote Desktop and EndNote Web

It is possible to move references and attached files between your EndNote Desktop
Library and your EndNote Web account.

For information on how to do this refer to the ‘Using EndNote Web” document at
http://library.otago.ac.nz/services/reference/tute. html#endnote

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, using Bibliography Preferences>Format
Bibliography or click =% in your EndNote Library. Further tips:

- Check all importea 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 X5 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 X5 Library or customised Group
Library.

2. Option A: File > Export and save as a rich-text formatted (.rtf) file. Ensure the correct
output style is displaying.

3. 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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