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INTRODUCTION

The first thing you need to know is this is not a manual. It will not tell you which operating system any given
version of EndNote is compatible with or how much RAM you need to run EndNote. It will not try to cover
each finicky detail of what EndNote can do.

So what is it?

This is an ebook of instructions on how to accomplish specific tasks in EndNote, such as importing
references from a specific online database. The author will try to keep the screenshots and instructions as
current as possible, which means there may be frequent new editions of this book. The goal will always be
the same, though—to teach you how to make EndNote do the things you want it to do.

Thank you for using EndNote!
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This chapter will have two main sections, one for administrators who want to create site license installers
for their EndNote users, and one for users. Both of these sections will be detailed, with step-by-step
instructions and screenshots.

EndNote can be installed on multiple computers just as a single user would install it, entering the product
key for every installation. However, it is not necessary to enter the product key for every installation if the
administrator creates a site license installer.

Please note that you will need an administrative level of access sufficient to install software on your
computer. Also note that security software or operating system security settings may stop the installation
process at various times and ask your permission to continue. You must choose the option to continue for
the software to be installed.

Please also note the network administrator instructions will only work for site license/volume installations.
They will not work for single-user installations.

1.1.1 Creating a Site License Installer for Windows

A site license installer for Windows consists of two files: 1) ENX7Inst.msi and 2) license.dat. These two files
can be distributed to users and the user can install EndNote on their computer without knowing the site’s
product key for the installation. Anybody with knowledge of the product key for the site can create a site
installer, with no programming knowledge needed.

e Download the EndNote Windows installer from http://endnote.com/x7/ENX7Inst.msi (the address
is case-sensitive and must be typed exactly as shown).

e Download the ADMIN.zip file from http://endnote.com/sites/en/files/m/zip/admin.zip (the address is
case-sensitive and must be typed exactly as shown).

e Extract the ADMIN.bat file by right-clicking on the ADMIN.zip file and selecting Extract All, as
shown below.

e
Open 3 I i‘

EMXTInst. msi

Extract All...

e This will result in a folder with the ADMIN.bat file inside it. Put the ADMIN.bat file and the
ENX7Inst.msi file together in the same folder or on the desktop. They must be in the same location
to create a site installer.

e Double-click on the ADMIN.bat file to begin creating the site installer.
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¢ When the window below appears, click the Next button.

i EndNote X7.3.1 Setup = =

THOMSON REUTERS

SN EndioteX7.3.1 Customization Wizard

EndMate X7.3.1 customization wizard will:
- Perform administrative installation of EndMote »7.3.1.

- Generate license file Molume License Only)

LL

EndMote =7.3.1 cugtomization wizard reguires:
- Windows Installer 3.0 or later to be ingtalled,
- 180 MEB of free disk zpace.

- Retail or Wolume License product key,

i THOMSOMN REUTERS™

# Cancel

¢ In the next window, fill in your school, company, or agency name and the product key. Mark the
box to acknowledge that you have read and accept all terms of the license agreement. Then click
the Next button.

) EndNote X7.3.1 Setup - O

THOMSON REUTERS

EN DNOTE  License Information

You must have a valid EndNote X7.3.1 product key to perform
administrative installation or generate the license file for internal
redistribution.

Please enter the software licensing information below:

Licensee:

IEndNote Training

Product Key:
R KRR TR RRRRR RS

: | hereby acknowledge that | have read and accept all
i THOMSON REUTERS terms of the license agreement.

q Cancel
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¢ In the window below, use the Browse button to select the location the site installer will be created
in, then click the Next button. Do not mark the option “Perform administrative installation.”

fis EndNote X7.3.1 Setup = B

THOMSON REUTERS

ENDNOTE

Select Destination

MHetwork, inztallation paint:

WEndtoteT rainingD

Browsze ..

[] Perform admiristrative installation

&~ THOMSOM REUTERS™

# Cancel

e Then click the Next button again in the window below.

fis EndNote X7.3.1 Setup = B

THOMSON REUTERS

ENDN OTE Admin Installation Verify Ready

Click the Back button to change installation infarmation ar click
Cancel to exit the wizard,

Ll

Click Mest to begin installation,

THOMSOMN REUTERS™

q Ceres
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e Then the Finish button in the window below.

B EndNote X7.3.1 Setup - o

THOMSON REUTERS
EndNote X7.3.1 has been successfully

installed.

Click the Finish button ta exit this installation,

THOMSOMN REUTERS

q

e You should see the site installer files together in your target folder, as shown below. You may now
distribute these two files to users. Some schools zip the files together to make them easier to
distribute. If you decide to zip the files, the user will need to extract them before running the
installation. The installer will not run from a zipped file.

i M

EMXTInst.msi  License.dat

1.1.2 Creating a Site License Installer for Macintosh

A site license installer for Macintosh consists of a single file called EndNote X7 Site Installer.dmg. This file
can be distributed to users and the user can install EndNote on their computer without needing the site’s
product key for the installation. Anybody with knowledge of the product key for the site can create a site
installer, with no programming knowledge needed.

Note you may receive a message that EndNote is requesting access to your Contacts during the installation.
This access is used to determine the current user of the software and you are not required to allow access
to continue the installation.

e Download the EndNote Macintosh installer from http://endnote.com/x7/EndNoteX7Installer.dmg
(the address is case-sensitive and must be typed exactly as shown).

e Place the EndNoteX7Installer.dmg file on your desktop. Then double-click on the file.
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e Do not drag the EndNote X7 folder to Applications as shown in the image below. Instead, double-
click on the EndNote X7 folder to begin creating the site installer.

= EndNote X7.3.1 Installer

THOMSON REUTERS

END

NOTE

To install, simply drag the EndMote X7 folder
to the Applications folder.

EndMote X7

Applications

MNext, open the Applications folder,
go to the EndMote X7 folder and run EndMote X7.

THOMSON REUTERS™

e Double-click on the EndNote X7.app file.

L

» [ Examples
» [ Filters

L

4 Iil Plugins

L Do Aok

License Agreement.txt

» [ Product-Support

[ NON {1 EndMote X7

Mame ~ Date Modified Size Kind
» [ Cite While You Write Apr 30, 2015, 11:07 AM - Folder
» [ Connections Apr 30, 2015, 11:01 AM Folder

Demo License Agreement.txt Apr 30, 2015, 11:07 AM 13 KB
== EndNote X7.app
= EndMNoteX7MacHelp.pdf

~- 40, 2015, 11:06 AM
Apr 30, 2015, 11:07 AM 4.4 MB
Apr 30, 2015, 11:07 AM -
Apr 30, 2015, 11:02 AM ==
Apr 30, 2015, 11:07 AM 13 KB
Apr 30, 2015, 11:07 AM =
Apr 30, 2015, 11:07 AM -

A YT Y] Ay AR D

text
Application
PDF Document
Folder

Folder

text

Folder

Folder

Py
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e If you see the window below, click Open.

“EndMote X7.app” is an application downloaded from the

g 5 Internet. Are you sure you want to open it?
“EndMote X7.app” is on the disk image "EndMNoteX7Installer.dmg”
Firefox.app downloaded this disk image today at 3:42 PM.

Don't warn me when opening applications on this disk image

? Cancel sﬁ Open

e You will receive a warning that running EndNote from the disk image is meant only for volume
license administrators, displayed in front of another EndNote window. Click Continue to continue
creating a site license installer.

Running EndNote from the disk image is meant only for
= Y Volume License Administrators.
é To use EndMote as a standard user, click 'Quit', drag the
= entire EndMote X7 folder to Applications, then run it from
thera.

ﬁ Continue Quit

e Next you will receive a warning that you will need a valid site license product key to create a
redistributable image. A single-user license key cannot be used to create a site license installer.
Click Next to continue.

EndMote X7.3.1 Customizer

THOMSON REUTERS

e T Volume/Site License Administration mode

This program will guide you through the creation of a redistributable
disk image for EndNote X7.3.1 (EndNote X7.3.1 Site Installerdmg). It
will contain a full installation of EndNote X7.3.1 that requires no
product keys to activate.

To continue, you will need a valid Volume License Product Key. This
key can only be used to create the redistributable image. It cannot

| be used to run EndNote.

' To proceed with the creation of the redistributable disk, click ‘Next.'

THOMSON REUTERS

? | Cance el ST
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e Fillin your institution’s name and the product key, mark the box acknowledging you have read and
accept the license agreement, and click the Next button.

EndMote X7.3.1 Customizer

THOMSON REUTERS

ENDNOTE

THOMSON REUTERS

ENDNOTE"

Volume/Site License Registration

You must have a valid EndNote X7.3.1 Volume License Product Key to
generate a disk image for internal redistribution.

Please enter the software licensing information below:

Institution Name:

EndMote Training

Volume License Product Key:

| 0000 XOOOOL-3000C-D00000- X000

THOMSON REUTERS (V) | hereby acknowledge that | have read and accept all terms of
the license agreement.

?) | Cancel el ST

o When the site installer has been created you will receive the message below. Click the Done button
to finish.

EndMote X7.3.1 Customizer

THOMSON REUTERS

ENDNOTE

T The file 'EndNote X7.3.1 Site Installer.dmg' has been created on the

ENDNOTE ™ desiaop

Use this file to install EndNote on all licensed machines throughout
your organization.

This file should only be distributed to users affliated with your
organization in accordance with the terms set forth in the license
agreement.

Thank you for choosing EndNote!

THOMSON REUTERS
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e You should now see a file like the one below on your desktop. Distribute the EndNote X7 Site
Installer.dmg file to your Macintosh users. They can use it to install the software without a product
key.

EndNote X7.3.1
Site Installer.dmg

1.2.1 A Custom Installation for a Site License Copy of EndNote on Windows

A typical installation of EndNote installs less than 500 styles, 500 filters, and 500 connection files to
EndNote, even though there are thousands of styles, as well as many more filters and connection files. A
custom installation will allow the user to add extra sets of styles, filters, and connection files to EndNote.
For example, a user could add all the humanities styles available to the typical set.

If you have a previous version of EndNote installed, you should uninstall it using Control Panel before
installing the new version.

e Your school, company, or agency will need to provide you with two files to install the program, an
ENX7Inst.msi installer and a license.dat file. These two files must be together in the same folder
for the installation to run without asking for a product key. If you are given a zipped file containing
these two files, as in the example file shown below, you will need to extract them from the zipped
file before running the installer. Right-click on the file, then select the Extract All option as shown
below.
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Use the Browse button to select the folder the files will be placed in after extraction, then click the
Extract button.

1) Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder

| C:\Users\EndNoteTraininghDesktop\ENXTInst

Browse...

Show extracted files when complete

# Cancel

The files will be extracted to the selected folder. Keep the two files together and double-click on the
ENX7Inst.msi file to start the installation.

Home Share View
= Cut ' [ mew it
= . X =0 ) t
W-] Copy path 4 ) “ FlEasya
Copy Paste Move Copy Delete Rename Mew
2| Paste shortcut to to - folder
Clipboard Organize Mes
T b EMXTInst
~ -~
| > #in OneDrive | [ Name
B Q@ Homegroup ﬁ! EMXTInst.msi
> (M This PC || License.dat
4 = Libraries e

EndNote How-To Book
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¢ In the window below, click the Next button to continue.

B EndNote X7.3.1 Setup -

Welcome to EndNote X7.3.1

THOMSON REUTERS

EndMote iz by far the best bibliography creation tool there iz, but it
does g0 much more than that!

* Search hundreds of online rezources.
* Find full text with one click.
*Automatically update references and fill in mizzing data.
! * Create Smart Groups that organize for pou,
* Share referencesz and groups and collaborate on papers.
= Spnc your library for easzy access from any computer.
*Read, annotate and search PDFs.
Thank you for chooszing Endiote and enjop

THORSOM HELLEES The EndMate Team

e Click the Accept button to confirm that you have permission from your organization to install the

EndNote software. If you do not have permission, you should not install the software.

fis EndNote X7.3.1 Setup =

THOMSON REUTERS

EndNote X7.2.1 Volume License Version

Thiz copy of EndMote =7.3.7 iz licenszed o

Licensee: EndMate Training
Serial Number:
| | erial Number
By clicking the "Accept" button, | have obtained permiszsion to
usze thiz copy of EndMote x7.3.1, and | have accepted the
volume licenze agreement for EndMote Training, issued by
Thamzon Reuters.
Click "Cancel" button o quit thiz ingtallation if you hawve not
obtained permission to use, or you do not want to accept the
THOMSON REUTERS license agreement for this software,
Cance
EndNote How-To Book Copyright © Thomson Reuters 2015
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o Next you will see the window below, where you can review the Read Me Information. Then click
the Next button to continue.

]

THOMSON REUTERS

THOMSOMN REUTERS

EndNote X7.3.1 Setup = B
Read Me Information

EndMote X7 Read Me ~
Version ¥7.3.1

May 2015

Thomson Reuters

CONTEMTS:

I. NEW FEATURES
Il. RELEASE NOTES
Il INSTALLATIONS
V. CONTACT INFORMATION

I. NEW FEATURES

* Share your library with team members, collaborators and
colleaoues that vou oersonally invite

ﬁ Cancel

e In the window below, accept the EndNote end user license agreement before you click Next to
continue the installation.

]

THOMSON REUTERS

THOMSOMN

EndNote X7.3.1 Setup = B

License Agreement

ENDNOTE END USER LICENSE AGREEMENT A

BACKGROUND. Thomson Reuters (Scientific) LLC has
developed a proprietary software application known as
EndMote® {he "Software™). By using the Software and/or its
accompanying manuals the "Documentation” and together
with the Software, the "Product”). you fthe "End User") agree
with Thomson Reuters (Scientific) LLC to be bound by the
terms and conditions set forth herein. Thomson Reuters
(Scientific) LLC is willing to pemmit you to use the Product only
upon the condition that you accept and comply with all of the
tems of this agreement (" Agreement ™).

THEREFORE, for good and valuable consideration, including
the rights and license granted in this Agreement, and intending
to be legally bound, Thomson Reuters (Scientific) LLC and
End User aaree as follows:

1| accept the license agreement
(_J I do not accept the license agreement

ﬁ Cancel

EndNote How-To Book
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¢ In the window below, decide if you will perform a typical installation or a custom installation. If you
select a Typical installation, a limited set of popular styles, filters, and connection files will be
installed. If you select a Custom installation, you can choose which additional sets of styles, filters,
and connection files will be added to the typical set. The remaining windows will show the options
for a Custom installation.

B EndNote X7.3.1 Setup -

THOMSON REUTERS

Select Installation Type

() Typical

All application features and the host Popular Bibliographic
Output Styles, Online Connectionz, and Import Filkers wil
be inztalled. This option iz recommended for the best

] performance.

. Custom
Llze this option to chooze specific application features and
any Bibliographic Output Styles, Online Connections, and
Import Filkers wou want bo ingtall in addition to the Most
Popular filez. Thiz iz recommended for advanced EndMate
users,

THOMSOMN REUTERS

e By default, the program will be installed in the C:\Program Files (x86)\EndNote X7\ folder, but you
can change this if you need to. It is best to leave it with the default location unless it is necessary
to put it in another folder for some reason, such as a lack of space on the C drive. Click the Next
button to continue.

B EndNote X7.3.1 Setup -

- Select Destination

The wize Installation wizard will inztall the files for EndMate
#7371 in the following folder.

Tainstall into a different folder, click the Browse button, and
zelect ahother folder.

You can choose not to install EndMote %7.3.1 by clicking
Cancel to exit the Wise Installation Wizard.

Destination Falder
C:\Program Files [«8614E ndMote =7 Browse .

THOMSOMN REUTERS
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e In the window below—

1. Click the plus sign (+) by an option to open it for editing.
2. Click the drop-down list button for the sets of styles, filters, or connection files you want to add.

For this example, the set of all Arts and Humanities styles is selected.

Select the Will be installed on local hard drive option to install just that set of files.
Click the Next button after making all your selections.

& EndNate X7.3.1 Setup - o

THOMSON REUTERS Select Features

E N D N OTE === | EndMote for windows

=0~ | EndMote Application
= - | Word Templates/Add-ins
OpenDifice.org Extengion
Additional Connections

- ¥~ | Additional Filters
Additional Styles

¥ | Agriculture

¥ | Anthropology
w Auts and Humanilie

= Will be installed on local hard drive.

=38 Entire feature will be installed on local hard drive.

=) Feature will be installed when required.

InstalaH ¥ Entire feature will be unavailable.
Disk Cast Hesﬁ Cancel

THOMSOMN REUTERS

e Note: In the window above you could also click the option (for example, Additional Styles), then

select the option Entire feature will be installed on local hard drive to install all the files for that
option. Please remember for Styles that would install over 6,000 styles.

EndNote How-To Book

Copyright © Thomson Reuters 2015
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e Click the Next button again in the window shown below.

B EndNote X7.3.1 Setup - o

T Ready to Install the Application

Click the Back button to reenter the installation infarmation or
click Cancel to exit the wizard.

machine with adminiztrative rights and that no other programs,

J Before proceeding, make sure pou are logged into the local
including anti-virus software, are rnning.

Click Mest to begin installation,

THOMSOMN REUTERS

ﬁ o]

e Click the Finish button when you see the window below saying EndNote has been successfully
installed. You are now ready to begin using EndNote.

fis EndNote X7.3.1 Setup = B

THOMSON REUTERS
EndNote X7.3.1 has been successfully
installed.

Click the Finish button ta exit this installation,

THOMSOMN REUTERS

q

1.2.2 A Custom Installation for a Single-User Copy of EndNote on Windows

A custom installation for a single user will proceed just as it does for a site license user, except the program
may be installed from a disk or from a single downloaded installation file. The user will be required to input
a product key, then proceed from the Read Me Information as shown above.
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1.2.3 A Custom Installation for a Site License Copy of EndNote on Macintosh

A typical installation of EndNote installs less than 500 styles, 500 filters, and 500 connection files to
EndNote, even though there are thousands of styles, as well as many more filters and connection files. A
custom installation will allow the user to add extra sets of styles, filters, and connection files to EndNote.
For example, a user could add all the humanities styles available to the typical set.

Note that you may receive a message that EndNote is requesting access to your Contacts during the
installation. This access is used to determine the current user of the software. You are not required to allow
access to continue the installation.

Also note that your Security & Privacy settings must allow apps downloaded from the Mac App Store and
identified developers to install EndNote.

If you have a previous version of EndNote installed, you should uninstall it before installing the new version.
You can find instructions for uninstalling recent previous versions of EndNote in section 1.2.5.

e You should receive a single file called EndNote X7 Site Installer.dmg from your site administrator
like that shown below. Only a site installer can be used to install a permanent volume copy of
EndNote without a product key. Double-click on the site installer to begin the installation.

EndNote X7.3.1
Site Installer.dmg
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¢ In the window below, drag the EndNote X7 folder icon to the Applications shortcut shown in the
window.

[ NN | = EndNote X7.3.1 Installer

ENDNOTE

To install, simply drag the EndMote X7 folder
to the Applications folder.

—-—
'Af
__________
A
EndMote X7 Applications

Mext, open the Applications folder,
go to the EndNote X7 folder and run EndMNote X7.

THOMSON REUTERS™

¢ You will see a message that the EndNote “items” are being copied to Applications.

Copying 917 items to "Applications”™
—
60.9 MB of 354.2 MB - Less than a minute

¢ When the installer finishes copying items, click the Launchpad icon in your dock (left below), then
the EndNote icon (right below) to open the EndNote application.

EndNote X7
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e If you see the message below, click the Open button.

o

“EndMNote X7.app" is an application
downloaded from the Internet. Are you sure
you want to open it?

Firefox.app downloaded this file today at 3:42 PM.

q Open

e The first time you open EndNote it will complete the installation process, starting with the message

below. Click the Next button.

THOMSON REUTERS

i THOMSON REUTERS

? Cancel

EndMote X7.3.1 Customizer

THOMSON REUTERS

Welcome to EndMote X7.3.1.

EndMote is by far the best bibliography creation tool there is, but it
does so much more than that!

* Search hundreds of online resources.

* Find full text with one click.

* Automatically update references and fill in missing data.
* Create Smart Groups that organize for you.

* Share references and groups and collaborate on papers.
* Sync your library for easy access from any computer.

* Read, annotate and search PDFs.

Thank you for choosing EndMNote and enjoy!

The EndMote Team

qm

EndNote How-To Book
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e You are then shown the Read Me information. Click the Next button to continue.

THOMSON REUTERS

ENDNOTE"

'_l
=

Gancel

THOMSOMN REUTERS™

EndMote X7.3.1 Customizer

THOMSON REUTERS

ENDNOTE

Read Me
EndNote X7 for Macintesh Read Me
Version X7.3.1
May 2015
Thomson Reuters

CONTENTS:

I. NEW FEATURES

Il. RELEASE NOTES

Il. INSTALLATIONS

IV. CONTACT INFORMATION

I. NEW FEATURES

* Share your library with team members, collaborators and colleagues that you

personally invite

e Then the Done button in the window below to complete the installation.

THOMSON REUTERS

ENDNOTE

THOMSON REUTERS™

EndMote X7.3.1 Customizer

THOMSON REUTERS

ENDNOTE

Thank you for using EndMote X7.3.1!

EndNote How-To Book
October 6, 2015
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¢ EndNote will automatically create an EndNote library for you called “My EndNote Library” and place
it in the Documents folder. It will also show the Welcome to EndNote guide below. When finished
looking through the Welcome to EndNote guide you can close it using the Close button in the
upper-left corner.

[ ) Welcome to EndNote

SYNC YOUR LIBRARY

Connect your desktop, online & iPad libraries

To access your research library anywhere, set up
an EndNote account and link it to your X7 desktop client

’
J
_ n -
A\ 4

4

& Getthe App
YYY L)

Set up your account >

ENDNOTE’ HOMSON REUTERS

e To add styles, filters, and connection files, select Customizer from the EndNote menu.

€ B Y «d File Edit Rd

@ O About EndNote X7.3.1

e Preferences... 3,
L=

Check for Updates...
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e Click the small arrow by Connections, Import Filters, or Output Styles, to select the type of files you
want to add, then mark the box(es) for the set(s) you want, and click the Next button.

EndMote X7.3.1 Customizer

ENDNOTE

Component Selection

THOMSON REUTERS
Component Installed  Info

E N D N OTE - Cite While You Write

Cite While You Write addin for Microsof
Services Services for Mac 0S X
Spotlight Spotlight Indexing
r » Connections g Additional Connection Files
[_I » Import Filters . Additional Import Filters
¥ Output Styles 2 Additional Bibliographical Output Styles
Agriculturs g Agriculture Bibliographical Styles
Anthropology B Anthropology Bibliographical Styles
9 Arts and Humanities Arts and Humanities Bibliographical Sty
Behavioral Sciences | Behavioral Sciences Bibliographical Sty
Business and Economi [ Business and Economics Bibliographic:
Chemistry g Chemistry Bibliographical Styles
S THOMSON RELTERS Communications and P [ Communications and Media Bibliograpt
Dentistry 8 Dentistry Bibliographical Styles

S P - T

2 Gance Uninstal e ——) ST

e You will also have the option to customize Cite While You Write if you have not used standard
settings while installing Microsoft Word. Click Customize if you have a nonstandard Word

installation, otherwise click Next.

EndMote X7.3.1 Customizer

ENDNOTE

Cite While You Write for Microsoft Word
THOMSOMN REUTERS

E N D N OT E The Customizer will install Cite While You Write add-in for the 2
instances of Microsoft Word 2008 and 2011 installed on this computer.

'_I

If you have installed Microsoft Word to any non-standard paths, or
have changed the Startup folder location, please click the
"Customize..." button.

Customize...

THOMSON REUTERS

2 | Gancel L o tex
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o When the Customizer finishes, click Done to finish. You are now ready to begin using EndNote.

EndMote X7.3.1 Customizer

THOMSON REUTERS

ENDNOTE

THOMSON REUTERS

ENDNOTE

=
-

£ THOMSON REUTERS

Changes complete.

e g Do

1.2.4 A Custom Installation for a Single-User Copy of EndNote on Macintosh

An installation for a single-user copy of EndNote will be very much the same as for a site-license copy, with
the addition of needing to provide a license key the first time you open EndNote.

1.2.5 Uninstalling EndNote on Macintosh

Previous versions of EndNote should be uninstalled before installing the current version.

e Close all EndNote libraries, then select Customizer from the EndNote menu to begin.

u

€ B0y e«d File Edit Re

About EndMNote X7.3.1

Preferences... 28,

Check for Updates...

EndNote How-To Book
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e In the Customizer windows shown below, unmark all boxes, then click the Uninstall button.

THOMSON REUTERS

ENDNOTE"

Compaoneant
Cite While You Write
Services

Spotlight
» Connections
b Import Filters
» Output Styles

-
=

THOMSOMN REUTERS™

? Cancel

EndMote X7.3.1 Customizer

ENDNOTE

Component Selection

Installed  Info

Cite While You Write addin for Microsof
Services for Mac 0S8 X
Spotlight Indexing
Additional Connection Files
Additional Import Filters
Additional Bibliographical Output Styles

Uninstall h

e There will be a warning that all external EndNote components will be uninstalled

continue uninstalling EndNote.

-

Uninstall will remove all external EndNote components
@ from your computer. Are you sure you want to do this?

EndNote How-To Book
October 6, 2015
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e When the uninstall finishes you will see the window below. Click the Exit button, then drag the
EndNote folder in Applications to the trash. If you have stored any personal libraries, styles, filters,
or connection files in the EndNote folder, these should first be moved to the Documents folder. In
general, it is best to keep these files in Documents.

EndMote X7.3.1 Customizer

THOMSON REUTERS

THOMSON REUTERS

All external components of EndMote have been uninstalled. You
can now remove it from your machine by clicking 'Exit' and
dragging the EndMote folder to the trash.

Warning:
J Please move any files you have saved or created in the EndNote

folder to another location
_J prior to dragging it to the trash.

THOMSON REUTERS

?  —

e You are now ready to begin the installation, described in section 1.2.3 above.
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2.1.1 Using the Marked List

Web of Science’s marked list provides a useful way to keep track of the references you want to keep when
browsing a large set of search results. References can be added to the marked list as you browse through
them, then exported from the marked list later.

e Perform your search of the Web of Science.

e Mark the references you want to add to the marked list, and click on the Add to Marked List button.

Add to Marked List

o When ready to export, go to the marked list by clicking the Marked List button.

Marked List |10/

e You will see a window like the one below with three “steps” for options.

10 records from Web of Science ™ Core Collection
Cutput complete data from this product for these records.

Output Records [ - Hide Qutput Options ]
Step 1: Select records. Step 2: Select content. Step 3: Select destination.  [Learn about saving to bibliographic so ftware]

® All records in this list (up to 500) Select from the fields below: @ B4 | Save to EndNote online -~
O All records on page

C Records to

[ Select All | Reset | Save Custom Settings

Author(s) | Editor(s) Title Source Conference Information
[ Abstract* [ Cited References* [ Document Type [ Conference Sponsors

[ Addresses Times Cited [ Keywaords [ Publisher Infarmation

ISSN 7 ISBN (] cited Reference Count [ Source Abbrav. (I Page Count / Chapter Count
[11DS Number [ Language [ Web of Science Categories [ Research Areas

[ Funding Information [¥] Accession Number Author Identifiers PubMed 1D

*Selecting these items will increase the processing time.

e Select the records you want to import in Step 1 of the window, shown below (usually “All records
in this list” if 500 or less).

Step 1: Select records.

(®) All records in this list (up to 500)

) All records on page

() Records to
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e Select the fields you want to import in Step 2. The example below is from a search of the Web of
Science Core Collection. If you are searching databases outside the core collection there will be
fewer fields available.

Step 2: Select content.

Select from the fields below:

[] Select All | Reset | Save Custom Settings

Author(s) / Editor(s) Title Source Conference Information
Abstract® Cited References® Document Type [J Conference Sponsors
Addresses Times Cited Keywords Publisher Information

ISSN I 1SBN [ cited Reference Count Source Abbrev. Page Count / Chapter Count
IDS Number Language Web of Science Categories [J Research Areas

Funding Information Accession Number Author Identifiers PubMed ID

*Selecting these items will increase the processing time.

e Select Save to EndNote desktop from the drop-down Save to list in Step 3.

Step 3: Select destination.

@ ] | Save to EndNote online v|
Save to EndMote online
Save to EndMote desktop

Save to ResearcherlD - | wrote these

At this point your browser will need to send the file to EndNote. Different browsers will react differently at
this point. Click on your browser below for instructions on how to proceed for your browser the first time
you attempt direct export in that browser. Note that the file type shown will be different for different
databases. For Web of Science it will end with a .ciw extension.

o Firefox on Windows

o Firefox on Macintosh

o Internet Explorer on Windows
o Google Chrome on Windows
o Google Chrome on Macintosh
o Safari on Macintosh

Safari does not support direct export.

2.1.2 Not Using the Marked List

e Perform your search on the Web of Science and select the references you want to import. Then
select Save to EndNote desktop from the drop-down Save to list.

Save to EndNote online |~ |
Save to EndMote online
Save to EndMote desktop

Save to ResearcherlD - | wrote these
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e You will see a window like the one below if you have selected references by marking them, and will

not need to do anything further to select references.

Send to EndNote

2 records selected

Record Content: | 5 thor, Title, Source, Abstract W

Send Cancel

¢ If you have not selected references, you will see a window like this, and need to select either all

the records on the page or a range of records.

Send to EndNote

Number of Records: ® Al records on page

Records to

Record Content: | 5, thor, Title, Source, Abstract v

Send Cancel

e With either of the options above, you will now need to select the fields to export. Select the Full
Record option to get the keywords and author’'s address as well as the main bibliographic

information.

Send to EndNote

Number of Records: ® All records on page

Records to

Record Content: | 5 thor, Title, Source, Abstract v

Author, Title, Source
Author, Title, Source, Abstract

Full Record and Cited References

EndNote How-To Book Copyright © Thomson Reuters 2015
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e Then click the Send button.

Send to EndNote

Number of Records: ® Al records on page

Record Content: IFU” Record w

Records to

q send Cancel

e At this point your browser will need to send the file to EndNote. Different browsers will react
differently at this point. Click on your browser below for instructions on how to proceed for your
browser the first time you attempt direct export in that browser. Note that the file type shown will be
different for different databases. For Web of Science it will end with a .ciw extension.

o

o

Firefox on Windows

Firefox on Macintosh

Internet Explorer on Windows
Google Chrome on Windows
Google Chrome on Macintosh
Safari on Macintosh

Safari does not support direct export.

2.2.1 Using the Clipboard

PubMed’s clipboard provides a useful way to keep track of the references you want to keep when browsing
a large set of search results. References can be added to the clipboard as you browse through them, then
exported from the clipboard later.
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e Perform your search of PubMed and mark the references you would like to add to the Clipboard on
each page, then click on the Send to link to send the selected references to the Clipboard.

Summary -~ 20 per page ~ Sort by Most Recent - # Send to: -

Results: 1 to 20 of 348 Selected: 2 Page |1 | 0f18 Hext:

Last ==

Selective expression of sense and antisense transcripts of the sushi-ichi-related retrotransposon -
1. derived family during mouse placentogenesis.
Henke C, Strissel PL, Schubert MT, Mitchell M, Stolt CC, Faschingbauer F, Beckmann MW, Strick R.
Retrovirology. 2018 Feb 3;12(1)9. doi: 10.1186/512977-015-0138-8.

PMID: 25888968  Free PMC Article
Felated citations

Schizophrenia and Depression Co-Morbidity: What We have Learned from Animal Models.
Samsom JN, Wong AH.

Front Psychiatry. 2015 Feb 18;6:13. doi: 10.3389fpsyt.2015.00013. eCollection 2015, Review.
PMID: 25762938 Free PMC Article

M3

e In the window shown below, select the Clipboard option, then click the Add to Clipboard button
to add the selected references to the Clipboard. You can continue adding references to the
Clipboard. Up to 500 references can be kept on the Clipboard for up to eight hours without activity.

Send to: -

Choose Destination

OFile @ Clipboard h

(O Collections (O E-mail
Z)Order (O My Bibliography
(D) Citation manager

Add 2 items.

Add to Clipboard h

e After adding items to the Clipboard, you will see a Clipboard link to the right of the Send to link,
telling you how many items are in the Clipboard. When you have finished adding items to the
Clipboard and are ready to send them to EndNote, click the Clipboard items link.

Sendto:~ [ Clipboard: 2 items

e Inthe Clipboard screen, click the Send to link, then select the Citation Manager option.

Choose Destination

(JFile S Collections

(O E-mail Order

)My Bibliography () Citation manager
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e Click the Create File button.

Choose Destination

OFile ) Collections

(O E-mail () Order

(OMy Bibliography @) Citation manager

Generate a file for use with external citation
management software.

Download 2 citations.

Create File h

e At this point your browser will need to send the file to EndNote. Different browsers will react
differently at this point. Click on your browser below for instructions on how to proceed for your
browser the first time you attempt direct export in that browser. Note that the file type shown will be
different for different databases. For PubMed it will end with a .nbib extension.

o

o

Firefox on Windows

Firefox on Macintosh

Internet Explorer on Windows
Google Chrome on Windows
Google Chrome on Macintosh
Safari on Macintosh

Safari does not support direct export.

2.2.2 Not Using the Clipboard

e Perform your search of PubMed. You can mark the references you would like to export on each
page if you wish. If you do not mark any references, all the references in the found set can be
exported, in batches of up to 200 at a time. Click on the Send to link to begin the export process.

Summary ~ 20 per page ~ Sort by Most Recent + #Send to: -

Results: 1 to 20 of 348 Page |1 of 18 | Mext=  Last=s

[] Selective expression of sense and antisense transcripts of the sushi-ichi-related retrotransposon -

1. derived family during mouse placentogenesis.

Henke C, Strissel PL, Schubert MT, Mitchell M, Stolt CC, Faschingbauer F, Beckmann MW, Strick R.
Retrovirology. 2015 Feb 3;12(1):9. doi: 10.1186/312977-015-0138-8.

PMID: 25888968  Free PMC Article

Felated citations
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e Then select Citation Manager.

i) Clipboard
(I E-mail
(_'My Bibliography

(C)Citation manager

e Select the number of references to export in the current batch, up to a maximum of 200 references.

Choose Destination

(CFile () Clipboard
(O Collections (O E-mail
() Order )My Bibliography

(® Citation manager

Generate 3 file for use with external citation
management software.

Mumber to send

20w

5 citation
1

a0 :

100 File

200

Keep track of the end number of the batch so you can repeat the export process for the next batch
with the next consecutive record number. Then click the Create File button.

Send to: -

Choose Destination

(OFile (O Clipboard
(_)Collections (_E-mail
(O Order (CMy Bibliography

(® Citation manager

Generate a file for use with external citation
management software.

Mumber to send
20 w

Start from citation
1

Create File h
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e At this point your browser will need to send the file to EndNote. Different browsers will react
differently at this point. Click on your browser below for instructions on how to proceed for your
browser the first time you attempt direct export in that browser. Note that the file type shown will be

different for different databases. For PubMed it will end with a .nbib extension.

o Firefox on Windows

o Firefox on Macintosh

o Internet Explorer on Windows

o Google Chrome on Windows

o Google Chrome on Macintosh

o Safari on Macintosh

Safari does not support direct export.

2.3.1 Firefox on Windows

e Your EndNote library should be open before attempting to import references.

o Firefox will bring up a window like the one below the first time a new export file type attempts to
download. Click the Browse button to select a program to open the file with. In older versions of
Windows or if you have selected the EndNote program before, you might see a drop-down list of

programs.

Opening savedrecs.ciw

You have chosen to open:

|| savedrecs.ciw

which is: S| Cornmon Export Format

from: http://ets.webofknowledge.com

What should Firefox do with this file?

@) Open with Browse.., h

() Save File

[] Do this automatically for files like this from now on.

OK Cancel

EndNote How-To Book
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o Select the EndNote program to open the file in EndNote, then click the OK button.

Choose Helper Application

151 Common Export Format
cavedrecs.ciw

Send this itern to:

~
E _.ﬁ ( J

o

E. \

Internet Explorer

iTunes

ﬂ Office XML Handler

_'J Motepad
v

Bqu oK

e When returned to the window below, you may select the option to Do this automatically for files

like this from now on. Please note there are several different files types that work with direct

export and you will need to go through this process for each of these file types
(.ciw, .ris, .ovd, .enw, .nbib).

Opening savedrecs.ciw

You have chosen to open:
|| savedrecs.ciw

which i S| Cormnmen Export Format

from: http://ets.webofknowledge.com

What should Firefox do with this file?

®) QOpenwith |EndMote 7.3 (Bld 8536) W

() SaveFile

Do this automatically for files like this from now on.

Settings can be changed using the Applications tab in Firefox's Options.
q Cancel

e Click the OK button to finish the import into EndNote.

EndNote How-To Book
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2.3.2 Firefox on Macintosh

e Your EndNote library should be open before attempting to import references.

e There is a known issue with direct export and EndNote libraries saved as a package (.enlp) on the
Mac for some versions of EndNote. EndNote may ask you to select a library even though your
library is already open when importing. Clicking “Cancel” will still import the references. Libraries
not saved as packages will not have this problem. If your library is saved as a package, you can
select Save a Copy from the File menu to create a copy of the file in the standard format. Do not
select the option to save the copy as a package when prompted for the copy’s name and location.
After creating your copy, use the copy as your new EndNote library instead of the packaged file.

e Firefox will bring up a window like the one below the first time a new export file type attempts to
download. To have the file open in EndNote so the references will be imported, click the Choose
button to open the file with an application.

800 Opening savedrecs.ciw
You have chosen to open:
| savedrecs.ciw
which is: Molecules Structure File
from: http://ets.webofknowledge.com
What should Firefox do with this file?
() Open with | Choose... |h
(*)Save File
| | Do this automatically for files like this from now on.
Cancel ' OK |
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e This should bring up a window like the one below. Navigate to the Applications/EndNote folder
and select the EndNote application. Then click on the Open button.

O] Choose Helper Application
> N EEIII ol 3% . B8 Applications 5 Q
Favorites
E Al My Files
Y iCloud Drive
42 Applications
=] Desktop
@ Documents
0 Downloads
v E EndMote X7 Apr 3, 2015, 10:19 AR

= Movies » [ Cite While You Write Mar 6, 2015, 12:41 P!
n Music k- [] Connections Apr 3, 2015, 10:19 Al

50 Pictures EN EndNote X7.app Apr 3, 2015, 10:19 A

2t DonnaKirking

Devi » | | Examples Apr 21, 2015, 6:38 Al
vices » [ Filters Apr 3, 2015, 10:19 AN
Fa % .
() Remote Disc
i 4 ) ]
e » || Plugins Jul 14, 2013, 1:00 PN
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e When returned to the window below, you may select the option to Do this automatically for files
like this from now on. Please note there are several different file types that work with direct export,
and you will need to go through this process for each of these file types (.ciw, .ris, .ovd, .enw, .nbib).

O Opening savedracs.ciw

You have chosen to open:

savedrecs.ciw
which is: ciw File
from: http//ets.webofknowledge.com

What should Firefox do with this file?

) Open with EndNote X7 a2
Save File

Do this automatically for files like this from now on. h

Settings can be changed using the Applications tab in

Firefox's Preferences.
e d K

e Click the OK button to finish the import into EndNote.

2.3.3 Internet Explorer on Windows

e Youwill see a message like the one below near the bottom of your Internet Explorer window, asking
if you want to open the file, save it, or cancel. Click the Open button and the references should be
imported to EndNote.

Do you want to open or save savedrecs.ciw from ets.webofknowledge.com? # QOpen Save

-

Cancel

e If you see a window like the one below, click EndNote to finish the import.

EndNote How-To Book
October 6, 2015

How do you want to open this type of file {ciw)?

E EndNote X7.3 (Bld 8536)

More options
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2.3.4 Google Chrome on Windows

e Upon selecting the option to export from the online database, you will see the items below in the
bottom left corner of the Chrome window. Select the option to Open. (Note that you can also select
the option to Always open files of this type if you are absolutely sure you always want it to open
those files in EndNote in the future.)

=
savedrecs (5).ciw - h

Cpen

Always open files of this type

e If you see the window below, click More options to see a list of available programs.

How do you want to open this type of file {.ciw)?

Look for an app in the Store
More options h

e You will then see a window similar to this, showing you a list of possible programs for opening the
file. Select EndNote from the list. (Notes: This window may be different for different versions of
Windows and Chrome. If you have installed the EndNote online plug-in for Internet Explorer and
have previously set this file type to open, you may not see this window in Chrome. See section
2.4.4. for more information)

How do you want to open this file?

Use this app for all ciw files

Look for an app in the Stare ~

Adobe Reader
]
g EndNote X7.3 (BId 8536) h

2.3.5 Google Chrome on Macintosh
The author has found the commands below to work only when using OSX 10.10, Yosemite, with Google

Chrome. This has not worked with earlier versions of OSX.
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e Upon selecting the option to export from the online database, you will see the item below in the
bottom left corner of the Chrome window. Click the arrow to see a list of options.

savedrecs.ciw = h

e Select the option to Open. (Note that you can also select the option to Always open files of this
type if you are absolutely sure you always want it to open those files in EndNote in the future.)

Always Open Files of This Type
Show in Finder

savedrecs (1).ciw I

e If you see the window below, click Choose Application to see a list of available applications.

Search the App Store for an application that can cpen this document, or choose an

There is no application set to open the document “savedrecs.ciw”.
1
existing application on your computer.

? Cancel Choose Application... ﬁ

e Select the EndNote application in the Applications/EndNote folder, then click the Open button.

@ Choose Application
Choose an application to open the document “savedrecs.ciw”.
an E I 2% Applications ﬁ (s}
) Mame ~ Date Modified
Favorites
?ét licati ¥ [@ EndNote X7 5/16/15
Applications » [ Gite While You Write 4/30/15
[ Desktop » |7 Connections 4/30/15
¥ Documents 4/30/15
EN EndMote X7.app 4/30/15
O Downloads 4/30/15
Enable: HRecommended Applications E
This application can open “savedrecs.ciw”.
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2.4.1 Internet Explorer

If you have installed the EndNote online plug-in for Internet Explorer, you will see a window like the
one below when you use direct export. Select EndNote if you want the search results sent to your
EndNote desktop library. Select EndNote Web if you want the search results sent to your EndNote

online library.

Choose Destination

Endhote Web Cancel

2.4.2 Firefox for Windows

If you have installed the EndNote online extension for Firefox, you will need to set the extension options to
direct search results to either EndNote desktop or EndNote online.
Click 1) the Menu button, then 2) the Add-ons button whenever you want to switch between

]
sending references to either EndNote desktop or EndNote online.

ve + « @
Cut Copy Paste
- 100% + [
Mew Window  Mew Private Save Page
Window
il
& 0 &
-
Print History Full Screen
Find Options Add-ons
Developer
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e Select the Extensions option at the left side of the window, then the EndNote Capture extension,
then click the Options button.

EndNote Capture 3.8
Extensions
t EndMote Extension for Firefox  More q Disable Remove

e Mark the box labeled Redirect the following MIME types for direct export files to open with
EndNote: if you want the results to be sent to EndNote online. Unmark the same box if you want
to be able to send the results to EndNote desktop as described earlier in this chapter.

EndNote Options

[] Redirect the following MIME types for direct export files to
pen with EndMote:

SO

s
.owd
Enw

.nbib

2.4.3 Firefox for Macintosh

If you have installed the EndNote online extension for Firefox, you will need to set the extension preferences
to direct search results to either EndNote desktop or EndNote online.

e Select Add-ons under the Tools menu whenever you want to switch between sending references
to either EndNote desktop or EndNote online.

Window Help

Downloads

e Select the Extensions option at the left side of the window, then the EndNote Capture extension,
then click the Preferences button.

c& Extensions ’ d& EndNote Capture 3.8

; EndNote Extension for Firefox  More q Preferences | | Disable | | Remove
|
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e Mark the box labeled Redirect the following MIME types for direct export files to open with
EndNote: if you want the results to be sent to EndNote online. Unmark the same box if you want

to be able to send the results to EndNote desktop as described earlier in this chapter.

EndMote Options

Redirect the following MIME types for direct export files

to

pen with EndMNote:
Ciw
Jfis
.ovd
enw

2.4.4 Google Chrome

e If you have installed the EndNote online plug-in for Internet Explorer and you have set Google
Chrome to Open file types that are used with direct export instead of save them, you will see a
window like the one seen in Internet Explorer when you use direct export. Select EndNote if you
want the search results sent to your EndNote desktop library. Select EndNote Web if you want the
search results sent to your EndNote online library.

Choose Destination

Endhote web Cancel

e Ifyou have notinstalled the Internet Explorer plug-in, you will need to follow the directions in section

2.3.4.

EndNote How-To Book
October 6, 2015

Copyright © Thomson Reuters 2015

Page 45 of 115



EndNote can import PDF files containing a Digital Object Identifier (DOI) in the metadata or the first two
pages of the PDF. EndNote sends the DOI to PubMed and CrossRef, online databases capable of looking
up reference data by DOI. The online databases send back the bibliographic information, EndNote imports
it, then attaches the PDF to the record created. This means the PDF must have a DOI and EndNote must
have access to the Internet during the import.

3.1.1 Importing a Folder of PDF Files on Windows

e Select 1) Import from the File menu, then 2) Folder.
File

Oi'l'.'nra.r'_.-I Chrl +W
A Ctrl+5
Save a Copy..

Rewert

Export...

Import » Fi
Folder...

Print... Ctrl+P

e 1) Click the Choose button, navigate to the folder you want to import, and double-click on it. It will
appear in the Import Folder: field. 2) If you wish to include subfolders within that folder, mark the
box labeled Include files in subfolders. 3) If you want EndNote to create a separate group set for
the main folder and groups within it for the subfolders, mark the box labeled Create a Group Set
for this import. Leave the other settings at their defaults. (Note that in EndNote X7, EndNote will
attempt to attach PDFs to matching records that already exist in the library instead of creating
duplicate records.) 4) When all your options are set, click the Import button.

Import Folder T

Import Fokder: IC:".leers'IDmha_ﬂW‘D:sktup'lPDF Ex |Chooss...
9 # [ Incude fles in subfolders
[W]icreate a Group Set for this import] e
Import Option: PDF t
Duplica W
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The PDF files are imported. Below you see an example of the group set and groups that would be

created for a folder called New PDF Examples that contained a folder called Bats and a folder
called Birds.

= PDF Examples
[£3) Bats (3
irds
Bird (1)

3.1.2 Importing a Folder of PDF Files on Macintosh

e Select Import from the File menu.

Ne
Op

e ry...
Open Re
Close Library

Save

| 4
JAdVE A
nE2Ver

Save a "&y
Export
T

Select PDF File or Folder if you do not want EndNote to create a group set and groups for the
imported PDFs, or if you are only importing a single PDF. Select PDF Folder as a Group Set if

you want EndNote to create a group set and groups for the imported PDFs. (Note: The rest of this
example will show the group set option.)

o

(4| » |EE_[|]:| mi || 2 ~ || B Desktop

FAVORITES MName
1 All My Files B Feather2 BMP
¥ @ New PDF Examples
a’l\: Applications > (G Bats
W ILIESKIOP » [ Birds
lﬁ Documents
) Downloads
SHARED

Import Options: + PDF File or Folder
PDF Folder as a Group Set

EndNote How-To Book
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e Leave the other options at the default settings and click the Import button. (Note that in EndNote
X7, EndNote will attempt to attach PDFs to matching records that already exist in the library instead
of creating duplicate records.)

Import Options:

Duplicates:

| PDF File or Folder

| Import All

Text Translation: [ No Translation

| Cancel | | Import

o EndNote will import the PDFs and create the group set and groups. (Example not shown.)

3.2 SETTING PDF HANDLING

3.2.1 Windows

e Select Preferences from the Edit menu to open the EndNote preferences panel.

EndNote How-To Book
October 6, 2015

Edit|REferences Groups Tools  Wind

W Cut

[rmporc s nters

Connection Fi

Ctrl +7

Preferences...
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Click the PDF Handling option in the preferences panel to see the window below. Here you can
set automatic renaming options for PDFs you import or set a “watched” automatic importing folder.
Any PDF added to the automatic importing folder will be imported into the EndNote library. Click
the OK button when you have finished selecting your options. (Note: A folder within the automatic
importing folder will be created to hold PDFs after they have been imported, so you can easily tell
which files have already been imported and which have not yet been imported.)

EndNote Preferences ﬂ
Change Case
Display Fields PDF Auto Renaming Options
Display Fonts @ Dont R
Duplicates N
Find Full Text O Author + Year + Thie
Folder Locations (O Author + Title
Formatting () Author + Year
Libraries
() Ttle
PDF Handling h
Read / Unread ) Custom
Reference Types
Sorting ’
Spell Check
Sync Note: Fienames may be up to 50 characters long.
Temporary Citations
Term Lists
URLs & Links PDF Auto Import Folder
[] Enable automatic importing
Select Folder
EndNote Defauts Revert Panel | ok ][ canca Apply

The auto import folder will check for new PDFs when a library is opened. After opening the library,
EndNote will scan for new additions to the folder on a schedule. If you continue working in EndNote
and adding PDFs to the auto import folder, new PDFs added to the folder should be imported into
EndNote within ten minutes of adding them to the folder, but you will need to be working in EndNote.
If you have been working in another program and switch back to the EndNote window, but do not
see your new additions, click on any reference in the list of references to trigger importing.

3.2.2 Macintosh
o Select Preferences from the EndNote X7 menu to open the EndNote preferences panel.
File Edit
About EndNote X7
Preferences... 3,
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e 1) Click the PDF Handling option in the preferences panel to see the window below. Here you can
set automatic renaming options for PDFs you import or set a “watched” automatic importing folder.
Any PDF added to the automatic importing folder will be imported into the EndNote library. 2) Click
the Save button when you have finished selecting your options, then 3) close the window.

EndNote™ Preferences

PDF Auto Renaming Options

(*) Don't Rename
() Author + Year + Title

Find Full Text () Author + Title
Folder chauons O Author + Year
Formatting

Libraries kt) T
Read / Unread

Reference Types

Sorting
Sync
Temporary Citations Note: Filenames may be up to 50 characters long.
Term Lists
URLs & Links
POF Auto Import Folder
|_| Enable automatic importing
| EndNote Defaults || Revert Panel | q
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Although direct export is a very popular way of importing references from online databases, data can also
be saved as a text file and then imported. Two advantages of saving a text file and then importing it are—

1. Duplicates can be filtered out during the import process, before they enter the library.

2. If the Find Full Text preferences are set to Automatically invoke Find Full Text on newly imported
references, which is the default setting, then EndNote will automatically start searching for PDFs
to match all the imported references as soon as the import is finished.

Importing works by pattern matching, so it is very important that the pattern of the data saved matches the
pattern of the EndNote filter used to import it. Check the EndNote filter's About This Filter section for
instructions for downloading data in the correct format to match the filter.

Below are instructions for saving text files from two popular databases, the Web of Science and PubMed.
You may need to download the latest Web of Science Core Collection (TR) filter from the EndNote web site
to import the PMID.

4.1.1 Saving the Data from Web of Science

The method below uses the Web of Science Marked List and will allow you to import the PubMed PMID
number into the Notes field of the EndNote record if you are searching the Web of Science Core
Collection. The instructions are the same for both Windows and Macintosh.

o Perform your search in the Web of Science Core Collection.

e Mark the records you want to save and click the Add to Marked List button.

Add to Marked List h il Create Citation Report

e After selecting all records, click the Marked List button.

Marked List (10
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e Inthe Marked List, select 1) All records in this list (up to 500), 2) the fields you want exported,
and 3) the Save to Other File Formats option from the Select Destination drop-down list. Please
note the PubMed ID field will only be available if you have limited your search to the Web of Science
Core Collection.

10 records from Web of Science ™ Core Collection
CQutput complete data from this product for these records.

Output Records [ — Hide Output Options ]
Step 1: Select records. Step 2: Select content. Step J: Select destination.  [Learn about saving to bibliographic software]

@ All records in this list {up to 500) | Select from the fields below: ﬁ ] | Save to EndNote online  ~
Save to EndMNote online
Save to EndMote desktop

) All records on page

) Records to
Save to ResearcherlD - | wrote these
elect All | Reset | Save Custom Settings Srsliiael
Author(s) / Editor(s) Title Source Save to InCites etion
Abstract* [Tl Cited References* Document Ty Save to Other File Formats w
Addresses Times Cited Keywords | Save to ReflWorks ation
ISSN [ 1SBN Cited Reference Count Source Abbrev. Page Count / Chapter Count
DS Number Language Web of Science Categories Research Areas
Funding Information Accession Number Author ldentifiers PubMed ID

*Selecting these items will increase the processing time.

¢ |Inthe window below, select 1) Other Reference Software, then click the Send button.

Send to File

10 records selected

File Format | other Reference Software

— *e
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4.1.2

If you see a window asking if you want to save the file or open it, such as the example below, save
the file. Make a note of the location the file is saved in, EndNote will not know the location. Note
that files saved in this way from the Web of Science have the default name savedrecs.txt. This file
can be emailed to another EndNote user as an attachment for import, if desired. It is just a plain

text document.

Opening savedrecs.bd

You have chosen to open:

|| savedrecs.txt

which is: Text Document

What should Firefox do with this file?

from: http://ets.webofknowledge.com

(7} Open with

Motepad (default)

@ i Save File

[7] De this autematically for files like this from now on.

=

Ok ] [ Cancel

Importing the Web of Science File on Windows

To import the file into EndNote, in EndNote select 1) File, 2) Import, then 3) File.

) EndMote X7

File

Mew...

Open Library...

Open Shared Library...
Open Recent

Close Library

Save

Save As...
Save a Copy...
Rewvert

Share...

Import

h ools Window Help

Ctrl+ O
Ctrtl+Shift+ 0

Ctrl+W

Ctrl+5

v O

EndNote How-To Book
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¢ Inthe window below, 1) click the Choose button and select the savedrecs.txt file to open. You will
need to know where you saved the file. Then 2) select Other Filters from the drop-down Import
Option list. Note that after a filter has been used once, it will appear in the drop-down list in the

future.

Import File

Impart File: savedrecs. bt

Import Option: EndMote Library
FDF

Duplicates: EndMote Library

) EndiMote Import

Text Translation: Refer BibIX
Tab Delimited
Reference Manager (RIS)

ISI-CE
Multi-Filter (Spedal)
EndMote generated XML

P Jovernies.

Use Connection File...

¢ In the window below select 1) the Web of Science Core Collection (TR) filter, then click the
Choose button. (Please note you will need the latest Web of Science Core Collection (TR) filter.)

EndNote How-To Book
October 6, 2015

Choose An Import Filter
Information Provider i
(FRSCON ERSCO
|
TEESCU) EESCU
Wilson App Sd Tech {OvidsP) QvidSP
Wilson Art Abs (OwvidSP) CvidSP
Wilson Art Index (OvidSP) QvidSP
Wilson Human Abs (OvidSFP) CividSP
Wilson Index Legal {OvidSF) CwidsP
Wilson Library Lit (OvidSF) CvidsP
Wilson Select {(OCLC) 0CLC
Wilson Soc Sc Abs (OvidSFP) CwidSP |:|
WilsonWeb Wilsan il
VALl Al i Waa) LTl Wl
Quick Search -

Choose

4 | ess Info:

File Mame: Web of Scdence Core Collection {TR).enf
Created: Friday, January 09, 2015, 12:55:23 PM
Modified: Monday, April 27, 2015, 1:05:31PM
Based On:
Category: Thomson Reuters
Comments: | RgWNLOADING INSTRUCTIONS -

1. Perform a WoS or DCI search as normal.
2, Select the desired articles by clickina the button to the ™

Showing 381 of 381 import filters,
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¢ If you think you might import duplicates of some of the references in your library, 1) choose Discard

Duplicates from the Duplicates drop-down list, then 2) click the Import button.

Import File -8 ]
Import File: Isauedrecs.txt Choose. ..
Import Option: Web of Sdence Core Collection (TR) -
Duplicates: [Il'th - ]

Import into Duplicates Library

#

Import All
Tex# Discard Duplicates

@

o The references will be imported into EndNote and appear in the Imported References group. The
PMID will appear in the Notes field as a number.

4.1.3 Importing the Web of Science File on Macintosh

e Toimport the file into EndNote, in EndNote select 1) File, then 2) Import.

M Groups

EndNote How-To Book
October 6, 2015

New
Open Libra #0

Open Shared Library... 430

Open Recent >
Close Library FEW
Save a Copy...
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3) select Other Filters from the drop-down Import Options menu.

In the window below, 1) select the folder the file was saved in, 2) select the downloaded file, and

]
ooo hd

] = [l

9 Doy

Favorites Name

E Recents
£ All My Files
¢ iCloud Drive

#2 Applications
] Desktop

Devices

Import Options:
Duplicates:

Text Translation:

(3 e

wnloads h o Q

~

Date M

» | | New Programs May 13
B savedrecs.txt 2 Today,

v PDF File or Folder
PDF Folder as a Group Set
EndNote Library
EndNote Import
Refer/BiblX
Tab Delimited
Reference Manager (RIS)

ISI-CE -

Cancel

Multi-Filter (Special)
EndNote Generated XML

Other Filters...

Use Connection File...

In the window below select 1) the Web of Science Core Collection (TR) filter, then click the

Choose button. (Please note you will need the latest Web of Science Core Collection (TR) filter.)

e0ce
Q
CQuick Search
Showing 377 of 377 filters.

Name

Union Lists (OCLC)

Urban Studies Abs (EBSCO)
Water Resources (EBSCO)

EMore Info

Web of Science Gore Collection (TR) Thomson Reuters

Wildlife Ecology Studies (EBSCO)

Choose A Filter

All Filters B

Find by Category

# Information Provider
OCLC
EBSCO
EBSCO

EBSCO

@) ———p x==m

EndNote How-To Book Copyrig
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e Ifyou think you might import duplicates of some of the references in your library, 1) choose Discard
Duplicates from the Duplicates drop-down list, then 2) click the Import button.

Favorites
E Recents
£ Al My Files
) iCloud Drive
42 Applications
] Desktop

Devices

Bl = [injii=Ti-

[ Downloads - Q,
Namea - Date M
» || New Programs May 1
B savedrecs.txt Today,

Import Options:

Web of Science Core Co]lectica o
Discard Duplicates ah

Mo Translation a

LW

Duplicates:

Text Translation:

o The references will be imported into EndNote and appear in the Imported References group. The
PMID will appear in the Notes field as a number.

4.2.1 Saving the Data from PubMed

Direct export from PubMed will allow importing of up to 200 records at a time, while saving a text file and
then importing from PubMed will allow you to import thousands of records at a time if you wish to do so,
and it will allow you to filter out duplicates during the import. The directions below use PubMed’s clipboard
feature, but records can also be exported directly from the search results screen. Directions for saving data
from PubMed are the same for Windows or Macintosh.

e Perform your search on PubMed’s web site.

e Mark the records you wish to import and 1) click the Send to: button, 2) choose Clipboard as the
destination, and 3) click the Add to Clipboard button. This will add the selected references on the
page to the clipboard. You can then go to the next page and select more references.

EndNote How-To Book
October 6, 2015

Choose Destination o
® ;ﬁa Clipboard

ec © E-mail
o0
) Citation manager

Send to:

(@ My Bibliography

Add & items. o
Add to Clipboard ]h
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o When finished selecting references, click the link showing the number of items in the Clipboard, to
the right of the Send to: button. This will take you to the Clipboard.

Sendto:v [ Elipboard:ﬁitemsh

¢ Inthe Clipboard, 1) click the Send to: button, 2) select File under Choose Destination, 3) select
MEDLINE as the Format, and 4) click the Create File button. Note that if you do not select the
MEDLINE format, the file will not import into EndNote correctly.

# Send to: oipb{)ard: B items

Choose Destination s

@ File ﬁnllectiuna .
© E-mail § Order
i) My Bibliog Citation manager I

Download 8 items.

Format

MEDLINE - h o :
Sort by

Most Recent -

ho

e If you see a window similar to the one below, save the file and make a note of where you saved it.
The default file name for files saved from PubMed is pubmed_result.txt. This is a plain text file
and can be emailed as an attachment.

Opening pubmed_result.tat @

You have chosen to open:

|| pubmed_result.txt

which is: Text Document
from: http://www.ncbi.nlm.nih.gov

What should Firefox do with this file?

(7} Openwith |Motepad (default) -

i@ ‘ Save File

[7] Do this autornatically for files like this from now on.

| ok || Ccancel
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4.2.2

e Toimport the file into EndNote, in EndNote select 1) File, 2) Import, then 3) File.

Importing the PubMed file on Windows

5 EndMote X7

Mew...

Open Library...

Open Recent
Close Library

Save

Save As..
Save a Copy...
Revert

Share...

Export...

h oools Window Help

Open Shared Library...

Import h

Ctrl+0Q
Ctrtl+Shift+Q

Ctrl+W

Ctrl+5

e In the window below, 1) click the Choose button and select the pubmed_result.txt file. You will
need to know where you saved the file. Then 2) select Other Filters from the drop-down list. Note

that after a filter has been used once, it will appear in the drop-down list in the future.

—-

Import File
Import Fie: Ipubmed_result.txt |
Imgort Oplion: EndMote Library

PDF
Duplicates: EndMote Library
EndMote Impaort
Text Translation: Refer/BibIX
Tab Delimited
Reference Manager (RIS) ]
ISI-CE

Multi-Filter (Special)
EndMote generated XML

Web of Sdence Core Collection (TR)
Use Connection File...
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e Inthe window below, 1) select the PubMed (NLM) filter, then 2) click the Choose button.

Choose An Import Filter

ReferBibIX

Reference Update (TR)
RefMan RIS

Refiorks Import

RILM {EESCCO)

RILM {(DCLC)

RIPM {OCLC)

Royal Geographic Socety
Russian Acad 5ci Bib (OCLC)

CmiCim e fCACY

Information Provider

PubMed (MLM) Mational Library of Medicne

Thomson Reuters
Generic
Refilorks

EBSCO

OCLC

OCLC

Library Catalogs
OCLC

CAC

[

Cluick Search -

# | ess Info:

File Mame: PubMed (MLM).enf

Based On:

Choose

Created: Wednesday, April 22, 2015, 10:25:56 AM
Modified: \Wednesday, February 25, 2015, 11:21:28 AM

Comments

Category:

Mational Library of Medicne

* |DOWNLOAD INSTRUCTIONS

1. Go to the PubMed website in your web browser, The

address iz htto:/Swww.ncbi.nlm.nih.aov/entrez,

Showing 381 of 381 import filters,

e Ifyou think you might import duplicates of some of the references in your library, 1) choose Discard
Duplicates from the Duplicates drop-down list, then 2) click the Import button.

Duplio

Tex

o

Import File
Import Fle: Ipubmed_result.txt
Import Option: PubMed (NLM)

Choose...

tall

Import into Duplicates Library

-

Import Al
Discard Duplicates

[ Import ] [ Cancel ]

e The references will be imported into EndNote and appear in the Imported References group. The
PMID will appear in the Accession Number field.
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4.2.3

Importing the PubMed File on Macintosh

e Toimport the file into EndNote, in EndNote select 1) File, then 2) Import.

m Groups

New

Open Librarn

FEO
Open Shared Library... 430
Open Recent >
Close Library EAN
Save a Copy...

¢ In the window below, 1) select the folder the file was saved in, 2) select the downloaded file, and

3) select Other Filters from the drop-down Import Options menu.

Favorites
£ Recents
£ All My Files
¢ iCloud Drive

/% Applications
-] Desktop

Devices

=i Nnanna'a Man mini

s Bomom =

[ Downloads h

Name

» [ New Programs

i pubmed_result.txt

v PDF File or Folder
PDF Folder as a Group Set
EndMNote Library
EndMote Import
Refer/BibIX
Tab Delimited
Reference Manager (RIS)
ISI-CE
Multi-Filter (Special)

e EndMote Generated XML
Other Filters...

Use Connection File...

Import Options:
Duplicates:

Text Translation:

Q

Cancel

-~ Date M

May 1
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(o]
CQuick

Name

QPAT

ElMere Info

Showing 377 of 377 filters.

PsycTESTS (OvidSP)
PSYMNDEXplus Lit AV (Ov OvidSP
PSYMNDEXplus Tests (Ovi OvidSP

PubMed Central (NLM)

Choose A Filter
All Filters

Find by Category

aearnch

~  Information Provider

OvidSP

Mational Library of Medicine
National Library of Medicine

Questel
@ —p =m

Duplicates from the Duplicates drop-down list, then 2) click the Import button.

In the window below select 1) the PubMed (NLM) filter, then 2) click the Choose button.

If you think you might import duplicates of some of the references in your library, 1) choose Discard

< iCloud Drive

72 Applications
[ Desktop

Devices

2Bm o =m- [ Downloads ¢ Q
Favorites Name ~  Date M
E Recents » [ New Programs May 1
B All My Files B pubmed_result.txt Today,

Import Options: PubMed (MLM)

Duplicates: Discard Duplicates

Text Translation: Mo Translation

PMID will appear in the Accession Number field as a number.
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EndNote lets you work on your desktop, online, or on an iPad. This chapter cannot cover everything
EndNote can do online, but it will show you how using plug-ins and capture features of EndNote online can
help you even if you prefer to work on the desktop.

Whether you are upgrading from EndNote basic (online only, with a limited feature set) and merging that
library with your desktop library, or creating an online library for the first time, you need to start by setting
up EndNote Sync to keep all your references and custom groups up to date on both the desktop and online.

5.1.1 Back Up the EndNote Desktop Library

First, you should make a complete backup copy of your desktop library by saving a compressed library.
Note that EndNote may ask if you want to make a backup when you begin syncing, but you can do it
manually in advance using the method below.

e Select Compressed Library from the File menu in EndNote. You should see a screen like the one
below. Leave the options as shown to save a complete copy of your library with all attachments.

Compressed Library {.enlx)
(®) Create (®) With File Attachments
{_) Create & E-mail () without File Attachments
(®) All References in Library: Sample_Library_X7.enl

() selected Reference(s)

() all References in Group/Group Set:  Avian Inteligence

ﬁ Cancel

e Click on the Next button to select a location to save the file. This will bring up a standard “save”
dialog window.

e Select the location and click the Save button. It may take some time to compress and save a large
library, so be patient.

¢ Note that although you cannot safely keep a working EndNote desktop library in cloud services
such as Dropbox, you can keep a compressed library in the cloud for backup purposes. See section
7.5 for more information.
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5.1.2 EndNote Sync

If you have not already synced your EndNote desktop and online library references, click the Sync
button to sync for the first time. (Note that you may be asked if you want to create a compressed

library as a backup if it is the first time the library has been synced on that computer.)

O

m™
Sync button for Windows: Sync button for Macintosh: ’LI

If you already have an EndNote online or basic account, use that account’s logon information, as
in the example shown below. If you do not have an EndNote online account, you can create one

by clicking the Sign Up button (circled below). Click the OK button to start the sync.

Using an EndMote account makes it easy to keep your EndMote library in sync.
more information

Create a new EndMote Account

If you don't have an EndMote account or aren't Sign Up
sure, then dick Sign Up.

EndMote Account Credentials

E-mail Address:

Password: [—

Forgot Password

[ Ok ] | Cancel |

EndMote Login @

During the first sync, all references in both the EndNote desktop and online libraries will be copied
to the other library, as well as all group information, but only custom groups will be displayed in
EndNote online. So there may be duplicates and some library clean-up necessary. After the first
sync, any change made in any synchronized library will be reflected in all synchronized copies of
the library. This means if you delete references in EndNote online or EndNote on the desktop,

those references will be deleted in both.
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e Group sets will not show online, but the information will be synced through online to a second
desktop computer, where they will show. Because they do not show online, you may wish to use
short prefixes before custom group names to ensure custom groups that belong together remain
together online, as shown in the example below.

s

My Library
[7] All References (98)
) Sync Status...
Unfiled (0
'ri Trash (o
= Avian Intelligence
Al: Corvids 19
ﬁ (19) M'jl' References
B3 AL Parrots (24
All My References (93)
aﬁwian Cognition (31 [Unfiled] (0}
@ Corvids & Parrots (6] Quick List (0)
- Traszh (0)
|55 Bat: Chiroptera I
Al Corvids (19)
Al Parrots (24)
aEchoIocation OR Sonar (7 Bat: Chiroptera (22}
; )
‘& Sonar (3) Bat: Echolocation (5)
Desktop Online

e Although it is possible to create an EndNote online account and not synchronize it to an EndNote
desktop library, syncing will allow you to easily keep the same set of references in both libraries.

e After syncing an EndNote library, you can begin sharing groups to collaborate with others. See
section 7.3 for more information on this.

5.2.1 From within Internet Explorer

¢ InInternet Explorer, on the EndNote online web site, select Download Installers from the Options
tab or the bottom of any EndNote online screen.
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e Select Download Windows with Internet Explorer plug-in under the Cite While You Write
section (circled below).

Cite While You Write™

Use the EndMote plug-in to insert references, and format citations
and bibliographies automatically while you write your papers in
Word. This plug-in also allows you to save online references to
your library in Internet Explorer for Windows.

U.S. Patent 8,082,241

See Installation Instructions and System Requirements,

Download Windows with Internet Explorer plug-in
INdows or mass program Installation

ownloa

Drownload Macintosh

¢ Click the Run button to begin the installation. Internet Explorer is still open.

Do you want to run or save EndNotePlugins.exe (21.3 ME) from download.endnote.com? q Run Save

-

Cancel

e You will see a message that the installer is searching for installed applications. This message may
remain for several minutes, so be patient.

#

ENDNOTE’

Plug-ins
for
Microsoft
Word &
Internet
Explorer

U.S Patent 8,082 241

EndMote Plug-Ins Installer

Welcome to the
EndNote Plug-Ins Installer

Searching far installed applications...

- O

Cancel
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e When the installer has recognized the presence of both Internet Explorer and Microsoft Word, this
message will appear. Click the Next button to continue.

* EndMaote Capture for Intemet E splarer

1 EndNote Plug-Ins Installer - =
m Plug-ins Welcome to the
I for EndNote Plug-Ins Installer
o Microsoft
Thiz installer will allow vou to install one or both af the

l;"q"rtard 81[ following plug-ing:

nierng
z Explﬂrer * Cite ‘whhile v'ou winite for Microzoft wiord

U5 Patent 8,082,241

q Cancel

e Enter your name and company, if you wish, then click the Next button.

Carmpar:

1 EndNote Plug-Ins Installer - O
m Plug-ins Registration Information
| for
. Please enter pour name and company below.
Microsoft Al fields are optional.
0 Word &
z Internet Narme:
Q Explorer |EndN aote Training

U5 Patent 8,082.241

# Cancel
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e You may change the destination folder the program will be installed in, if you wish, then click the
Next button.

1 EndNote Plug-Ins Installer - =

. (Awila-Flores a

st 200 of al
e with ab
o two suborder

Select Destination

The EndMate Plug-lns installer wall install the files in the
following folder:

Drestination Faolder
C:MProgram Files [#86]5EndMote Plug-lnsh Browse, .

SEARCH, INSERT,
AND INSTANTLY
FORMAT
CITATIONS

with

Cite While
You Write™

# Cancel

e Because you are using EndNote on both the desktop and online, you do not need the EndNote
online Cite While You Write files. They are already contained in EndNote. From the drop-down Cite
While You Write for Microsoft Word menu, select Entire feature will be unavailable. Then click
the Next button.

B EndNote Plug-Ins Installer - =

iAvila<Flores a
e 200 of al
dwide with ab

iy into two suborder
T urers Select Features

P g Capture Flugin far Intermet Explorer
f— E:[illzﬂehﬁhﬂehfﬂuENMEfDrMhﬂﬂﬁﬂﬂ%ﬁﬂm

=) Will be installed on local hard drive.

=18 Entire feature will be installed on local hard drive.

Entire feature will be unavailable.

CLIP REFERENCES
FROM ANY
WEB PAGE

with

EndNote
Capture

q Cancel
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e Click the Next button on the Ready to Install the Application screen below.

1 EndNote Plug-Ins Installer = &

{Avila-Florea a

& 201 of al
ie with ab
divided into two guborder

al. 2008 Ready to Install the Application

- ) . .
@ Click Mest to start updating pour spstem or Cancel to exit,

CLIP REFERENCES
FROM ANY
WEE PAGE

with

EndNote
Capture

q Cancel

o When theinstallation has completed, click the Finish button. You can now begin using the EndNote
plug-in in Internet Explorer.

1 EndNote Plug-Ins Installer - O

m Plug-ins Endiote Plug-Ins has been successfully
| for installed.

Microsoft
o Word & _ - —_ .

Click the Finish button to exit this installation.

z Internet
Q Explorer

U5 Patent 8,082.241

el it
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5.2.2 Installing from the Downloaded .msi File

If you need to install the plug-in on several computers, use the .msi installer.

e Select Download Windows MSI for mass program installation.

Cite While You Write™

Use the EndMote plug-in to insert references, and format citations
and bibliographies automatically while you write your papers in
Word. This plug-in also allows you to save online references to
your library in Internet Explorer for Windows.

U.S. Patent 8,082,241

See Installation Instructions and System Requirements.

Download Windows MSI for mass program installation
+* Download Macintosh

e Click the Save button and save it in a location you will remember.
Do you want to run or save EndNotePlugins.exe (21.3 MB) frorm download.endnote.com? q Save - Cancel

¢ Navigate to the location you saved the file and double-click the downloaded .msi file to begin the
installation. You will see much the same buttons as above. Select the same options as above to

finish the installation.

5.3.1 Windows and Macintosh

The screenshots below are from Windows, but the same commands apply to Macintosh.

e In Firefox, on the EndNote online web site, select Download Installers from the Options tab or
the bottom of any EndNote online screen.

e Select Download Windows/Macintosh under Firefox Extension.

Firefox Extension

Use the EndMote toolbar in Firefox to save online references
directly into your library.

See Installation Instructions and System Requirements.

® Download Windows/Macintosh
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e When you see the message asking if you want to allow the installation, click Allow.

* Firefox prevented this site (www.myendnoteweb.com)

from asking you to install seftware on your computer,

#| Allow | ¥ |

¢ When the warning below is received, click Install Now.

Software Installation “

Install add-ons only from authors whom you trust.

Malicious software can damage your computer or violate your privacy.

You have asked to install the following tem:

t EndNote Capture (Author not verified)

http/fwwwmyendnoteweb. com/Download/endnoteweb xpi

q Install Mow Cancel

e You will be prompted to restart Firefox to complete the installation.

e After you have installed the EndNote online extension for Firefox, you will need to set the extension
options/preferences to direct search results to EndNote desktop or online. You can find instructions
for setting these in section 2.4.2 for Windows and section 2.4.3 for Macintosh.

Using direct export online works just as it does on the desktop, except that you are directing the references
to your online library. So the steps shown in this booklet in the sections Direct Export from Thomson Reuters
Web of Science or Direct Export from PubMed apply here, as well.

Capture is not the same thing as direct export, and can work differently for different web sites and
databases. For some sites it may only allow you to capture a single record, while for other sites a set of
records. Below are examples of differences you might see with different browsers and different databases
for multiple records. You may find that it is better to use Internet Explorer or Firefox with the full plug-in for
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some databases, such as Google Scholar. The results shown below could also change by the time you
read this, as we are constantly working on improving this feature.

Please remember that the examples given below are only a few of the online sources Capture can be used
with.

5.5.1 Installing the Capture Bookmarklet
5.5.1.1 Google Chrome and Safari

The steps to install the Capture bookmarklet are the same for Google Chrome on both Windows and
Macintosh, as well as Safari on Macintosh.

e Click the Download Installers link on the Options tab or the bottom of any EndNote online screen.

Web of Science™ ResearcheriD

My References Options

Password E-mail Address Profile Informat Download Installers Account Information

e Locate the Capture Reference bookmarklet on the screen and drag it to the bookmarks bar
(Chrome) or favorites bar (Safari).

Download Installers

Capture: Capture Reference

e A Capture Reference button will appear on the bookmarks bar (Chrome) or favorites bar (Safari).

1-: x / i EndMote b

vww.myendnoteweb.com/EndMNote\Wel

i Web of Science | | | Capture Reference |

5.5.1.2 Safari on iPad

If you are synchronizing bookmarks between your Mac desktop and iPad and you have installed the
Capture bookmarklet on your desktop computer, you should see a Capture Reference button appear on
the favorites bar in Safari on the iPad. In general, it will work as it does on the desktop, but we have seen
problems using it with sites that require scrolling.

5.5.2 Capture a Page of References from Google Scholar

e Begin by logging into your EndNote online account, then go to the Google Scholar site.
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In the Google Scholar settings, set the Bibliography manager to Show links to import citations
into EndNote, as shown below, then click the Save button. This will be necessary for any browser.

Bibliography manager

® Show links to import citations into EndMeote % .

-

To retain settings, you must turn on cookies

Perform your search in Google Scholar, then click the Capture button on the EndNote toolbar for
Internet Explorer or Firefox, or the Capture Reference bookmarklet button in other browsers.
Below are examples of the results you should see.

5.5.2.1 Results for Capture in Internet Explorer or Firefox
e When the capture is finished you should see a message that the references have been imported
into your Unfiled group. You can continue capturing references one page at a time.
5.5.2.2 Results for Capture References Bookmarklet in Google Chrome
e The bookmarklet in Chrome will not be able to import the page of references. We suggest using
Internet Explorer or Firefox for Google Scholar.
5.5.3 Capture a Set of References from PubMed
e Perform your search in PubMed, then click the Capture button on the EndNote toolbar for Internet
Explorer or Firefox, or the Capture Reference bookmarklet button in other browsers. Below are
the results you should see.
5.5.3.1 Results for Capture Button in Internet Explorer or Firefox
e When the capture is finished you should see a message that multiple references have been
imported into your Unfiled group. You can continue capturing references one page at a time.
(Please note that in these browsers you could also use direct export to export up to 200 references
at a time to either your online or desktop library.)
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5.5.3.2 Results for Capture Bookmarklet in Google Chrome on Windows

e When you see the screen below, select my.endnote.com to import the page of references to your
EndNote online library or EndNote to import the references to your EndNote desktop library, then

click the Capture button.
Go to EndMote Close[x

Capture New References

IT::: 2 m'g,r.endncte.cnml EndMote

Groups: Al Corvids
Al: Parrots
Bat: Chiroptera
Bat: Echolocation
Choc: Dark Chocolate
Mew Group

Portugués Espafiol

o
Hi
.

View in o 80 i English Deutsch

e Ifyou selected my.endnote.com, you can also select the group to add the reference to or you can
create a new group for the references.

e |If you selected EndNote, Chrome will download the references as shown below.

Go to EndMote Closalx

20 references were captured successfully.
Please wait while your request is processed.

Download If the "Download" process does not start automatically, click

"Download"
View in kg b English Deutsch i BE=M Portugués Espanol
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e When you see the screen above, look in the status bar at the bottom of the screen, where you can
select the option to Open the file.

CaptureToDesktop.ris

i

Always open files of this type

Show in folder

e At this point you can follow the direct export instructions found in section 2.3.4.
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5.6 CAPTURING A SINGLE REFERENCE

e The Capture button can also be used to capture information from web sites such as YouTube,
Amazon.com, online newspapers, etc. When looking at a newspaper article, video in YouTube,
book information in Amazon.com, or similar web sites, click the Capture button to capture the
information on the site. You will see an editable record such as the one below, showing the data

EndNote was able to capture.

Go to EndNote

Closa[x]

Capture New Reference

my.endnote.com

* EndMote

Bibliographic Fields | Optional Fields

Groups:

Bibliographic Fields:

Reference Type:
Author:

Add or remove
At least one of the fields must be filled out.

Journal Article v

David Perlman, Chronicle Science Editor

Use format Last Mame, First name. Enter each name on a new
line.

Title:

Moon strikes found significant water

Year: |2o09

Groups: Al: Corvids

Al Parrots

Bat: Chiroptera

Bat: Echolocation
Choc: Dark Chocolate

MNew Group

Back to top

Save To

my.endnote.com |* EndMote

View in ko ik English Deutsch K BEZM Portugués Espaniol
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e Select the option to save it to my.endnote.com to save it to your online library, with the option to
save it to an existing group or create a new group, or select EndNote to save it to your desktop

library.

Go to EndMote

Groups:

Bibliogra

Capture New Reference

my.endnote.com "® EndMote

phic Fields:

Reference Type:

Author:

Title:

Year:
Journal:
Publisher:
Volume:
Issue:
Fages:
Start Page:

Epub Date:

Bibliographic Fields | Optional Fields

Add or remove

At least one of the fields must be filled out.

Journal Article

v

Equation

Figure

Film or Broadcast
Government Document
Grant

Hearing

Interview

Journal Article

Legal Rule or Regulation
Magazine Article
Manuscript

Map

Music

Online Databasze

Online Multimedia
Famphlet

Patent

Personal Communication
Podcast

Fs

-

nce Editor
name. Enter each name on a new

water

Closa(x]

e Edit the reference to add missing information or change the reference type, then click the Save to

button to save the record.
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EndNote’s Cite While You Write (CWYW) lets you look up references, insert them in your document, format
your bibliography, and edit your citations to include page numbers or other text, all from within your word-
processing document. Below are instructions for using Cite While You Write with Microsoft Word.

6.1.1 Installing the Cite While You Write Tools

When you install EndNote it will automatically install files into a common program folder, allowing EndNote
and Word to communicate and enabling Cite While You Write (CWYW). In Word 2007, 2010, or 2013 you
will see a tab on the ribbon, similar to that shown below. (Note: It is best to close all other programs before
installing EndNote, most especially Word and Outlook. When installing Word and EndNote on a new
computer, always install Word first to enable EndNote to find it and be able to install the Cite While You
Write tools.)

EndMote X7
i@\ Go to EndMote Style: |Annotated - . Categorize References - 4] Export to EndMote -
T;rt ZF Edit & Manage Citation(s) 53 Update Citations and Bibliography 22| Instant Formatting is On ~ gE'PrEference:
Cita';inn' §.fEdit Library Reference(s) 2 Convert Citations and Bibliography = ? Help
Citations Bibliography ] Tools

Below is information on using the Cite While You Write tools that you will need on a day-to-day basis.

6.1.2 Adding Citations to a Document Using Insert Citation

e Click the magnifying glass in the top half of the Insert Citation button on the EndNote tab in Word
to open the Find & Insert My References window.

o

Insert
Citation =
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¢ Inthe Find & Insert My References window that appears, enter your search terms and click the
Find button, or press the Enter/Return key, to bring up a set of references that contain those
search terms. The terms can be anywhere in the EndNote record, but all the terms must be present
in the same record.

EndMNote X7 Find & Insert My References
I bird grey parrot vl Find h
>

Author Year Title *
Pepperberg 2011 Avian cognition and social interaction: Fifty years of advances

Pepperberg 2006 Cognitive and communicative abilities of grey parrots

Pepperberg 2001 In search of King Solomon's ring: Cognitive and communicative studies of grey parrots (Psittacus erithacus)
Pepperberg 2012 Symbolic communication in the grey parrot

Peron 2011 Cooperative oroblem solvina in African arev parrots (Psittacus erithacus) N
£ >
Reference Type:  Journal Article ~
Record Number: 2313
Author: Pepperberg, 1. M.
Year:

Title: Avian cognition and social interaction: Fifty years of advances

Journal: Interaction Studies

Veolume: 12

Issue: 2

Pages: 195-207

Type of Article: Editorial Material

Alternate Journak Interact. Stud.

ISSh: 1572-0373

DOI: 10.1075/is.12.2.01pep hd

Inset | w Cancel Help

Library: Sample_Library_X7.enl 8 items in list

e Next, select (highlight) the reference(s) you want to insert. When you select a single reference, you
will see the details for that reference in the bottom part of the window, but details can be shown for
only a single reference. However, you can select multiple references for insertion by holding down
the Control key and clicking on them, then selecting your insertion options from the Insert list.

EndNote X7 Find & Insert My References
bird grey parrot W Find
>

Author Year Title "

Pepperberg 2011 Avian cognition and sodal interaction: Fifty years of advances

Pepperberg 2008 Cognitive and communicative abilities of grey parrots

Pepperberg 2001 In search of King Solomon's ring: Cognitive and communicative studies of grey parrots {Psittacus erithacus)

Pepperberg 2012 Symbalic communication in the grey parrot %

Peron 2011 Cooperative problem solving in African grey parrots (Psittacus erithacus) W

< >

Reference Type: Book Section -~

Record Number: 2336

Author: Pepperberg, Irene M.

Year: 2012

Title: Symbolic communication in the grey parrot

Editor: Vonk, Jennifer

Shackelford, Todd K.

Book Title: The Oxford Handbook of Comparative Eveolutionary Psychology

Place Published: Mew York

Publisher: Oxford University Press

Pages: 297-319

Chapter: 16

Series Editor: Mathan, Peter E. w

Cancel Help

Library: Sample_Library_X7.enl q‘ o=
Insert & Display as: Author (Year)
Insert & Exclude Author
Insert & Exclude Year
Insert in Bibliegraphy Only
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6.1.3

6.1.4

Your references will be inserted in the document and instantly formatted.

Adding Citations to a Document Using Insert Selected Citations

To select the citations you will insert in the document, return to EndNote by clicking the Go to
EndNote button.

Goto EndMote

In EndNote, select (highlight) the references you want to insert. You have two choices for how you
insert them in the document.

o You can insert them in the document from EndNote using the first button of the set shown
below, Insert Citation. (Note this is a different command than the Insert Citation button
within Word, being the equivalent of the Insert Selected Citation(s) command in Word.)
This will insert the references wherever your cursor is located in Word.

= ]

o If you would like to check if your cursor is in the correct location and then insert the
references from within Word, in EndNote click on the third button shown in the set below,
Return to Word Processor.

| >

o If you returned to Word to insert the selected citations, click the bottom part of the Insert
Citation button, then select Insert Selected Citation(s) from the drop-down list.

2

Insert
Citation =

@  Insert Selected Citation(s)

Your references will be inserted in the document and instantly formatted.

Selecting the EndNote Style for Your Citations and Bibliography

You can select your preferred style from the drop-down style list as shown below, or select the
Select Another Style option to see the list of EndNote styles available on your computer. (Note
that a typical installation of EndNote only installs a list of popular styles. You can perform a custom
installation of EndNote to install more styles or download them from the EndNote web site.)

Style: |Annotated <
=4 Up Select Another Style...

g} g Annotated
APA 6th
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o If you would like more control over the formatting of the citations and bibliography, such as the
ability to change the line spacing or set hyperlinking options between the citations and bibliography,
click the small arrow in the bottom right corner of the Bibliography group to open the

Configure Bibliography window.

Style: |APA 6th

= Update Citations and Biblicgraphy
M Convert Citations and Bibliography =

Bibliography P

- - Categorize References -

23 Instant Formatting is On =

N

e The two tabsin the Configure Bibliography window provide options for changing the style, adding,
removing, or formatting hyperlinks between citations and their matches in the bibliography, adding
a centered title above the bibliography, changing the font used for the bibliography, and more.
Select your options, then click the OK button to make your changes. Changing these options using
Word commands would not effect permanent changes; you must use the Configure Bibliography

command to permanently change options such as font or line spacing in the bibliography.

EndNote X7 Configure Bibliography

Format Bibliography | Layout

Format document: | CWYW.docx

With output style: | APA 6th b4
Temporary citation delimiters

Left: | { Right: | }

[ Link in-text citations to references in the bibliography

Underline linked in-text citations

Cancel

Help

L

Browse...

EndNote X7 Configure Bibliography
Format Bibliography | Layout
Font: Size:
Arial v 10 v
Bibliography title:
References Text Format...
Start with bibliography number: | 1
First line indent: | 0.000 in Line spadng: | Single Y]
Hanging indent: | 0,500 in Space after: | None ]
Mone
ol
1.5 Lines
CancgDouble

6.1.5 Editing Citations in the Document

If you try to edit citations in a document by simply typing the page numbers into a citation or removing an
author’s name from a citation, the change will only be temporary and will disappear with the next update of
the bibliography. Worse than that, you risk corrupting the citation codes, which would prevent EndNote from
updating them and could cause other problems in your document. The only safe way to make changes to
the citations is using the Edit & Manage Citations command.

e Click on the citation you want to change, then click the Edit & Manage Citations button.

In

= Edit & Manage Citation(s)
Citation = 5/" Edit Library Reference(s)

Go to EndMote

Citations
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¢ In the Edit & Manage Citations window there are two tabs in the lower part of the window. The
first tab, Edit Citation (shown below), contains fields where you can add prefix or suffix text to a
citation, as well as page numbers for those styles that require them. There is also a drop-down
Formatting list that provides options to put the author’'s name outside of the parentheses, exclude
an author’'s name, exclude the year, or show the reference only in the bibliography. (Note: If you
are using a style where page numbers entered in the Pages field do not show, enter page numbers

in the Suffix field, which will always show.)

EndNote X7 Edit & Manage Citations

r

Citation Count  Library
{Laudato, 2010; Pepperberg, 1999)
B Laudato, 2010 #2334 1
+ Pepperberg, 1999 #2298 1

Sample_Library_X7
Sample_Library_X7

L Bird, 2009 #2318 1
44 vonBayern, 2009 #2315 1
+ Holzhaider, 2011 #2314 1

Sample_Library_X7
Sample_Library_X7
Sample_Library_X7

Edit Reference |«

Edit Reference |+
{Bird & Emery, 2009; Holzhaider et al., 2011; von Bayern, Heathcote, Rutz, & Kacelnik, 2009)

Edit Reference | w
Edit Reference | w
Edit Reference | w

Edit Citation | Reference

Formatting: | Default ¥
Prefix:
Suffix:
Pages:

Totals: 2 Citation Groups, 5 Citations, 5 References

Cancel

Help

e The second tab, Reference, shows the details for the selected (highlighted) reference in the top

half of the window.

EndNote X7 Edit & Manage Citations

=

Citation Count  Library
{Laudato, 2010; Pepperberg, 1999)
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Edit Reference |+

Edit Reference | w

B Laudato, 2010 #2334 1

4+ Pepperberg, 1999 #2298 1
(Bird & Emery, 200%; Holzhaider et al., 2011; von Bayern, Heathcote, Rutz, & Kacelnik, 2009)

4 Bird, 2009 #2318 1 Edit Reference |

4 4 Holzhaider, 2011 #2314 1 Edit Reference |+

4+ von Bayern, 2009 #2316 1 Edit Reference |«

Sample_Library_X7
Sample_Library_X7

Sample_Library_X7
Sample_Library_X7
Sample_Library_X7

Edit Citation | Reference

Reference Type: Online Multimedia rs
Record Number: 2334

Created By: Laudato, Anthony

Year: 2010

Title: Bird grooves to the beat

Series Editor:  Small, David

Series Title: CBS Sunday Morning

Distributor: CBS

Date Accessed: March 15, 2013

Tools -

Totals: 2 Citation Groups, 5 Citations, 5 References
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e Along with being able to add text to citations, you can also use the Edit Reference drop-down list
for each reference to add new citations to the grouped citation with the Insert Citation command,
or safely remove citations from a grouped citation with the Remove Citations command. This is
the safest way to remove citations from a document because it safely removes all of the hidden
coding. If the coding is not completely removed, it can result in a corrupted citation.

EndNote X7 Edit & Manage Citations

>

Citation Count  Library

(Laudato, 2010; Pepperberg, 1999)

B Laudato, 2010 #2334 {Edit Reference.
Pepperberg, 1999 #2298 1 Sample_Library_X7 Edit Library Reference
(Bird & Emery, 2009; Holzhaider et al., 2011; von Bayern, Heathcote, Rutz, & Kacelnik, 20 Find Reference Updates...
Bird, 2009 #2318 1 Sample_Library_%7 Remove Citation
Holzhaider, 2011 #2314 1 Sample_Library_X7 Insert Citation
von Bayern, 2009 #2316 1 Sample_Library_%7

Update from My Library...

Edit Citation | Reference

Reference Type: Online Multimedia -
Record Number: 2334

Created By: Laudato, Anthony

Year: 2010

Title: Bird grooves to the beat
Series Editor:  Small, David

Series Title: CB5 Sunday Morning

Distributor: CBS
Date Accessed: March 15, 2013

Tools W Cancel Help

Totals; 2 Citation Groups, 5 Citations, 5 References

6.2.1 Installing the Cite While You Write Tools

When you install EndNote it will automatically install files allowing EndNote and Word to communicate and
enabling Cite While You Write (CWYW). In Word 2008 or 2011 you will see an EndNote menu under the
Word Tools menu and an EndNote toolbar like the one below. (Note: It is best to close all other programs
before installing EndNote, most especially Word and Outlook. When installing Word and EndNote on a new
computer, always install Word first to enable EndNote to find it and be able to install the Cite While You
Write tools. Also note that Word 2011’s Visual Basic must be installed to use Cite While You Write.)

Z, Q citatiunsv§ APA Bth = [EE Biliography v Tools v

If you installed Word after installing EndNote, you can run the Customizer to install the Cite While You Write
tools by selecting Customizer from the EndNote menu.

Please note that floating toolbars in Word can be closed and reopened. If you have closed the toolbar and
want to see it again, select View=>Toolbars in Word, then select the EndNote toolbar.

Below is information on using the Cite While You Write tools that you will need on a day-to-day basis.
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6.2.2 Adding Citations to a Document Using Insert Citation

e Click the Find & Insert My References button (the magnifying glass button) on the EndNote
toolbar in Word to open the Find & Insert My References window.

Z, Qh APA, 6th ™ E Bibliographyv§ Tools *

¢ Inthe Find & Insert My References window that appears, enter your search terms and press the
Enter/Return key on your keyboard to bring up a set of references that contain those search terms.
The terms can be anywhere in the EndNote record, but all the terms must be present in the same

record.

Find Citation: O, grey parrot (%]
Author ~ Year Title

Pepperberg 20086 Grey parrot (Psittacus erithacus) nu...
Pepperberg 1999 The Alex studies: Cognitive and co...
Pepperberg 2009 Alex & me: How a scientist and a p...
Pepperberg 201 Avian cognition and social interacti...
Pepperberg 20086 Cognitive and communicative abiliti. ..
Pepperberg 2004 Cognitive and communicative capa...
Pepperberg 1999 Rethinking syntax: A commentary o...
Pennerhern 2001 In search of Kina Solomon's rina: C...
Reference Type: Journal Article

Record Number: 2284

Author: Pepperberg, |. M.

Year: 2006

Title: Crey parrot (Psittacus erithacus) numerical abilities:

Addition and further experiments on a zero-like concept

Journal: Journal of Comparative Psychology

Volume: 120

Issue: 1

Pages: 1-11

Date: Feb

Type of Article: Article

Alternate Journal: ). Comp. Psychol.

? Cancel Insert |+
Library: Sample_Library_X7.enl 14 iterns in list
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e Next, select (highlight) the reference(s) you want to insert. When you select a single reference, you
will see the details for that reference in the bottom part of the window, but details can be shown for
only a single reference. However, you can select multiple references for insertion by holding down
the Command key and clicking on them, then selecting your insertion options from the Insert list.

@ EndNote X7 Find & Insert My References

Find Citation: = C. grey parrot Q
Author - Year Title

Pepperberg 2006 Grey parrot (Psittacus erithacus) nu...
Pepperberg 1999 The Alex studies: Cognitive and co...
Pepperberg 2009 Alex & me: How a scientist and a p...
Pepperberg 2011 Avian cognition and social interacti...
Pepperberg 2006 Cognitive and communicative abiliti...
Pepperberg 2004 Cognitive and communicative capa...
Pepperberg 1999 Rethinking syntax: A commentary o...
Pennerbera 2001 In search of Kinao Solomon's rina: G

Reference Type: Journal Article

Record Number: 2284

Author: Pepperberg, |. M.

Year: 2006

Title: CGrey parrot (Psittacus erithacus) numerical abilities:
Addition and further experiments on a zero-like concept
Journal: Journal of Comparative Psychology

Volume: 120

Issue: 1

Pages: 1-11

Date: Feb

Type of Article: Article

Alternate Journal: J. Comp. Psychol.

Insert

Inzert & Display as: Author (Year)
Insert & Exclude Author

Insert & Exclude Year

Inzert in Bibliography Only

—

Library: Sample_Library_X7.enl

e Your references will be inserted in the document and instantly formatted.

6.2.3 Adding Citations to a Document Using Insert Selected Citations

e To select the citations you will insert in the document, return to EndNote by clicking the Go to
EndNote button.

APA Bth | Ef, Bibliography - Tools

¢ In EndNote, select (highlight) the references you want to insert. You have two choices for how you
insert them in the document.

o You can insert them in the document from EndNote using the first button of the set shown
below, Insert Citation. This will insert the references wherever your cursor is located in
Word.

1) ity

o If you would like to check if your cursor is in the correct location and then insert the
references from within Word, in EndNote click on the third button shown in the set below,
Return to Word Processor.

i Vi,
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o If you returned to Word to insert the selected citations, click the Citations button, then
select Insert Selected Citation(s) from the drop-down list.

8 Q Citatinns'é APA Bth HE Bibnographw; Tools =

Edit & Manage Citation(s)...

Insert Citation(s)...

Insert Selected Citation(s)

e Your references will be inserted in the document and instantly formatted.

6.2.4 Selecting the EndNote Style for Your Citations and Bibliography

e To select the style for your citations and bibliography, select your preferred style from the drop-
down style list as shown below, or select the Select Another Style option to see the list of EndNote
styles available on your computer. (Note that a typical installation of EndNote only installs a list of
popular styles. After installation, select Customizer from the EndNote menu to install more styles
or download them from the EndNote web site.)

L Q citationsv | APABth B E siliography v Tools *

Select Another Style...
Annctated

~ APA Bth
Author-Date

Chicago 16th Author-Date

o If you would like more control over the formatting of the citations and bibliography, such as the
ability to change the line spacing or set hyperlinking options between the citations and bibliography,
select Configure Bibliography from the drop-down Bibliography list.

& Q, citations Chicago 16th Author-Date [« [E |Bibliography * Tools ¥
Update Citations and Bibliography
Configure Bibliography...
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e Thetwo tabsinthe Configure Bibliography window provide options for changing the style, adding,
removing, or formatting hyperlinks between citations and their matches in the bibliography, adding
a centered title above the bibliography, changing the font used for the bibliography, and more.
Select your options, then click the OK button to make your changes. Changing these options using
Word commands would not effect permanent changes; you must use the Configure Bibliography
command to permanently change options such as font or line spacing in the bibliography. (Note:
Because simply clicking on a hyperlink in a Word for Macintosh document will activate the link, it is
best not to turn on hyperlinking between citations and bibliography until you are finished working
with the document.)

EndNote X7 Cenfigure Bibliography EndNote X7 Configure Bibliography
y Layout Format Bibliography m
Font: | Calibri B s 1 [~ |
Format document: = EndMNote Example.docx d
With output style: Chicage 16th Author-Date a Browse... Bibliography title:
References
Temperary citation delimiters Text Format...
Left: |{ Right: }
Start with bibliography number: 1
Link in-text citations to references in the bibliography
First line indent: | 0.000 in Line spacing: = Single a
Hanging indent:  0.500 in Space after: | None a
? Cancel | (e ? Cancel | (L

6.2.5 Editing Citations in the Document

If you try to edit citations in a document by simply typing the page numbers into a citation or removing an
author’s name from a citation, the change will only be temporary and will disappear with the next update of
the bibliography. Worse than that, you risk corrupting the citation codes, which would prevent EndNote from
updating them and could cause other problems in your document. The only safe way to make changes to
the citations is using the Edit & Manage Citations command.

e Click on the citation you want to change, then click the Citations button and select Edit & Manage
Citations.

f_', : Q |Citatinns 1|r| Chicago 16th Author-Date hd E Bibliography * : Tools r

Edit & Manage Citation(s)...
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¢ In the Edit & Manage Citations window there are two tabs in the lower part of the window. The
first tab, Edit Citation (shown below), contains fields where you can add prefix or suffix text to a
citation, as well as page numbers for those styles that require them. There is also a drop-down
Format list that provides options to put the author's name outside of the parentheses, exclude an
author’s name, exclude the year, or show the reference only in the bibliography. (Note: If you are
using a style where page numbers entered in the Pages field do not show, enter page numbers in
the Suffix field, which will also show.)

Q EndNote X7 Edit & Manage Citations
Citation ~ Count Library
¥ (Laudato 2010, Pepperberg 1999)
| ©© Laudato, 2010 #2334 1 Sample_Library X7 |
* Pepperberg, 1999 #2298 1 Sample_Library_X7 3
¥ (Bird and Emery 2009, Holzhaider et al. 2011, von Bayern et al. 2008)
4+ Bird, 2009 #2318 1 Sample_Library_X7 =
# % Holzhaider, 2011 #2314 1 Sample_Library_X7 o
+ % von Bayern, 2009 #2316 1 Sample_Library X7 &~
WEIEEETY Reference
Format: | Default E
Prefix:
Suffix:
Pages:
ONG A cancel | (SCTSN
Totals: 2 Citation Groups, 5 Citations, 5 References

e The second tab, Reference, shows the details for the selected (highlighted) reference in the top
half of the window.

Q EndNote X7 Edit & Manage Citations
Citation ~ Count Library
¥ (Laudato 2010, Pepperberg 1999)
| ©© Laudato, 2010 #2334 1 Sample_Library X7 |
* Pepperberg, 1999 #2298 1 Sample_Library_X7 3
¥ (Bird and Emery 2008, Holzhaider et al. 2011, von Bayern &t al. 2009)
4 '+ Bird, 2009 #2318 1 Sample_Library_X7 5
# 't Holzhaider, 2011 #2314 1 Sample_Library X7 L
+ % von Bayern, 2009 #2316 1 Sample_Library X7 &~
Edit Citation [JECLIEEN

Reference Type: Online Multimedia
Record Number: 2334

Created By: Laudato, Anthony
Year: 2010

Title: Bird grooves to the beat
Series Editor: Small, David

Series Title: CBS Sunday Morning
Distributor: CBS

Date Accessed: March 15, 2013
Type of Work: Online Video

N cancel | (NN

Totals: 2 Citation Groups, 5 Citations, 5 References

EndNote How-To Book Copyright © Thomson Reuters 2015 Page 88 of 115
October 6, 2015



e Along with being able to add text to citations, you can also use the drop-down list at the right of
each reference to add new citations to a grouped citation with the Insert Citation command, or
safely remove citations from a grouped citation with the Remove Citations command. This is the
safest way to remove citations from a document because it safely removes all of the hidden coding.

If the coding is not completely removed, it can result in a corrupted citation.

Edit Citation st it

Reference Type: Online Multimedia
Record Mumber: 2334

Created By: Laudato, Anthony
Year: 2010

Title: Bird grooves to the beat
Series Editor: Small, David

Series Title: CBS Sunday Morning
Distributor: CBS

Date Accessed: March 15, 2013
Type of Work: Online Video

2 % Cancel | (ICISN

Totals: 2 Citation Groups, 5 Citations, 5 References

[ ] EndNote X7 Edit & Manage Citations
Citation ~ Count Library
¥ (Laudate 2010, Pepperiberg 1999)
© © Laudato, 2010 #2334 1 Sample_Library_X7 (X
+ % Pepperberg, 1999 #2298 1 Sample_Library X7 Edit Library Reference
¥ (Bird and Emery 2009, Holzhaider et al. 2011, von Bayern et al. 2009)
. Insert Citation
# * Bird, 2009 #2318 1 Sample_Library_X7 Update From My Library...
# [t Holzhaider, 2011 #2314 1 Sample_Library_X7 X2 -
+/* von Bayern, 2009 #2316 1 Sample_Library_X7 L
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An EndNote library is not a single file. It is a set of files, many of them frequently updated as you work, and
these files must be updated in a strict sequence by EndNote to avoid corruption of the library. This can
cause difficulties when sharing libraries because only EndNote can properly control the sequence for
updating and saving of data in the library, and outside synchronization or file management services can
actually damage EndNote libraries. This section covers some of the methods to avoid, and then talks about
safer methods of sharing references or complete libraries.

7.1.1 EndNote Libraries on “Cloud” Services

Never store an EndNote working library on any cloud service for sharing, or even just for your own use on
multiple computers. This will eventually lead to library corruption because of the way the cloud services
synchronize files over the Internet. Such unusable cloud services would include, but are not limited to—

e Amazon Cloud
e Box

e Dropbox

e Google Drive

e SharePoint

e OneDrive

e SugarSync

Also, never store a working library on a flash drive.

The reason these methods are inadvisable is that when you are working in EndNote, it is saving data to
multiple files, and the data must be saved in a set sequence, as described above. When cloud services
transfer that data, they may change the sequence of file saves. This eventually leads to library corruption.
The library may appear to be fine for days, weeks, or even months, but will eventually be corrupted.

7.1.2 EndNote Libraries on Network Servers

EndNote libraries with read-write access should not be stored on network drives. We have seen corruption
problems with libraries on network drives as well as general performance issues. Ideally, the library should
be kept on the owner’s computer. If you must keep a library with read-write access on a network drive, we

suggest you make frequent backups of the library using the File=®»Compressed Library command for
libraries smaller than 5G or the File=®» Save A Copy command for larger libraries.

7.1.3 Sending the .enl File for a Library When Sharing a Library

Every EndNote library is made up of two parts: the .enl file and the .data folder, as seen below.
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[ [ = | CA\Users\Public\Documents\EndMNote\Examples - B
“ Home Share View '0'
f - -
= o & Moveto v X Delete ~ e B
=l |E| =Y =l
Copy e F Copyto~ [=fRename Mew Properties Select
) o folder < <
:(—:l - 4 , < EndMote » Examples v O Search Ex... 2@
[] Mame Date modified Type Size ™
. Sample_Library_X7.Data 40372015 519 FM File folder
. Sample_Library_X7.enl 4/18/2015 10:40 AM EndMote Library v
£
9 items 1 itemn selected State: 73. Shared

It may be helpful to think of the .enl file as just the interface file for working with the contents of the .data
folder, where all the real data is kept. When you open a .enl file, EndNote searches for the matching .data
folder and refreshes the screen with the latest information in a sort of “snapshot.” If the .data folder is
removed, EndNote will create a new one with data to match the last “snapshot” because it must have a
.data folder to work. However, that new .data folder would not contain any of the attachments, group
structure, or term lists from the original library; it would contain only the reference data. If you send
somebody the .enl file only, they will receive only a portion of the library.

So how can you share EndNote references safely?

The EndNote X7.2 update introduced two much-requested features to EndNote:
1. Unlimited attachment space in EndNote online.

2. Full library sharing for up to fifteen people, including the library owner.

7.2.1 Unlimited Attachment Space in EndNote Online

In the past, EndNote X6/X7 users were limited to 5 gigabytes of attachment space in EndNote online. For
EndNote X7 users, that limit has now been removed. As in EndNote on the desktop, an unlimited number
of files of any type can be synchronized to and stored in EndNote online — PDFs, Word documents,
PowerPoint presentations, even audio or video files — and through EndNote online those attachments can
sync with up to three computers per user (for a single-user license of EndNote, site licenses may have
restrictions on outside installations of the software).

Please note that EndNote basic users will still be limited to 2 gigabytes of attachment space.

7.2.2 Full Library Sharing

7.2.2.1 The Basics

In the past, there was no way for users to share simultaneous access to a complete EndNote library with

full read-write permissions and attachments. Full libraries could be shared on a network server with read-
only access for simultaneous use, but only the owner could make changes, or groups could be shared
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through EndNote online, but without attachment sharing. Plus, to share a group online required the sharer
to know the email address for the “sharee’s”* EndNote online account. Users of EndNote X7.2 or later can
share their entire library, with simultaneous read-write access to all references and attachments, with up to
fourteen other EndNote X7.2 (or later) users. The basic requirements and information for sharing are—

7.2.2.2

All users must be using EndNote X7.2 or later.

All users must sync their EndNote desktop and online libraries. The sharing process works through
EndNote Sync.

A library owner can sync only one EndNote library, so only one library can be shared with others
or synced to the owner’s other computers or iPad. We suggest users have one library for all their
writing and sync that library.

Although a library owner can only share with up to fourteen other EndNote users, an unlimited
number of libraries can be shared with a sharee. For example, if an administrative assistant worked
with 30 faculty members, all 30 faculty members would be able to share their full libraries with the
administrative assistant.

Because the entire library is synced to all recipients, with attachments, the library will take up as
much space on the recipient’'s computer as it does on the owner’s computer and can be used off-
line. However, the library can only be accessed through the File=»Open Shared Library command
in EndNote.

The sharee will have full access to the library, this means they can add, change, or delete
references and attachments. We suggest the owner make frequent backups of their library using
the File=»Compressed Library command.

How to Share a Library

If you have not already synced your EndNote desktop and online libraries, click the Sync button to
sync for the first time. (Note that you may be asked if you want to create a compressed library as
a backup if it is the first time the library has been synced on that computer. We strongly suggest
making a backup before the first sync. See section 5.1 for more details on syncing an EndNote
library for the first time.)

O

™
Sync button for Windows: Sync button for Macintosh: ’_‘-’_I

In your synced library, click the Share Library button.

L L8
Share Library button for Windows:

1.147
Share Library button for Macintosh: \ = |

1 The word “sharee” will be used throughout this section to designate the person a library is shared with.
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o Enter the email address of the person you want to invite to the shared library, then click the Invite
button. The email address does not need to be the one the invitee/sharee uses for their EndNote
online account. (Note: excess space has been removed from the image to better fit on page.)

You are sharing your library with 0 people out of a possible 14.
Share with Status

Invite More People

Enter email addresses separated by commas

endnote.training@outlook.com

Add a message: (optional)
Here's my library on climate change and wildlife habitats]

| Close |

e The invitee’s name will be added to the list at the top of the dialog with a Pending status to show
they have not yet accepted the invitation. If you want to send a reminder of the invitation or remove
them from the list, you can do that at any time.

You are sharing your library with 1 people out of a possible 14.
Share with Status
endnote.training@outlook.com
Remowve
1
Invite More People
Enter email addresses separated by commas
Add a message: (optional)
Invite
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e The invitee will receive an email similar to the one shown below, inviting them to the shared library.
They must click the Accept button to accept the invitation.

Invitation to share an EndNote library X

noreply@endnote.com (noreply@endnote.com] Add to contacts 3:58 PIM Actions v
To: endnotetraining@outlook.com »

THOMSON REUTERS

m

EndNote Anywhere (EndNote.Anywhere@Outlook.com) would like to share an EndNote library with you. By accepting
this invitation, you will be able to access all of the references, PDFs, file attachments, and notes in this shared library
from your own EndMote X7 desktop application. To accept this invitation and access EndMote Anywhere's library, you
must have the latest version of EndMote X7 (EndNote X7.2) installed.

EndNote Anywhere has left you this message:

Here’s my library on climate change and wildlife habitats.

e Theinvitee will be directed to the page below, where they must logon to the EndNote online account
they sync through. If they do not have an EndNote online account, they can create one here.

e
@ EndNote - Thomsen Reuters - Mozilla Firefox =- |||
File Edit View History Bookmarks Tools Help

% | 4% EndMote - Thomson Reuters * +
si//account.endnoteweb-ga.isinet.com/ enwservices/invitation/#,

bec3ee Cc .' a. r ﬁ B ¥+ @

"1 AGoogle © Web of Science | EndNete Compare ] Geegle Scholar | | JIRA-RS { | FDO | | EndNete ¥7.2 Online ...

"} Windows Live __ SFDC { | WebEx | | Yahoo! Maps |

To accept this invitation, sign in using the same credentials you use when accessing EndNote online or syncing your desktop
library, or create a new account. To access this shared library, you must have EndNote X7.2 installed.

Sign In Create an Account B

Email First Name *

endnote training@outlook.com

Password Last Name *

Forgot your EndNote password?

Password *

Confirm Password *
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e The invitee will receive a notification that they are ready to access the shared library. There will be
additional information on this page. Remember they must be using EndNote X7.2 or later in order
to access the shared library.

g You're ready to access this shared library!

Updating to X7.2

Now, go to the desktop to make sure you're on the latest version. To check:

m .
m S
Windows Mac

1. Click on Help > About 1. Click on the EndNote X7 menu dropdown.
2. Click on Program Updates or download the 2. Click on Check for Updates or download the
installer. installer.

e To open a library that has been shared with you in EndNote, select File=»Open Shared Library.
[ File| Edit References Groups Tools Window He

New...
Open Library... Ctrl+0
Open Shared Library... Ctrtl+Shift+0

|

e You will see a list of all the libraries that have been shared with you. Remember that although you
can only share one library with up to fourteen other people, an unlimited number of libraries can be
shared with you. Select the shared library you want to open and click the Open button.

Select a Shared Library

-
Owner

EndMNote. Anywhere @0utiook. com

[ Open ][ Cancel
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e The library will open, looking much like any other EndNote library. Note, however, that the name of
the library will show the EndNote online account name of the owner and the Share Library button
will be unavailable. You cannot share a library that you do not own with others, only the owner of a

library can share it.

EndMote Anywhere@Outlook.com E@
& i~ =9 = | : »
@& f' MNumbered = E [+] ‘Q ‘ )‘ '!;5 3’ ‘ ¥ >/ | e 8= 0 | Quick Search L2 -
| My Library ’ | » & Author ‘ Year Title “  Reference | P v | B ALt g =
M Al References (595) | I Aissi, M.; Ouam... 2014  Modelling predicted spen TE
€ Sync Stetus ® Alagador, D.; Cer.. 2014  Shifting protected areas: Beieenceliped Journal Article - o -
X 5] Albert, A.J.; Kel... 2014 Secondary succession in s Rating 3
= Unfiled 0
e © =] Alvarez-Martine... 2014  Influence of land use and
i Trash L2 Anderson, K. D.;... 2014  Variation in size-frequenc Author
=~ CLIMATE CHANGE-HABITAT - Andrew, MLE,; . 2014 Protected areas in boreal x?;ew'm:
Apollonio, 5.; Sar... 2014 T | and Spatial ulder, M. A,
B9 All Climate Chang... (595) | pofionio. 3. sar emporal and Spatial Dyn Cardille, . &
. -] Aravjo, C.V. M.;... 2014 Preference and avoidance s
AAquaticHabitat — (194) |, pene DG;Ki. 2013  Potentialimpactsofcim: || Year
'@ Avian Habitat @) [ & Arias M.E;Coch.. 2014  Modelling future changes || 2014
'@ Climate Change (343) | @ Arias, M. E; Coch... 2014  Impacts of hydropower ai Title
¢ . - . S Protected areas in boreal Canada: a baseline and considerations for
B g ) @ Armlta.gej H.F;— 2014 The. relative lmporltance( the continued development of a representative and effective reserve
eNot Grouped a4y | @ Aswani, 5.; Laver.. 2014  Indigenous People’s Dete network
« T . b Issue b
Showing 595 of 595 references, IE‘ Layout =

e The nexttime the owner of the library looks at the list of people she has shared the library with, she
will see you named as a Member of the group sharing the library instead of as Pending.

You are sharing your !ibrqwﬂwjgh‘l_n&ergp_l_e‘gl‘{t of a possible 14.
'! Share with Status |
“ endnote training Member v
Invite More People
Enter email addresses separated by commas
Add a message: (optional)
Invite
| Close |

If you do not want to share attachments, need to share references with people using older versions of
EndNote or EndNote basic, need to control other users’ access rights, or need to share with more than
fourteen others, you can share groups through EndNote online.

With this method of sharing references, the owner of the references puts them in a shared EndNote online
group. The owner of the references controls access to them, so one user could be given read-write access
while another could be limited to read-only access. This method allows a large number of users to be given
access to the same set of references for collaborative work. At the same time, if groups are created for
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specific projects, it can also allow the owner to limit shared access to only the references for a project
instead of the entire library.

EndNote online data is kept on secure Thomson Reuters servers. These servers are kept in locked rooms,
with strictly limited employee access, and use SSL encryption for data security.

Please note the following restrictions.

e This method allows sharing of the EndNote desktop/online record data, but does not allow sharing
of attachments, even within your own organization. However, you can share links to documents
stored online. So, if you have a copy of a document in a SharePoint or DropBox folder, you can
share a link to the external copy of the document using the URL field.

e Groups can only be shared with other EndNote online or basic users, and you will need to know
the email addresses used as account names by such users to share references with them.

Note: Screenshots below show Windows examples, but the features will work the same way on Macintosh.

7.3.1 Creating an EndNote Online Library

Please see section 5 for information on setting up your EndNote online library if you have not done so
already.

7.3.2 Share Your Group in EndNote Online

e Select Manage My Groups on the Organize tab in EndNote online to see a screen like that below.

My References Organize Match [HE Options

Manage My Groups Others® Groups Find Duplicates Manage Attachments

Manage My Groups

Number of
My Groups+ References Share

IL’-AI: Corvids 19 Rename Delete
AL Parrots 24 [ Manage Sharing Rename Delete
Bat: Chiroptera 22 [ Rename Delete

Bat: Echolocation 6 [ Rename Delete

[

[

Choc: Dark Chocolate 39 Manage Sharing Rename Delete
SuU: sushi in General 152 Manage Sharing Rename Delete

e Mark the Share box for the group you want to share, as shown above. You will see an icon with
two people appear to the left of any shared group.

e Click the Manage Sharing button for your shared group to begin sharing it with others.
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e Click the Start sharing this group link.

My References Collect Organize

Manage My Groups Others® Groups Find Dug

Manage Sharing for "Al: Corvids'

0 E-mail Addresses

IStart sharing this group. I

e You will see the Window below.

X
Add E-mail Addresses to 'Al: Corvids'

Enter e-mail addresses. Use the Enter or Return key to separate
addresses.

IEndNDtE Training@Examples.com I

- OR -

Select a text file with e-mail addresses separated by commas.
Browse_. | No file selected.

(0 Read only ® Read & Write

MNote: Attachments are not shared, regardless of access
privileges.

Close window.

e Add the email address(es) for those you want to share the group with, with each email address on
a separate line. These must be the email address they are using for their own EndNote online/basic
account. You cannot share a group with somebody who is not using EndNote online/basic.

e Select the access rights you want to give this person.

o Read only access will allow them to view your references, copy your references into their
own EndNote online library, or use your references in Microsoft Word, but it will not allow
them to edit your references.

o Read & Write access will allow them to view your references, copy your references into
their own EndNote online library, or use your references in Microsoft Word, and it will also
allow them to edit your references, add new references, and delete your references.
Changes made to your references by others with Read & Write access will also be
synchronized back to your EndNote desktop library if you are synchronizing your libraries.
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e Click on the Apply button to save the options, then the Close window link.

e You should now see something like the screen below, showing who you have shared the group
with and what level of access you have given them. You can change the level of access or stop
sharing the group with them at any time.

Manage Sharing for "Al: Corvids'
1 E-mail Address

E-mail Address ¢ Read only Read & Write
EndMote. Anywhere@examples.com O O Edit Delete

MNote: Attachments are not shared, regardless of access privileges.

7.3.3 What the User You Shared Your Group with Will See

e The user you shared your group with will see your group show up under a Groups Shared by Others
heading in their EndNote online library. The icon of two people with a pencil you see below will only
show when they have been given Read & Write access to the group.

RMy References
All My References (278)
[Unfiled] (0}
Quick List (0)
Trash (0)
¥ My Groups
Echolocation (273)

Groups Shared by Others
Al: Corvids (19) A8

o |f the user the group was shared with selects Others’ Groups from their Organize tab, they will
see the screen below. Here they can see the EndNote online account owner of the group and can
set if the group will be shown on the My References tab or used in Microsoft Word with Cite While

You Write.
My References Collect Organize Format Match B=a Options Connects=
Manage My Groups Others' Groups Find Duplicates Manage Attachments

Others' Groups

Use for . Number of
Access | Show Cite While You Write Groups Others Share with Me References Owner
o ] AI: Corvids 19 EndNote.Training@Examples.com

o Note that groups and references that others share with you are not actually part of your library and
will not sync to your EndNote library on the desktop.
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If your group needs to share access to attachments as well as reference data, but for some reason cannot
use EndNote Sync, needs to share attachments with more than fourteen others, or is using a version of
EndNote previous to EndNote X7, another option is to put a read-only copy of the library on a network drive.
The library will need to be read-only because only one person at a time can access an EndNote library with
read-write access, while an unlimited number of people can access a read-only library at the same time.
This means one person should be in charge of the master library, and keep it on their own computer, then
periodically put a read-only copy of the library on the network drive.

Your network administrator can set up folders on network drives with security settings to allow only one
person to add files while everybody else has read-only access. If you can enlist your network administrator’s
help, this is best. Please note that you should not put a read-write copy of a library on a network drive for
two reasons—

1. Only one person at a time would be able to use the library.
2. Unless the server is in the same building as everybody who might be making changes, there is a
risk of corrupting the library.

e When you open a read-only library, you will see a screen like the one below. Click the OK button
to open the library. You will be able to use the library with Cite While You Write, search it, print from

it, and do anything except change it.
EndNote

f ~ \ Thefile "Sample_Library_X7.enl" is locked or is on a locked velume. No
@ changes will be saved.

e The suggested “best method” for putting your read-only copy on the network drive is to first make
a compressed library with all records and all attachments on your hard drive, then copy that file to
the network location and open it there. It will uncompress to create the .enl file and .data folder
necessary to work in the library.

If you are unable to use the methods described above, you could instead send a compressed library through
email, burn it to disk, or put it on a flash drive or on a shared cloud service. This method allows you to
control exactly which groups of references are included, and whether or not attachments are included.

The disadvantage of this method is that users are not working with the same copy of the library. Each
person would have their own copy of the library and changes to references could be made in each copy
differently.
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e With the EndNote library you want to compress open in EndNote, select Compressed Library
from the File menu. You should then see the screen below, which you saw earlier in this chapter,
but because you are not making a complete backup copy this time you can limit the references to
only those you want to send.

Compressed Library (.enlx)
(@) Create (®) with File Attachments
(_) Create &E-mail () Without File Attachments
(®) All References in Library: Sample_Library_X7.enl

() selected Reference(s)

(") All References in Group/Group Set:  Sushi

e Select the Create option to create a compressed library you can save on your computer and then
attach to an email. The Create & E-mail option will work with most MAPI-compliant email programs,
but may not work with all email programs. It will not work with web email programs such as Gmail.

e Select the With File Attachments option to include all attachments for the references you are
sending, not just the PDFs. Select Without File Attachments to make the file smaller and to
remove PDFs and other attachments.

e The bottom part of the window gives you options on which references will be included in the
compressed file.

o All References in Library would include all of the references in your library. This option is
also an excellent way to create backup copies of your libraries. Please note that you may
be unable to attach very large libraries with attachments to emails or even put them on
disks because of operating system limitations on the size of zipped/compressed files.

o Selected Reference(s) will include only the references you have highlighted (selected) in
the library.

o All References in Group/Group Set will allow you to include only the references in a
specific group or group set.

EndNote How-To Book Copyright © Thomson Reuters 2015 Page 101 of 115
October 6, 2015



e Click the Next button to see the screen below, where you can choose where the compressed library
will be saved and rename it, if desired. In the example below the date has been added to the library
name to help identify it later. Please note, again, that a compressed library can be saved to an
OneDrive folder, as in this example, but it cannot be opened and safely worked with in an
OneDrive folder. The library would need to be moved out of OneDrive to be able to open it and
work with it safely. See section 7.1.1 for more information on the dangers of keeping a working
library in cloud storage folders such as OneDrive.

[EN] Save Compressed Library {.enlx)
:(-:I - 1T b Onelrive » OneDrive Docs » Miscellaneous v & Search Miscellaneous 2
LA S ample_Librany X7 04-24-15.enlx] W
Save as type: | EndMote Compressed Library (*.enlx) v

* Browse Folders Save Cancel

e Click the Save button to save your compressed library. Please note that a large library with many
attachments may take a long time to compress. The compressed library will have a .enlx extension.

e The compressed library can now be attached to an email, burned to disk, or put on a network or
cloud drive for distribution.

o When the recipient wants to use the library, they will need to place it on their computer in its working
location, then select Open=>Open Library from the File menu in EndNote and select the
compressed library file as the file they wish to open. When the file uncompresses it will become a
.enl file and .data folder just as it was on the original user’'s computer.

7.6.1 Using the Traveling Library to Create Bibliographies in Shared Documents

If you need only to create a Word document with references from multiple libraries, and do not need to
share the actual data in the library or attachments, you can use the traveling library. This feature is only
available in Microsoft Word.

Whenever you insert an EndNote citation in a Word document, you are inserting a copy of the bibliographic
data for that citation in the field code for the citation. That data becomes part of the paper, and when an
EndNote-using colleague works on that paper, they don’t need a copy of your library because all of your
citation data is embedded in the paper’s traveling library.

e Here’s an example of a simple citation and bibliography entry from a sample Word document.

Text.(Pepperberg, 2011)

Pepperberg, |. M. (2011). Avian cognition and social interaction: Fifty years of advances. Interaction
Studies, 12(2),195-207.doi: 10.1075/is.12.2.01pep
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o However, that citation came from EndNote, so it has the data seen below “traveling” in the citation
and able to be used by any EndNote user editing the paper. This data is usually invisible to the
reader, but accessible to EndNote.

Text.{ ADDIN EN.CITE
<EndNote><Cite><Author>Pepperberg<fAuthor><Year>2011<fYear><RecNum>2313</RecNum:> <Displa
yText>{Pepperberg, 2011)</DisplayText> <record><rec-number>2313<frec-number> <foreign-keys> <key
app="EN" db-id="50wxdpzd9vd5r7e9t5b595djrfpttrxwIavp"
timestamp="1363371157">2313<fkey><fforeign-keys><ref-type name="Journal Article">17</ref-
type><contributors><authors><author>Pepperberg, |. M.<fauthor>< fauthors> <fcontributors> <auth-
address:[Pepperberg, Irene M.] Harvard Univ, Dept Psychol, Cambridge, MA 02138 USA. [Pepperberg,
Irene ] Brandeis Univ, Waltham, MA 02254 USA.&HxD;Pepperberg, IM (reprint author), Harvard Univ,
Dept Psychol, William James Hall,33 Kirkland St, Cambridge, MA 02138

USA &#xD;impepper@media.mit.edu</fauth-address><titles><title>Avian cognition and social
intaraction: Fifty years of advances</title><sacondary-title> Interaction Studies</secondary-title><alt-
title> Interact. Stud.</falt-title> < ftitles> <periodical> <full-title> Interaction Studies</ffull-title><abbr-
1>Interact. Stud.</fabbr-1><abbr-2>Interact Stud</abbr-2> </periodical><alt-periodical>=< full-

title> Interaction Studies</full-title> <abbr-1> Interact. Stud.<fabbr-1><abbr-2>InteractStud</abbr-
2><falt-periodical><pages>195-

207<fpages> <volume>12<fvolume><number>2</number> <keywords><keyword>avian
cognition</keyword><keyword>avian social learning</keyword><keyword>avian observational
learning</keyword><keyword>avian communication</keyword><keyword>parrots psittacus-
erithacus<fkeyword> <keyword>white-crowned sparrow</keyword><keyword=african grey
parrot</keyword><keyword>song development< fkeyword> <keyword>videotaped

instruction< fkeyword:><keyword=intelligence< fkeyword><keyword>budgerigars< fkeyword> < keyword=>i
nformation=</keyword:><keyword:> context</keyword:> <keyword>pigeon< /keyword= < /keywords> <dates
=<year>2011</year></dates><isbn>1572-0373</isbn> <accession-
num:>Wio0Ss:000295010300001 < faccession-num > <work-type>Editorial Material< fwork-

type:<urls> <furls><electronic-resource-num=10.1075/is.12.2.01pep=/electronic-resource-
num:<frecord:> <;’Cite><;’EndN0te>h-

Pepperberg, I. M. (2011). Avian cognition and social interaction: Fifty years of advances. Inferaction
Studies, 12(2),195-207.doi: 10.1075fis.12.2.01pep

e Below is the same reference, but reformatted with the Vancouver style instead of the APA. That's
not anything special for EndNote. However, this citation and bibliography were formatted with no
libraries open in EndNote! That means the only information EndNote had to work with was the data
available in the traveling library.

Text.(1]|

1. Pepperberg IM. Avian cognition and social interaction: Fifty years of advances. Interact Stud.
2011;12(2):195-207.
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e This means you can send a copy of your paper to a colleague using EndNote, and they do not
need a copy of your library. They can add citations from their own EndNote library, and EndNote
will merge your citations and theirs together to create a single bibliography.

7.6.2 Exporting the Traveling Library

Data in a traveling library can be extracted and put in your own EndNote library.

e Onthe Cite While You Write tab in Word for Windows, click Export to EndNote in the Tools group,
then select Export Traveling Library from the drop-down list. On Macintosh, select Export
Traveling Library from the Tools drop-down list on the floating EndNote toolbar.

Edit Library Reference(s)

Convert to Unformatted Citations
Convert to Plain Text

| Export Traveling Library...

Cite While You Write Preferences...
*]| Export Traweling Library Help
Windows Macintosh

EndMote X7

= Exportto EndMote =

e Select the EndNote library to import the references to, or create a new library. EndNote will filter
out duplicate references that came from the library you select.

Export Traveling Library Export Traveling Library
Export Library to: Export Library to:
é (®) An existing EndMote library: » (s) An existing EndNote library:
Sample_Library X7 v [Browse.. | Sample_Library_X7 3| | Browse...
) () A new EndNote library
[._) A new EndMote library
Cancel Help ( ':" | |  Cancel | l 0K J
Windows Macintosh
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o For large documents with many references, it may take some time for all the references to be
exported, so be patient. EndNote will show a confirmation message when the export is complete,

as shown below.

EndMote X7

o Export complete.

oK

= X Export complete.
L !!

-

OK

Windows

Macintosh

e Inthe Word document, use the Update Citations and Bibliography command to update the citations
in the paper from the new records in the open EndNote library.

|Eiblingraph'|.r "| Tools ~

= Update Citations and Bibliography

Update Citations and Bibliography

Windows

Macintosh

The method of collaboration you decide to use will depend on your situation, but hopefully this overview will

help you decide which method is best for you.
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52 |52 | §so | B
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202, | 222 | 252 | 22§

gec | Se¢ | 882 | SEs
Features Nsh n<o Nno no3d
Can share all references and groups in library Y N Y Y
Can share attachments Y N Y Y
All members of sharing community can edit them Y \& N Y?
All changes automatically available to all members of the sharing community Y Y N3 N
Maximum number of members in sharing community 15 NA* NA* NA%
Library owner can set read-write or read-only access rights for other members of the community N Y N N
Shared library resides on customer’s server N N Y NA
Shared library resides on Thomson Reuters EndNote online server Y Y N NA
All members of the community working with the same set of references Y Y N N

L If owner has given read-write permission.

2 Everyone would have separate copies of the library and could only edit their own copy.

3 Changes to the library could only be made by the owner. Others in the sharing community would only see changes after the owner uploads them
to the copy on the server.

4 No set limit
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8 USING THE LABEL FIELD AS A CUSTOM IDENTIFICATION NUMBER

The EndNote record number is not a permanent identification number and can change when using EndNote
Sync, if a record is copied into a new library, or even if a record is cut and then pasted back into the same
library. If you prefer an unchanging field to identify a record in both your library and for Cite While You Write,
consider using the Label field in EndNote.

In your original library, you can copy the record number to the Label field for selected references. It is best
to assign all Label field numbers in the same copy of the library, to be sure the number will always be
unique. Remember that the new Label number may not match the record number in all copies of the library.

8.1 SET THE LABEL FIELD TO SHOW IN THE LIBRARY DISPLAY

Setting the Label field to show in the library display will allow you to easily see which records do not have
text in the Label field, to avoid copying the record number for a record that already has data in that field.

e Open the EndNote preferences by selecting Edit, then Preferences on Windows or EndNote X7,
then Preferences on Macintosh. (Note, below this point directions that are the same on both
Windows and Macintosh will show only the Windows illustration.)

Windows

- G File | Edit H

Ctrl+Z

Undo

Cut

Ctrl+ X

Connection Files

dr
pmmncs.uﬁ

¥

Macintosh

About EndMote X7.4

Preferences...
Customizer...

e Click Display Fields at the left, then select the Label field from the drop-down list for the column
you want to assign to the Label field. In this example column 1 is selected.

EndM

I Display Fields ‘
.. Display Fonts

.. Duplicates
... Find Full Text
.. Folder Locations

.. Formatting

- Libraries

.. PDF Handling

- Read / Unread

.. Reference Types

- Sorting

- Spell Check

- Sync

- Temporary Citations
= Term Lists

ote Preferences

Change Caze

Fields to display in the library window

Position

Field

Column 1:

Read/Unread Status

Column 2:

Column 3:

Column 4:

Column 5:

Column &:

Column 7:

Column 8:

Criginal Publication
Reprint Edition
Reviewed em
Custom 1

Custom 2

Custom 3

Custom 4

Custom 5

Custom &

Custom 7

Custom 8
Accession Number
Call Number

Label

Keywords

Abstract

ding

T

x
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e For my example | have chosen to show both the Label field and the Record Number field, so that |
can easily compare the two in my library display. Note that | have also edited the heading for the
Record Number field to shorten “Record Number” to “Record #,” to reduce the column width
necessary to show the heading. Click the OK button to close and save the changes on Windows.
On Macintosh, click the Save button, then close the window.

Windows
EndMote Preferences X
- Ch C
. - ESE Fields to display in the library window
B Display Fields
. Display Fonts Position Field Heading
- Duplicates Column 1: | Label ~ | |Label
- Find Full Text W
 Folder Locations Column 2: | Recond Number ~ | |Reco
- Formatting Column 3: | Author ~ | |Author
- Libraries
- PDF Handling Column 4: | Year ~ | |Year
EndMote Defaults Revert Panel ﬁ

Macintosh
o EndNote™ Preferences
Change Case
Display Fields Fields to display in the Library window:
Display Fonts Position Field Heading
D-UDHCB'LES Column 1: Label ﬁ Label
Find Full Text
Eolder Locations Column 2: Record Number ﬁ Record #
Forma_ttmg Column 3: Author ﬁ Author
el Display all authors in the Author Tield.
EndMNote Defaults Revert Panel ﬁ E
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e You should now see a screen showing the Label field, as in the example below. This will allow you
to easily select records that do not have a number assigned to the Label field.

@ EndMote X7 - [Sample_Library_X7.enl] — O e
@ File Edit References Groups Tools Window Help - 8 %
i B £ . 3
T 2 EQf 2€|@ | DD QE|@ wusen s
I My Library | *~ |l Label Record # Author Year Title Rating ~
M All References 62 2009 Leaf-nosed bat * %
€ Sync Status... 2354 2014 Eurcpeans give dark chocolate healthy status
) Unfiled © 2373 AbAAtest 2004 The sweet science: dark chocolate may be good f...
X e 2362 Akyol, A; Dasgin,.. 2014 beta-Glucan and dark chocolate: a randomized c...
ﬁTrash 0 20 Allen, Glover M. 2004 Bats: biclogy, behavior, and folklore
= Avian Intelligence 2350 Allgrove, J.; Farrel.. 2011 Regular dark chocolate consumption's reduction...
aA\rian Cognition @1 2360 Almo?sawl_ S.._' Fy.. 2010 Th.e eﬁ".ect.of polyphenol-rl.ch dark chocolate 0|:1
) 68 AnChiu, C; Xian, .. 2008 Flying in silence: Echolocating bats cease vocalizi..
vila-Flores, R.; ... cological, taxonomic, an siological correlat...
@ Corvids (19 7 Avila-Flores, R 2004 Ecological ic, and physiological correl
@ Corvids & Parrots (®) 76 Bat Conservation ... 2008 Bat Conservation International
B3 Parrots (24) 74 Binfield, Peter 2008 At PLoS OME we're batty about bats
2318 Bird, C. D.; Emery.. 2009 Insightful problem solving and creative tool mod... ¢
=) Bats cE Dvimblan: © 4 Wallon 2nnn -y | MU SR N A P St &7
= Chirantera (rZ) Ml S 24
Showing 97 of 97 references. lE‘ Layout -

8.2 MAKE A BACKUP OF THE LIBRARY

If you make a mistake while copying the record number to the Label field, there is no way no undo the
change, so make a backup copy of the library before starting this process. See section 5.1.1 for
instructions on creating a backup.

8.3 COPYING THE RECORD NUMBER TO THE LABEL FIELD

e Select all the records for which you intend to copy the record number to the Label field, then select
Show Selected References from the References menu. EndNote will apply the change to all
references showing in the list, so you need to limit the references showing to those you want to

change.
@ EndNote X7 - [Sample_Library_X7.enl] — O *
[EN] References  Groups Tools Window  Hel - 8 x
=+ P! P
- »
Mew Reference Ctrl+N . | ﬁ ( ) | @ ‘ ! 'v' + e 3&'— 9 | Quick Search R
Edit References Ctrl+E "
Move References to Trash Crl+D Search | search Whale Library “ | [[IMatch Case [ ]Match Words
GoTow. Cule : ~
ol e |Auﬂ’mr v||ComB|n5 v‘ I |Z| v
Copy References To >
Bl e (o) Label Record # Author Year Title Rating QX
(W] 2009
RiEHachnagk: > 368 2014 e e dark chocolate healthy status
PDF Viewer 4 3 A 2004 e s\ science: dark chocelate may be good f...
Find Full Text > (31) 358 Ay sgin,.. 2014 & lucan and dark chocolate: a randomized c...
Find Reference Updates... (19) a0 Alle ver M. 2004 Bats: biology, behavior, and folklore
URL N (6) A el... 2011 Regular dark chocolate consumption's reduction...
T 5 (24) 2010 The effect of pelyphenol-rich dark chocolate on .
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e Select Change/Move/Copy Fields from the Tools menu.

E@_ EndMote X7 - [Sample_Library_X7.enl]

G File  Edit q Tools

Search Library... Ctrl+F
Spell Check Ctrl+Y
Cite While You Write [CWYW] ¥

Online Search...

Format Paper ¥

Change/Move/Copy Fields..h

e In the Change/Move/Copy Fields window, select 1) the Move/Copy Fields tab, 2) Copy Field,
3) Record Number as the field to copy from, 4) Label as the field to copy to. You will have options
to insert the record number after or before existing text in the Label field, or to replace all text
currently in the field, so if you have existing text in the field it is possible to keep it and append the
record number. Click 5) the OK button to apply your choices.

Change/Move/Copy Fields

Change Fields Move/Copy Fields ‘

(") Move Field
(®) Copy Field ‘
From: | Record Number ‘ v

To:

Label ~
(®) Insert After Field's Text Don't Move Empty Fields
(") Insert Before Field's Text
(") Replace Entire Field

==

Help

x

o EndNote will report the number of references the change will apply to and which fields will be
affected, and ask for a confirmation. If the message shows the correct information, click the OK
button. (Reminder: There is no Undo command if you make a mistake, so backup the library
before continuing, if you have not already done so.)
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Copy the "Record Number” field te the end of the "Label” field?
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Cancel
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e When finished with the changes, EndNote will report the number of references changed. Click the
OK button to close the window.

EndMote o

| . Made 97 changes in 97 references.

e[ ]

e The library now shows the same number for the record number and in the Label field for this library
on the orgininal computer.

0 EndMote X7 - [Sample_Library_X7.enl] - o x
G0 File Edit References Groups Tools Window Help - 8x
w0 G| TEQF 1€ @ [ HEH O® @ s p- 7
| My Library |~ | Label Record Author Year  Title Rating ~

M All References 2009 Leaf-nosed bat
€9 Sync Status... 2014 Eurcpeans give dark chocolate healthy status
S Unfiled o 2004 The sweet science: dark chocolate may be good f...
. nie 2014 beta-Glucan and dark chocolate: a randomized c...
ﬁTrash @ 2004 Bats: biclogy, behavior, and folklore
- Avian Intelligence 2011 Regular dark chocolate consumption's reduction...
aA\rian Tty @1 2010 Th? eﬁ_ect_of polyphenol-li_ch dark chocolate 0|:|
2008 Flying in silence: Echolocating bats cease vocalizi...
5 Corvids (19) - . . - .
2004 Ecological, taxonomic, and physiological correlat...
@ Corvids & Parrots (6) Bat Conserval . 2008 Bat Conservation International
i Parrots (24) Binfield, Peter 2008 At PLoS ONE we're batty about bats
Bird, C. D.; Emery... 2009 Insightful preblem solving and creative tool mod...
i Chirontera o v < ke

Showing 97 of 97 references.

IE‘ Layout =

e However, when that library is synced to a second computer, the record number is no longer the
same as the contents of the Label field. The label number will remain constant even though the
record number changes, and can now be used as an unchanging tracking number and in Cite While

You Write.
[ ION = My EndNate Library.enl
4 = & E‘?'_-,- | | New Reference T UTERS” Q »»
Add a new reference to the selected group.
My Library ~ Author ~ Year Title
62 79 2009 Leat-nosed bat
E Al Rolnces @@ 2354 16 2014 Europeans give dark chocolate healthy status
*@ Sync Status... 2373 35 AAAALES! 2004 The sweet science: dark chocolate may be goo
[0 unfiled 2362 24 Akyol, A.; Dasgin, H.; Ayaz, A... 2014 beta-Glucan and dark chocolate: a randomizec
W Trash B0 95 Allen, Glover M. 2004 Bats: biology, behavior, and folklore
2350 12 Allgrove, J.: Farrell, E.; Gleeso... 2011 Regular dark chocolate consumption's reductic
VLA 2360 22 Almoosawi, S.; Fyfe, L Ho, C.... 2010 The effect of palyphenol-rich dark chocolate an
[0 chiroptera 66 B4 AnChiu, C.; Xian, W.; Mass, C. F. 2008 Flying in silence: Echolocating bats cease vocs
[ Echolacation 6] 73 B9 Avila-Flores, R.: Medellin, R. A. 2004 Ecological, taxonamic, and physiological correlal
@ EcholocationoR... @D 76 92 Bat Conservation International, 2008 Bat Conservation International
£+ Sonar (5 ] 79 84 Binfield, Peter 2008 AtPLOS ONE we're batty about bats
2318 RO Rirrd ™ M Fmar N | 2MNa  Insiahtfil arnhlam anlvina and craativa tnal mo
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Please note the process above would need to be repeated whenever new references were added to the
database, or the Label field would need to be manually updated. We suggest always backing up the
library before making any major changes in the library. See section 5.1.1 for instructions on creating
a backup.

e Open the preferences again and 1) select Temporary Citations from the list at the left, 2) mark
the box to Use field instead of record number, 3) select Label as the field to be used, and 4)
click the OK button on Windows to save the changes and close the window (on Macintosh, click
the Save button and close the window). This change should be made by anybody who is using the
Synced library, on all their computers, so that references inserted in the document by all persons
working on it will use the Label field. If someone does not set this option, EndNote can still format
the citation, but it will not use the Label field information if the record is unformatted.

EndMote Preferences ¥
- Change Case
. Display Fields Temp Citation Delimiters: { H
. Display Font ,—
D|5p|.a}rt onts Record Number Marker: #
. Duplicates
Finpd Full Text . Use field instead of record number: | Label w .
. Folder Locations Citation Prefix Marker:
- Formatting
.. Libraries Indicate Motes With: NOTE:
:DFdHfaJdlmgd Bxamples of Temporary Citations
- Read / Unrea
Reference Types Typical Citation: {Smith, 1957 Label}
_Sorting Citation with Prefic: {see also “Jones, 1957, Label}
- Spell Check Text Note Citation:  {NOTE:Special recognition given to...}
- Sync
. Ternporary Citations ‘
- Term Lists
- URLs & Links

EndMote Defauts Revert Panel . Cancel Apply

¢ In the future, temporary citations will be inserted into Word documents with the first author’s last
name, the year, and the label number you assigned instead of the record number. Temporary
citations should look something like this:

{Volk, 2012, 2376}.
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For Backups, 63
For Sharing Refences, 100
Creating a Site License Installer for Macintosh, 9
Creating a Site License Installer for Windows, 6
Custom installation, 13, 17, 19, 20
Customizer, 24, 26, 27, 83, 86
CWYW. See Cite While You Write
Direct Export, 29
EndNote Online Plug-In, 43
Firefox for Macintosh, 44
Firefox for Windows, 43
Internet Explorer, 43
Google Chrome on Windows, 45
PubMed, 32
Not Using the Clipboard, 34
Using the Clipboard, 32
Using EndNote Online Plug-In, 71
Web of Science, 29
Not Using the Marked List, 30
Using the Marked List, 29
Display Fields, 107
EndNote Library
Components, 90
Sharing. See Collaboration, See Collaboration
EndNote Online, 43, 63
Capture
Capturing a Single Reference, 76
Capturing Multiple References, 71
Google Chrome, 73
Google Scholar, 72
Google Scholar with Internet Explorer or Firefox, 73
PubMed, 73
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PubMed in Internet Explorer or Firefox, 73
Capture Bookmarklet, 72
Google Chrome and Safari, 72
Safari on iPad, 72
EndNote Online Plug-In, 43
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Firefox for Windows, 43
Internet Explorer, 43
Sharing Groups and References, 96
EndNote Online Plug-In, 65
Capture, 71
Installing
Firefox Extension, 70
From Downloaded .msi File, 70
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Internet Explorer, 65
EndNote Sync, 63, 64
Setup, 63
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EndNote X7 Site Installer.dmg, 9, 13, 20
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Importing Text Files, 51
PubMed, 57
Macintosh, 61
Windows, 59
Web of Science, 51
Macintosh, 55
Windows, 53
Installing EndNote, 6
For Administrators, 6
For Users, 13
Custom Installation for a Site License Copy on Windows, 13
For Users

Custom Installation for a Single-User License on Macintosh, 26

Custom Installation for a Single-User License on Windows, 19
Custom Installation for a Site License Copy on Macintosh, 20
Label field, 107
Label field for permanent ID number, 107
license.dat, 6, 13
PDF Files
Importing, 46
Macintosh, 47
Windows, 46
PDF Handling Preferences, 48
Macintosh, 49
Windows, 48
Preferences, Setting
PDF Handling, 48
PubMed, 32, 33, 34, 36, 46, 73
Direct Export. See Direct Export:PubMed
Importing Text Files, 57
Saving the Data, 57
record number, 107
Sharing EndNote References. See Collaboration
Sync. See EndNote Sync
Synchronizing Libraries. See EndNote Sync
Synchronizing References. See EndNote Sync
Typical installation, 13, 17, 20
Uninstalling EndNote
Macintosh, 26
Windows, 13
Web of Science
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