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About this Guide

This guide is intended to follow the “EndNote X5 Introduction for PC and Mac Users”
guide. If you have not used EndNote X5, or another recent version of EndNote, it is
suggested that you start with the introduction guide.

You do not need to be an expert in EndNote X5 to take advantage of the features discussed
in this guide; these features should be understood by anyone who has a few hours
experience using EndNote X5.

If this guide does not answer your query please contact a University of Otago Liaison
Librarian for help.

Introduction to EndNote

This is the Advanced EndNote X5 user guide. Please refer to the Introduction user guide if
this guide does not contain the information you want, or approach your Liaison Librarian
for help.

What is EndNote?

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

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

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

Where can | use it?

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

You can also purchase a copy of EndNote X5 for your computer / laptop (PC and Mac).
Print a copy of the ITS Student EndNote Licence Request Form, fill in your details and
return it to the ITS office. A user licence costs $25 including GST per computer for the
Student’s time at University of Otago. This entitles the Student to any upgrades released
during their time here.

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

You can connect directly to catalogues and databases from within EndNote X5 to search
for references, by using Connection Files. Only the Library Catalogue and PubMed work
on the Student desktop, or on your home computer.

Load the Library Catalogue Connection File following the instructions at
http://www library.otago.ac.nz/EndNote/connection.html. This method can be used to add

other Connection Files to your EndNote X5 software.

1. Go to Tools > Online Search and the Choose a Connection window appears.

<Choose> Otago Library Catalogue then it will appear permanently listed in your

side menu bar under Online Search

G w® ||APA5th o (BT () VIR |g |g] = "@| @ ||QuiCkSearch |
My Librany = || Last up... | H | Auth.. - | Year |Title
)| 21212008 zl
ﬁ Unfiled (3] 2112/2009 Narme | Infarmation Provider |:| UNDERMINES
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2/12/2009 NOAR Library Catalogs ons
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=-Online Search Okago Library Catalogue
Coford U Library Catalogs
Q EMBASE (OW].. {O) Palmm Collections Florida Sate University J
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© Intl Pharm Abs .. [(8)] Princeton U Library Catal
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O Mediine allyea... (0 PaycINFO (OVID) Owvid
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. File Name: ©Otago Library Catalogue.enz
QWeb of Scienc., (D) |4 Created: ‘Wednesday, 25 Movember 2009, 4:36:15 p.m.
T Madified: Thursday, 6 July 2006, 12:30:04 p.m.

| Preview | Sean

EBased On:

2. Click <Otago Library Catalogue> and complete a specific search in the lower screen
section.
= Online Search Preview Onlive Search - OPAC at University of Otago (Voyager) | quick Ed: | |
[} Library of Co... (0} Search Search Remote Library =l Fliateh Case 17 #ateh ards:
O LIgTAEBS., (O - §
O Medine ot ) [keyword anpwbere 7] [Conkains = =+ -
O medinePen.. (0) [and =] [keyword ampwhers =] [cantsine j| El[E
|| *0tago Librar.. ©) — = . = =|E
O PsycINFO L. (0) | e o Bl 4
O PubMed (ML.. (0)
O Te Puna )
Oweb of Scie.. ()
3. Click <Search> to retrieve your results and they are added automatically to your

EndNote X5 Library. They are filed under All References, and in a temporary folder
called Imported References where you can check them, until you import more

references.

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


http://www.library.otago.ac.nz/EndNote/connection.html

Organising Your Library

Grouping References

EndNote X5 allows you to group references into customised Smart Group sections, or
Groups from Groups. For details on Groups and Group Sets consult the EndNote X5
Introduction Guide.

Smart Groups

Smart groups are created to build subsets of references dynamically. The set is updated
based on the search criteria you set up. Any reference added to your library will be added
to the appropriate smart group if it satisfies the criteria you used to establish the group.

1. Select All References. Go to Groups > Create Smart Group.
Name the new Smart Group then enter search terms — click on <Create>

3. The results are automatically updated whenever you add a reference with the
stipulated term(s) into your Library.

Creating Groups from Groups

A new function to EndNote X5 adds another dimension to sorting your references into
groups. The Groups from Groups function allows you to select several groups and create
a new set of results from them. The image below shows a new ‘Group from Groups’ called
‘Pacific Plate’ formed from the intersection of the Groups ‘Chapter 1’ and ‘plates’.

-lojx
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To create a Group from Groups, do the following:

1. Click Groups > Create From Groups. The following screen will appear:

Create From Groups 5[

Use these options to create a new Group based on the criteria below:

LTyl ) T T-HI M e Group From Groups

Include References in:

ISelectaGrDup j ﬂ J
fand x| ISElectaGrDup j ﬂ J
fand +| ISelectaGrDup j ﬂ J
fand +| ISelectaGrDup j ﬂ J
fand +| ISEIectaGrDup j ﬂ J

Create | Cancel |

2. Give the new group a name

3.  Select the first group you wish to include in the new group from the drop-down box
4. Select the logical connector you wish to use (AND, OR or NOT are the options)

5. Repeat steps 3 and 4 until you have the group content you want and click <Create>.

For the group of ‘Pacific Plate’, the “Create From Groups’ dialog box looked like this:

Create From Groups ll

Use these options to create a new Group based on the criteria below:

Group Mame: IF‘aciFic Plake

Include References in:

|chapter1 j ﬂ J
+l
fand =] [setect a Group =] ElE
fand =] [setect  Groun ~] =]
fand =] Jselect & Group =] +| -]

Create I Cancel |




Citation Style Management

You can Edit a citation style so that it displays non-standard fields in your thesis or essay
when you cite a reference. You can also create a new style to use. Any style selected in
your Output Style library can be used to format your Library when exporting.

Selecting more Styles for Output
Selecting a style will make it available to you as a member of your style library on
the dropdown list in the main EndNote screen. It will also make it available as an
Export option if you wish to save your Library in a particular format.

To select multiple styles click on Edit > Output Styles > Output Style Manager...
and select the style or styles you wish to add to your dropdown list. You can select
as many as you want. Once you have selected all the styles you want, simply close
the Styles Library by clicking on the XI. If you now look at the style library on the
main EndNote screen you will see the styles you have added in the list.

You can also select a single style to add by clicking on the style list and clicking on
Select Another Style...Select the style you want to use and <Choose> it for your

list.

Select Another Style...
Select Another Style. .

APA, Bth Abstract
RefMan (RIS) Export

i

LEIa

Hame [ category

ARA Style Guide

ARG Style Guide Geography

AAPG Bulletin Geology

ARPS Medicine

ARPS PharmsciTech Medicine
acus o

eeeee

4 Less Info:

Style Infofpreview | Cancel | [ choose |

File Name: Academic Radiology.ens
Created: Monday, 8 March 2010, 11:47:11 a.m.
Modified: Wednesday, 26 November 2008, 12:06:22 p.m.
Based On: AMA Style Guide

Category: Radiology
Comments: [This style is for the journal Academic g
Radiology published by Elsevier =

Showing 4160 of 4160 output styles.

Academic Radiology >

Select Another Style...
Academic Radiolog

AP 5th g
APA Bth
APA, Bth Abstract

RefMan [RIS] Export

To export your Library and save it in a text file that can be imported into a Library
by another EndNote user or another bibliographic software package it should be
saved in RIS format, as a .txt file. To do this, ensure you have selected RefMan
(RIS) Export from your style list. Go to File > Export. Name the file and save it as
type text (.txt). Select the output format as RefMan (RIS) Export. (See over). This is
also useful if you wish to import your EndNote Library into the Web of Science

database Researcher ID function.
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My Documents
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Editing/Creating a New Citation Style

You may want to create a new citation style to suit your own reference keeping, to display
fields you most like to see at a glance. You may want to modify a citation style to include
additional fields, e.g. an article abstract field, in the bibliography so that your
lecturer/supervisor has a little more information about the article you have been reading.

Note: Any changes you make to the output styles on your own computer, or your Student
Desktop access to EndNote, will be saved.

Editing a Citation Style

Click on Edit > Output Styles > Output Style Manager...

l#] EndNote X5 - [demo]
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Connection Files » a
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= Find Full Text

There are no PDFs attached to this refq

Showing 4 of 4 references in Group. (All Refersnces: 14)

Select the style you wish to edit, and click <Edit>. The following screen will appear:
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ke Neme:  APA i Select the feature of the
asedon: | citation style you would

- Page Numbers
- Journal Names

Cakteqory: Psychology H
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- Aukhor Name
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[} Bibliography

- Templates
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- Aukhor Name

Comments and limitations:

This style is based on the Fublication Man

T

Important Note: This styl ased on so of EndMote, For
those of you usin ersion of Endiote prior to version 4.0.2 you will need to follow the instructions which

- Editar Lists
- Editar Marmne . " u
- Field Substitutions ey, endnote.comisupport’  Just search for "APA 6th
Layout
- Sort Order The AFA style is 3 very complex style. EndMote can handle most of the requirements of this style, but

- Title Capitalization
[l Fooknotes
- Templates
- dukhor Lists
- Aukhor Name
Editor Lists
- Editar Mame
- Field Substitutions
- Repeated Citations
-~ Title Capitalization
[=- Figures & Tables
- Figures
Tables
- Separation & Punctuation

EndMote does not include the full spectrum of reference types that are described in the APA manual. If
you are citing a reference type that is not included in EndNote, you should consult the APA manual. You
may need to add or modify your own reference types, if so you can follow the instructions in the help file
under "Adding and Deleting Reference Types."

The citation style you have selected for editing will become the basis for your new style.
Select the feature of the style you would like to change. For example, to add an abstract
field to the references in your bibliography select Layout, click <Insert Field> in the “End
each reference with’ section and select Abstract.

W]
[Frain Fort [Pisinsize j| B I UP | Al AL F A ‘

- About this Style - :
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- Journal Mames
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As a special case in style modification, EndNote X5 makes it possible for you to substitute
one field in a reference for another if the field in the record is empty. For example, in APA
ot style, if a document is only available electronically the reference must have a DOI
number field where a DOI number is available. If there is no DOI available for an
electronic reference (that is, the DOI field in the reference is empty), you must substitute
the DOI field for a URL (web address) field. This is easy to do using EndNote X5.



Simply select Field Substitutions, and tick the box at the top of the right hand pane. Click
on the <Insert Field> drop down list and select 'URL’. Overtype the doi:* field descriptor

with “url’, so that the field is correctly labelled in the reference.

See image overleaf for detail.
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The resulting reference in your bibliography will look like this:

g

Bibliography

Condie, K. C., & O'Neill, C. (2010). THE ARCHEAN-PROTEROZOIC BOUNDARY: 500 MY OF TECTONIC

TRANSITION IN EARTH HISTORY. American Journal of Science, 310(9), 775-790. doi:
10.2475/09.2010.01

Yoshida, M., & Santosh, M. (2011). Supercontinents, mantle dynamics and plate tectonics| A

perspective based on conceptual vs. numerical models. Earth-Science Reviews, 106(1-2), 1-

24. url: <Goto ISI=://000288414200001 dOI numberl iS inserted Where
available, or is replaced with url
when it is not

When you close the Edit Style window you can save the modified style with a different
style name. The modified style can now be selected as an output style like any other. To

save the style click File > Save As..., name the style and click <Save>. Press on the Xlto
close the edit style window.
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& Save Ctrl+S
i
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Style name: [aPa 6th Abstract] |_|5 i
R Cancel I
| /|
Ctr+Q

=~ EndNote Web

configure...

=~ Find Full Text

Preview| Search - Pacific Plake  PDF & Quick Edit I

B-M A% 30 0|0 QEET . Reference Type: Baok - T show Empty Fields

There are no PDFs attached to this reference

Mo References Selected

Ehowwng 4 of 4 references in Group. (all References: 14)

2 Hide Tab Pane

With this modification every time you cite an article in your thesis, or when you assemble
a bibliography from your library, the article abstract will be added to the output.
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Creating a New Citation Style

Click on the Edit menu, select Output Styles and then New Style...
Use the options in the left hand pane to input the features you want in the style.

P File Edit References Groups Tools Window Help

i#l[EndNote X4 - [APA 6th] =1olxj

=lelx

Plain Font ~|[Plain Size = ‘
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o
s
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Citations
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Author Lists Comments and limitations:

Created: Monday, 8 March 2010, 11:46:11 am.

Last modfied: Monday, 1 Movember 2010, 9:47:17 a.m.

Author Mame
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citation style you would
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e |
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Templates in online at
Author Lists
Author Hame http: /i hote.com/supportienapabthstyle asp
Editor Lists
Edior tame IThe APA style is a very complex style. EndNote can handle most of the requirements of this style, but Endhote does not include the:
Layout
sort Order full spectrum of reference types that are described inthe APA manual. Ifyou are citing a reference type that is not included in
Title Capitaization EndMote, you should consult the APA manual. You may need to add or modify your own reference types
Footnaotes
Templates IThe 6th Edition of the style guide includes a very unique formatting option for authors in section 8.27 of the manual. When a reference
Author Lists includes more than eight authors the first six authors' names are inserted, then an elipses { ...} followed by the last authors name
A:“'Df Mame EndMote is currently unable to format authors in this way, however, our development department is working on a solution
Editar Lists
Editor Mame
Repaated Citations
Title Capitalization
Figures & Tables
- Figures
Tables
- Separation & Punctuation
-]
Ready [ hom [

Once you have the style as you want it to be, simply save it, then select it as an option in

your style library.

Adding or Updating a Citation Style

Go to www.endnote.com

N o Gk W N =

Restart EndNote then open your EndNote Library
Go to the top menu bar and <Select Another Style>, find and <Choose> APA 6 as
part of your short list of styles

*For Mac users the location of the Styles folder is MAC HARD DRIVE (HD) >
Applications > EndNote X5 folder > EndNote X5 Styles.

See Appendix 1 for more detail on adding a new style to EndNote on a PC or Mac.

Click <What’s New> to check updates for your EndNote version, e.g. APA 6 edition
Follow the Download instructions on screen, saving the new style to your Desktop

Go to My Computer > Local Disk C: > Program Files > EndNote X5
Open the Styles folder. Click and drag the updated APA 6 style into this folder*
Close your EndNote Style folder and return to your desktop
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Editing your Bibliography
Setting Bibliography Preferences

Preferences can be set for your bibliography from within Microsoft Word by clicking on
the Bibliography arrow in the EndNote X5 ribbon in Microsoft Word. This function allows
you to change a few details in the bibliography, including the name of the bibliography,
the font, line spacing and indentation.

W9~ 0=
Home Insert Page Layout References Mailings Review View Add-Ins EndMote X5
G& EM Go to EndMote Style: | APABth - Export to EndMote ~
— :{ Edit & Manage Citation(s) = Update Citations and Bibliography cgg Preferences

Insert

Citation = gg Edit Library Reference(s) lé) Convert Citations and Bibliography '] ? EndMote Help
Citations 2y Convert to Unformatted Citations Tools
‘?g Convert ta Plain Text "2"'1"'5" dolo@olog

@ Convert Word Citations to EndMote

4
1

Formatting and Unformatting a Bibliography

For essays and reports forming the in-text and bibliography simultaneously is
recommended, known as ‘Formatted’ mode. For long works, e.g. a thesis, it is
recommended that you leave the document unformatted until you are ready to print. This
leaves the citations in a raw, working state, instead of looking complete, but it reduces
possible corruption if information linking your EndNote Library to in-text citations or
footnotes is incorrectly removed.

To Unformat a Bibliography

Select EndNote X5 tab - Convert Citations & Bibliography—> Convert to Unformatted
Citations. Citation and record number will now display in curly braces in your Word
document. There is no bibliography displaying at the end of the document.

Home Insert Page Layout References Mailings Review View Add-Ins EndMote X4
& EM Go to EndMote Style: APA Bh - Export to EndMNote =
— :‘{ Edit & Manage Citation(s} = Update Citations and Eibliography c’ﬁé@ Preferences
Cii::iijr:i' gEdit Library Reference(s} [$ Convert Citations and Bibliography 'I ? EndMNote Help
Citations #y  Convert to Unformatted Citations _T'3'3|5
H9- - a8 & & | Ss Convertto Plain Text
E‘ EXNEFE lg[ Convert Word 2007 Citations to EndMNote -5 1 7 L EE -Is- O -1-:-I- 111 1

Note: #8 refers to the 8" record from your EndNote Library.

On the Insert tab, the galleriesinclude items that are designed to coordinate with the overall look of
your document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and
other decument building blocks {Hoyt, 1987 #8}.

When you create pictures, charts, or diagrams, they also coordinate with your current document
loek. You can easily change the formatting of selected text in the document text by cheosing & look
for the selected text from the Quick Styles gallery on the Home tab.
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To Format a Bibliography

1. PCusers select EndNote X5 tab-> Bibliography
Mac users select Tools - EndNote X5 < Format Bibliography

2. Follow instructions for each tab to format your document

EndMote X5 Format Bibliography |

Farmat Bibliography ILayDut | 1nstant Formatting |

Format document: | (S| d s

with oukpuk skyle: I.qP.q. &th LI Browse,. , . |

”Temporary citation delimiters

Left: I{ Right: I}

[+ Link in-text citations to references in the bibliographey

[T Underline linked in-text citations

(o] I Cancel I Help |

3. Note: braces have changed to parentheses, the record number is hidden, and the
reference appears in the bibliography at the end of the document.

On the Insert tab, the galleriesinclude items that are designed to coordinate with the overall look of
your document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and
other document building blocks (Hoyt & American Fisheries Society., 1987).

When you create pictures, charts, or diagrams, they also coordinate with your current document
look. You can easily change the formatting of selected text in the document text by choosing a look
for the selected text from the Quick Styles gallery on the Home tab.

References

Hoyt, R. D., & American Fisheries Society. {1987). 10th Annual Larval Fish Conference. Bethesda, Md.:
American Fisheries Society.

An alternative is to click <Update Citations & Bibliography> and the document will
reformat according to your current EndNote Library output style.
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Adding Connection Files and Filters

Otago Student Desktop access already includes all the Styles, Filters and Connection files
needed to use EndNote effectively. If you have installed EndNote on your home computer
or laptop you may need to add some styles, filters or connections, depending on your
subject needs. The Library has customised some Filters and Connections for Otago users,
e.g. Otago Library Catalogue, and recommends you add the zipped package, available at
Library Homepage>Research>EndNote>Download Import Filters and Connection Files.

To install additional Import Filters

Go to http://www library.otago.ac.nz/endnote/connection.html for filters that Otago
recommends for use with EndNote X5. File Download X

Do you want to open or save this file?

Click <All Import Filters (.zip file)> T MmO Edtoterkers

Tupe: Powerdrchiver ZIP File, 44.2K6

2. <Save> the OU_EndNoteFilters.zip file to your Desktop e e e e

Open ][ Save ]| Cancel |

Always ask before opening this type of file

harm your camputer, If you do not trust the source, do nat open ar

I N 1 ‘While filzs from the Intemnet can be ugeful, some files can patentially
\a
- save this file. What's the risk?

3. If prompted, click <Open> from the ‘Download

Download complete SRREy X

Complete” window. You will see available filters "
4.  Go to My Computer > Local Disk (C:) > S Dowrlosd Comle

Program Files >EndN0te X5 - Click <Filters> OU_EndNoteFilters.zip from www.library.otago.ac.nz
and place this Filters window alongside the oot G\, OU Enhtftes 5

OU_EndNoteFilters.zip e [

[ ]iCiose this dislog box when download completes!

[ Open ] I Open Folder ] [ Close l

b

& Filters i] PowerArchiver, 2007 - OU_EndNoteFilters.zip
File Edit ‘iew Favorikes Tools  Help : Elle Edit ¥iew Actions Tools ©ptions Help
- ?) .| i JY : ) n
Q Back >} ? 7 Search Folders m W) Folder Sync : »* . | L ,ﬁ L!i'd
kivass |22 CoPragrem Fies|Endiote ma\Fiters © Mew Open  Fawortes  Add  Estrat  Delete | Encrypb  CheckOut
Mame Size  Type Dy Mame Type Modified Size  Ratio Packed = Path
File and Folder Tasks A0 B ocean state Libs.enf 7KE  Endhlate Filter L3 BN AMED (CvidsFherf  Endbobe Fiber  14/00/2000 8:47 4., 1,610 49% 25
(2 Make a new folder %Of‘aﬂ”“ Ahs:(“)'e”F 10kB E”:Nma F':t“ L4 B8 nsFa (CSA).enf Endhote Fiter 14/05/2008 6:45p... 12,560 76% 2,569
ChiolINK e TKE Endhlote Fiker 13
: Biolngical 5 C... Endiote Fiter  14/05/2008 6:50p,.. 11077 74% 2,858
Q P”bgsr‘ this folder to the A OldMEDLINE (OvidSP).enf 2KB  Endhate Filter 14, ﬂ jelogical scences (' nehlots Filter - 13/05/ s ' ° g
e 8 coposing Viowpoints (Galel ent o v [EEratid 264 B Cochrane Uibrary {Wi.., Endhiote Fiter  17/04/2008 10:04 .. 156 46% &7
k Share this Folder 8 Cregon 5t enf 7KE  Endiots Filter 1af T Current Conts Canne... Endhlote Filter  26/02/2009 8:15 3. . 944 S1% 459
B 0H (CCOMS).enf 7KE  EndMote Filter 164 B EMBASE (OvidsP).enf  Endhote Filter  14/09/2009 &:51 ... 5,714 63% 1,187
Other Places 'E Packagingbass (DLS).enl 4KB  Endhote Filter 26/ 8 Emerald.enf Endiate Filter  26/09/2008 3:27 p. . 1,273 4% 750
B PAHO (VHL).enf Endhote Filter L6 B Factiva.enf Endhiote Filter  1/07/2009 2:52 pum. 1,308 49% 72
“I;‘ Enditis 5B %E::: EZLC)LET . E”::°:a E'::E’ 27 BN ESTA (OvidsPY.erf Endhote Fiter  14/09/2009 5:53 ... 3463 59% 1,431
enl ndhlote Fiter 4
('S i PEEINERLS 8 - b B GeoRef (CSAY.enf Endhiote Filter  14/05/2008 6:52 p... 574 e4% 2,096
e PALS International (C5A) enf 15 KB |Enduiots Fiter 14 =
8 a5 intermationl (OvidsP).erf o kB B . ent EncHote Fiter  18/02/2008 11:50 ... LEee 4 597
g My Computer 8 paper Print Pack (DLS).enf 4xp I 1t Pharm ibs (Owid..,  Endiote Filker  14/09/2009 8154 a. . L2864 42% 727
8 My Metwork Places 8 paperbase (Csa).enf 7KB 8 Journals (OwidSP.enf  Endhlote Filter  17/04/2008 10:14 ... 2,507 B6% a61
ﬂ; Paperbase (DLS).enf 4KE I MEDLINE (OwidSP).enf  Endhiote Filter  14/03/2009 £:54 a. . 2,563 G4% 1,168
Details % EPE‘DE“*‘“ (DLS).enf . K E”:”“ta F':tﬁ’ B OtagoLibrary Catalo... Endhate Flter  1S/07/20095:26 .. 6,670  &7% 2,180
PapersFirst (DCLC), 2KB Endhlote Filk 15
: PapersFirst (DCLC).enl netote Fiter B Pedro.enf Endhote Filtsr  19/03/2009 4:20 . . 4470 £2% 1,685
Filters 8 Papersinvited (C58),enf ZKB Endiote Filter 16 = ) .
e B accal DL erf 2o [E i 2o B Phiosophers Index (... Endhiote Fiter  14/09/2009 8:56 5... 277 % 1,274
Date Modified: Thursday, 14 ﬁ PASCAL (DLS).enf 2KB Endhote Filker 26 @ = Selected 1 file, 5 kB Tokal 26 files, 124 kB
Tamimee U100 A0 = m B . e e e

5. Compare the dates of Otago’s Filters with existing EndNote filters. Click and drag each
Filter you wish to include, e.g. Otago Library Catalogue, Index New Zealand (INNZ), Te
Puna, & Emerald. Replace with the most recent version when prompted.

OR

a) If using Vista, click <Extract all files> then select the destination folder (Program
Files > EndNote X5 > Filters) and <Extract> the Import Filter files. If prompted click
<Continue> to permit copying to this destination folder. Replace with the most recent

version if prompted.
OR
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b) If using XP or Windows 7, click <Extract>, click <All files> then select the
destination folder (Program Files > EndNote X5 > Filters) and <Extract> the Import

Filters. Replace with the most recent version if prompted.

6.  Close your EndNote Filters windows and return to your desktop

Restart EndNote X5 and continue working with your EndNote Library

See Appendix 2 for more detail on adding a new filter to EndNote on a PC or Mac.

To install additional Connection Files

Go to http://www library.otago.ac.nz/endnote/connection.html for ones that Otago

recommends for use with EndNote.

1. Click <All Connection Files (.zip file)>

2. <Save> the OU_EndNoteConnections.zip file to

your Desktop

3. If prompted, click <Open> from the Download

complete Window. You will see available

Connections

4. Go to My Computer > Local Disk (C:) >

Program Files > EndNote X5 - click <Connections>
and place this Connections window alongside the

OU_EndNoteConnections.

& Connections

Fil=: Edit Wiew Favorites Tools Help

Q Back - 2} ? /..- ) Search Folders Ev Q"} Falder Sync

Address |[[3) C\Program FlesiEndiote ¥3\Connections
Mame

File and Folder Tasks & g Mat| Lib of Scotland enz
_J Make & new Foldar g Mat| Park Service.enz
B noad.enz

&3 Publish this folder to the B Ohio 5t U.ene

eb B ohioLINK.enz

Q Otago Library Catalogue.enz
g Oxford U.enz

Other Places Q Palmm Collections. enz

g Fickureustralia.enz

[ Endhate 23 g Princeton U.enz

fed share this folder

Size
29KE
30KE
16 KB
23KB
15 KB

9KB

B
29
12 KB
30KE

Type
Endrote Co
Endrote Co
Endhote Cof
Endrate Co
Endrote Co
Endnote Co
Endrote Co

dhote Co
Endrote Co
Endrote Co

File Download

Do you want to open or save this file?

'—'nl Mame: ©OU_EndMoteConnections.zip
HE Tupe: Powerarchiver ZIP File, 19.2KE

From: wn library.otaga.ac.nz

X

Open ] [ Save

] [ Cancel

Alwayps ask before opening this bype of file

= zave this file. What's the risk?

F e | ‘while files from the Internet can be useful, some files can potentially
\a harm your computer. If pou do not trust the source, do not open or
k.

B powerArchiver 2007 - OU_EndioteConnections[1].zip

" File Edit Wiew Actions Tools Options Help

Marme Type Modified
Q Current Contents (TS).enz EndMaote Cao... 26/02/2009 5:28 a...
Q EMBASE {OwidSP).enz EndMote Co... 24/11/20093:10p...
Q Intl Pharm Abs {OvidSP).enz EndMote Co... 24/11/2002 3:10p...
Q Medline {OvidsP).enz EndMote Co... 24/11/2002 3:10p...
Q Medline 1948-1965 (CvidSP).enz EndMote Co... 2571172002 11:15 ..,
@ Medine 1997-now {OvidSP).enz Endiote Co...  24/11/2009 3:11 p...
Q Medine Pending {OvidSP).enz EndNote Co... 25/11/2009 11:15 ...
'Q Otago Library Catalogue.enz EndMaote Cao... &f07/2006 11:30 a...
Q PsycIMFO {OWID). enz EndMote Co... 14/11/2007 5:28 a...

HMhced R O & O

Mew Open Favoarites Add Extract Delete Encrypt  CheckOut

Size
5,895
4,895
4,646
4,549
4,832
4,739
4,836
§,506

12,799

Ratia
80%:
81%
3%
1%
81%
2%
81%
80%:
FO%

5. Compare the dates of Otago’s Connections with existing EndNote Connections. Copy

or drag each Connection you wish to include, e.g. Otago Library Catalogue, Medline
(OVIDSP) & PubMed. Replace with the most recent version if prompted.

OR

a) If using Vista, click <Extract all files> then select the destination folder (Program
Files>EndNote X5> Connections) and <Extract> the Connection files. If prompted

click <Continue> to permit copying to this destination folder. Replace with the most

recent version if prompted.
OR

b) If using XP or Windows 7, click <Extract>, click <All files> then select the
destination folder (Program Files>EndNote X5> Connections) and <Extract> the

Connection Files. Replace with the most recent version if prompted

6. Close your EndNote Connections windows and return to your desktop

7. Restart EndNote X5 and continue working with your EndNote Library.
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Editing Display Preferences

You can change the fields you have showing on your reference records, and the way they
are ordered by using the Preferences option in the Edit menu.

i4l|EndNote X5 - [demo]

ile | Edit References Groups Tools Window Help

1 00 00G(&:|L

Urda Cirlrz
_ @l Crx
My Lil  copy Ctrl+C
N Paste GErly, &
m Paste With Text Styles e
FADy|  Clear GOl
Select All ci+a  Hart, Robert...
DIMr copy Formatted cl+k  Llning, S ...
b Uni Change Text... Chr4+R cCrory, Pa...
il Tra Font » Mishra, D. C.
i » .
:':;Ie , Ppen Univer...
= My reskes, Na...
Output Sty »
@ v Oreskes, Na...
Import Filters »
B  connection Files » Patel, R.C; ...

@plates
# Online S

=-EndNote

configure...

]

Find Full Text
E Found PDF
Not found

|

Woollard, G...

hea, Jame...
tepashko, ...

1985
2011
1981

Preview | Search

& Quick Edit - Cor

@
®)

American Journa

[Showing 14 of 14 references.

THE \-PROTE 5
Tectonics of the Pacific basin and th...
Plate tectonics: howv it works Book
AFRICA | North African Phanerozoic  Encyclope... Book Section
Neogene geohistory analysis of San... Evolution of... Book
Long Hiatus in Proterozoic Sediment... Journal oft... Journal Article Most of the Proterozoic b:
Plate tectonics: a revolution in the ea... Book
Plate tectonics: an insider's history of... Book
Plate tectonics :an insider's history of... Book
EndNote Preferences
hange Case - 3 .
Display Fields  Fields to display in the library window
Display Fonts Pasition Field Heading
EndNote Web Column 1: IFle Attachments j |
Find Full Text Column 2: I Author j IAulhor
Folder Locations
Formatting Column 3: [Year | [year
Libraries
Reference Types Column 4: | Title ] [ite
Sorting
Spell Check Column 5: | N et L Journal
Temporary Citations
Term Lists Column 6: IReEelence Type j IHel Type
URLs & Links
Colurnn 7: [URL | Jure
Column 8: [Last Updated EI |Last Updated
Note: Selecting the ‘Figure' and ‘File Attachment' fields will display an icon
in the library window.
™ Display all authors in the Author field.
Endnote Defaults l Revert Panel 0K I Cancel I Apply

X|hthe Kul

eral stru

o

pty Fields

]

iide Tab Pane

Select and name the fields in the order in which you want them to appear. This does not
change the information in the references, it only changes the information you can see. If
you do not want to see the author name you can remove it from the display, but the

author field will still appear in the citation.

To reorder the references in your Library, group or folder simply click in the relevant field
in the EndNote X5 Library page. Click the field header to order the references in ascending
or descending order. In the screenshot below the references are ordered in A-Z Title order.

JRETE
File Edit References Groups Tools Window Help ;IEIEI
G w ® [P 150000 ¥ @%@ =
Wy Librany I A | Author & | Year |Tit\e | Journal | Ref Type Abstract
[7] &)l References (14 McCrory, Pa.. 1995 Meogene gecohistory analysis of San... Evolution of.. Book
Open Univer... 1888 Plate tectonics: a revolution in the ea... Boaok
FA Duplicate Ref L. (2
Lplicate Reteren @ Shea, Jame... 1885 Plate tectonics Book
D limported Referen... (0} Woollard, G.. 1981 Mazca plate (crustal formation and A, Memoir/ G..  Book
8@ Unfiled €)
W Trash A
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Find Full Text

You can ask EndNote X5 to look for full text versions of documents you have in your
Library by selecting the articles you want to look for and clicking on References > Find
Full Text > Find Full Text. You can also look for full text by selecting the appropriate

reference and clicking on E, or right click on Find Full Text in the My Library column

with the selected items you want to search for.

=10/
MEM Refesrences Groups Tools Window Help =8| x|
o ﬁ@‘APABth = ’@@Q}@)E|Q. |@ E;S’/|@|Quwck3‘earch =

My Library |

FDuplicate Referen...  (2)
@ Imported Referen..,  (0)

B8 Unfiled (8
Wl Trash (0)
= My Groups : :
B Chaptert (5) Creskes, MNa... 20 Plate tectonics (an insider's history of... Book.
ﬁChapterE (2) Fatel, R, C.; .. 2011 Geoclogy, Structural and Exhumation...  Journal of t...  Journal Aicle  The crystallines in the Kul
& Paciic Plate ) Shea, Jame... 1385 Flate b
swepashko,.. 2011 Deep| The documents found in the full |The role of the lateral sm
Rpistes @ | woollard, G... 1981 Nadg text h ¢ ticall _lj
I Il ext search are automatically ,
Preview | Search PDF & Quick Edit - Condie-2010-T] .
attached to the appropriate
= EndNote Web
ndNote We g . = e B 15 | . pp p - ¥ Show Empty Fields
configure. . reference file. -
= Find Full Text S — Condie, K. C. j
E Searching... (4 American Journal of Science O'Meill, G
E Found POF 11')“ Year

500 MY OF T

B Mot found (3

Under the Find Full Text heading on the left
hand side of the EndNote programme you
will see a progress report stating the
number being looked for, the number
found, and the number not found. When a
pdf is found and attached to the record you
will see a preview of the pdf in the
highlighted record.

Ehnwing 14 of 14 references,

Note: The Find Full Text feature is often unpredictable and sometimes unsuccessful.
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Removing / Editing an Erroneous Citation
In an Formatted Document

Remove

Just deleting a citation will leave behind hidden field codes (those # symbols are what can
corrupt a document!!). To remove a citation and field codes:

1. Select the in-text citation. The citation it is now highlighted in dark grey

2.  Go to the EndNote X5 tab - Edit & Manage Citation(s)

3. Click <Edit Reference> and select <Remove Citation>

4. Click <OK>

@ =9~ vl
Home Insert Page Layout References Mailings Review View Add-Ins EndMote X5

_:@\ EN Go to EndNote Style: | APAGth - %] Export to EndMote ~

= i’ Edit & Manage Citation(s) =¥ Update Citations and Bibliography gB Preferences

Insert
Citation - 52 Edit Library Ref®hsage(s) 2 Conwert Citations and Bibliography ~ = EndMote Help

Citations Bibliography Tools
= 1 A 1 2z 3 4 5 3 7 g 3 10 11 12 13 14 15 A 17 18-
=)

|- Qn the Inserttab, the galleriesinclude ftems that are designed to coordinate with the overall look of
2 EndNote X5 Eait % Manage Citations ll Land
- Citation_ =~ Count | Librar: | |
al (Patel, Adiakha, Singh, Kumar, sl 2011} asily
s B el 2o e TR text
) Edit Library Reference
z Find Reference Updates. ..
9 R tion fera
- Insert Citation
o Update From My Library. .. b. To
=
N ways
z sert
2 Edit Citation |REFW"EE|
B Faormatking: IDeFau\t VI other
¢l with
- Prefic: |
g Suffix: |
- or the
= Pages:
g o | Y
N he
T Took W I (=3 I Cancel Help
. [Takals: 1 Citation Group, 1 Cikation, 1 Reference 4
B
= |

Edit

Citations should be correct from EndNote as they are, but to add page numbers to an in-

text citation where quoting:

1.  Select in-text citation in document

2. Go to EndNote X5 tab - Edit & Manage Citation(s)

3. Under the “Edit Citation’ tab at the bottom of the EndNote X5 Edit & Manage
Citations dialog box type the page number(s) you wish to insert in the ‘Pages:” field.

Do not type the word ‘page(s)’
4. Click <OK>
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In an Unformatted document

Remove

<Delete> the entire citation, curly brackets and all. This also removes the reference from
the bibliography at the end of the document when you next Update or Format the
bibliography.

Edit

Citations should be correct from EndNote as they are, but to add page numbers to an in-

text citation you are quoting from:

Find the citation you would like to edit

Go to the end of the citation, just before the closing curly bracket

Type @, followed by the page numbers, e.g. {Smith, 2006 #1@22-23}

When you format the document it will automatically add the appropriate “pages”

or “pp.” as appropriate for the style

5. If text is required before or after the reference add within the braces and resave the
document changes, e.g. {as cited in Smith, 2006 #1@22-23}.

L e

Additional Tips & Hints

Printing a Bibliography sorted by type of reference

E.g. Journals then books then conference papers ...
You need to change the sorting order by altering the Output Style preferences.
1. Go to Edit > Output Styles — (e.g.) Edit APA 6™
2. Go to Bibliography > Sort Order — click <Other> — choose first sort by Reference
Type, then Author, Year...

Changing fonts from pasted references

If you have pasted parts of a reference from another document in a different font to your
EndNote Library they will look different in the Preview pane, and your bibliography later.
Return to the detailed record view and highlight each reference part, resetting the font to
the default of Plain Size 12 point (or whatever you have for your Library).

If this has happened over many references you can reset your entire Library using these
steps:

1. Open Your EndNote Library and change the Output Style to <Refer Export>

2. Select All References

3. Select File->Export and save to your desktop as a text file AND change the output
style to <Refer Export>

Open a New Library

Select File>Import. Choose your text file. Choose <Refer/BibIX> as the Import filter
option

Click <Import>

Change your new Library back to your preferred output style

You should now have a Library without standard font settings

Note: You will need to re-save your PDFs and drag them to the new Library records.

A

© XN
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Sections

EndNote X5 allows you to add a bibliography after each section or chapter, and/or at the end
of your work. Select options at Edit > Output Styles > Edit “APA 6" > Sections

=1
IPIam Fart ijIain Size: j ‘ | |
-

~ About this Skyle
- Anonymous Works

— | These options allow you to create mulkiple bibliographies in a single Microsoft Waord

document when using Cite Whils You Write (CWYW). According bo the bype of style you are
Page Numbers working with, choose how citations should appear for each section and document,

-+ Journal Mames

- Sections [~ Sections

=] Citations
Templates
- Ambiguous Citations
- futhor Lists
Authar Mame ™ Continue numbering, or apply settings For disambiguation and repeated
-+ Numbering citations across sections
-~ Sort Order
=) Bibliography
Templates
- dukhor Lisks Mumbering will continue, and settings For disambiguation and repeated
- Author Mame citations wil be applied across sections.
- Editor Lists
-~ Editor Mame:
- Layout
- Sart Order

£~ Create a complete bibliography at the end of the document

¥ Create a bibliography for each section

e Create a bibliography for each section and a complete bibliography at the
end of the document

Title Capitalization

=l Footniokes

- Templates

- Author Lists —
Authar Mame

-~ Editor Lists

- Editor Mame
Repeated Citations

- Title Capitalization hal
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Appendix 1. Adding a New Style to EndNote

The EndNote team has developed over 5,000 different output styles. Because installing all
of these styles can slow performance, a “Typical’ EndNote installation includes only the
100 most popular styles. You can install sets of styles by discipline with the EndNote
installer, or you can download individual styles from the EndNote website.

Instructions for a PC

Using the EndNote installer to install additional output styles

First, make sure EndNote is closed and not running. You can run the EndNote installation
program again, choose the option to Modify the installation, and then select sets of output
styles to install.

To install sets of output styles:

Log in to the machine with administrative rights or as a user with program installation
privileges.
Do one of these:

Start the EndNote installation program as you would for a new installation.

Or, from the Windows Start menu:

1. Select Control Panel, or choose Settings and then Control Panel

2. Choose Add or Remove Programs. In the list, click on EndNote X5 and then Change.
3. On the “Application Maintenance” dialog, select the Modify option and click Next.
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On the “Select Features” dialog, click the plus sign (+) next to Additional Styles.

For each set of styles you would like to install, click the triangle and select either "Will
be installed on local hard drive" or "Entire feature will be installed on local hard
drive."

Click Next to continue with the installation.

The styles will be copied to the EndNote Styles folder, which is typically Program
Files\ EndNote X5\Styles, and the new files will be available for use the next time you
start EndNote.

Finding individual output styles on the EndNote website

You can use the Style Manager in EndNote to find and download individual output styles.

To download individual output styles:

1.

From the Edit menu in EndNote, choose Output Styles and then Open Style
Manager.

Click Get More on the Web to start your default browser and go to the appropriate
page on the EndNote website.

Browse through an alphabetical listing of the available output styles, and Download
those files you want to install.

Copy the downloaded files to your Styles folder, which is typically located at Program
Files\ EndNote X5\ Styles, or to your personal Styles folder (see Folder Locations
Preferences).

If EndNote is still open, please Exit the program and then restart EndNote to read in
the added output styles.

The styles will now be available in EndNote to select for formatting.

Instructions for a Mac

Using the EndNote Customizer to install additional output styles

Before you begin, make sure no applications are running —including virus protection
software and Microsoft Word.

To install sets of output styles:

1.

2.

4.

Start the EndNote program.
From the EndNote X5 menu, choose <Customizer>.

On the “Component Selection” dialog, select the components you want to install (or
keep installed). You can select the check box next to Output Styles to install all of the
5,000+ styles, or you can expand the Output Styles category in order to select groups
of output styles by discipline. Any components that are not selected will be removed.

Click Next to continue with the installation.

The styles will be copied to the EndNote Styles folder, which is typically Applications:
EndNote X5: Styles.

You will need to Exit from the EndNote program and then restart EndNote to read in the
added output styles.
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Finding individual output styles on the EndNote website

You can use the Style Manager in EndNote to find and download individual output styles.

To download individual output styles:
1. From the Edit menu in EndNote, choose Output Styles and then Open Style
Manager.

2. Click Get More on the Web to start your default browser and go to the appropriate
page on the EndNote website.

3. Note: Another way to direct your browser to this web page is to select Web Styles
Finder from the Help menu.

4. Click Accept to accept the Terms of Use.

5. Browse through an alphabetical listing of the available output styles, and Download
those files you want to install.

6. Copy the downloaded files to your Styles folder, which is typically located in the
Applications:EndNote X5 folder, or to your personal Styles folder (see Folder
Locations Preferences).

7. If EndNote is still open, please Exit the program and then restart EndNote to read in
the added output styles.

The styles will now be available in EndNote to select for formatting.

Appendix 2: Adding a New Filter to EndNote

The EndNote team has developed hundreds of different filter files. Because installing all of
these files may slow performance, a Typical EndNote installation includes only the 100
most popular filters. You can install sets of filters by provider with the EndNote installer,
or you can download individual filters from the EndNote website.

Instructions for a PC

Using the EndNote installer to install additional filters

First, make sure EndNote is closed and not running. You can run the EndNote installation
program again, choose the option to Modify the installation, and then select sets of filters
to install.

To install sets of filters:

1. Login to the machine with administrative rights or as a user with program
installation privileges.

2. Do one of these:
Start the EndNote installation program as you would for a new installation.

Or, from the Windows Start menu, select Control Panel, or choose Settings and then
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Control Panel. Then, choose Add or Remove Programs. In the list, click on EndNote
X5 and then Change.

3. On the Application Maintenance dialog, select the Modify option and click Next.

On the Select Features dialog, click the plus sign (+) next to Additional Filters.

5. For each set of filters you would like to install, click the triangle and select either "Will
be installed on local hard drive" or "Entire feature will be installed on local hard
drive."

6. Click Next to continue with the installation.

L

The filters will be copied to the EndNote Filters folder, which is typically Program
Files\ EndNote X5\ Filters.

Finding individual filters on the EndNote website

You can use the Filter Manager in EndNote to find and download individual filter files.
To download individual filters:

1. From the Edit menu in EndNote, choose Import Filters and then Open Filter
Manager.

2. Click Get More on the Web to start your default browser and go to the appropriate
page on the EndNote website.

3. Click Accept to accept the Terms of Use.

4. Browse through an alphabetical listing of the available filter files, and Download
those files you want to install.

5. Copy the downloaded files to your Filters folder, which is typically located at:
Program Files\ EndNote X5\ Filters

Instructions for a Mac

The EndNote team has developed hundreds of different filter files. Because installing all of
these files may slow performance, a typical EndNote installation includes only the 100
most popular filters. You can install sets of filters by provider with the EndNote
Customizer, or you can download individual filters from the EndNote website.

Using the EndNote Customizer to install additional filters

Before you begin, make sure no applications are running —including virus protection
software and Microsoft Word.

To install sets of filters:

1. Start the EndNote program.

From the EndNote X5 menu, choose Customizer.

3.  On the Component Selection dialog, select the components you want to install (or
keep installed). You can select the check box next to Import Filters to install all of the
filters, or you can expand the Import Filters category in order to select groups of filters
by provider. Any components that are not selected will be removed.

4. Click Next to continue with the installation.
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The import filters will be copied to the EndNote Filters folder, which is typically
Applications:EndNote X5:Filters.

You will need to Quit from the EndNote program and then restart EndNote to read in the

added import filters.

Finding individual filters on the EndNote website

You can use the Filter Manager in EndNote to find and download individual filter files.
To download individual filters:

1. From the Edit menu in EndNote, choose Import Filters and then Open Filter
Manager.

2. Click Get More on the Web to start your default browser and go to the appropriate
page on the EndNote website.

3. Click Accept to accept the Terms of Use.

4. Browse through an alphabetical listing of the available filter files, and Download
those files you want to install.

Copy the downloaded files to your Filters folder, which is typically located in the
Applications:EndNote X5 folder.
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