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PART 1 - Creating an EndNote Library and adding References

Opening EndNote and creating a new library

1) EndNote is already loaded on RMIT computers:

B =
N

vy (Start) > All Programs > EndNote > EndNote

2) Create a new EndNote Library (File > New) and save to desktop, H: drive or USB. It is best to save your EndNote library in the
same location as your thesis documents.

Exporting records from LibrarySearch

Make sure that you have your EndNote library open.
1. Login to LibrarySearch
2. Do a search on your topic. e.g. groundwater AND contamination AND “heavy metals”

£
3. Mark records you want to export from LibrarySearch by selecting the pin next to each record. j
4. Click on the large pin on the top right of the screen to Go to my favourites.
5. In My Favourites, Click the tick box at the top of the list to mark all references. You can also send references to Endnote

individually by selecting the EndNote (RIS) Export icon.
6. You'll now see 3 options next to My Favourites.

IR 3
7. Select the ellipsis icon.

EXFORT RECORL

8. Select Export Record from the list.
9. Ensure UTF-8 Encoding is selected and then Download.
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10. Save the Primo_RIS_Export.ris file to your desktop (or another convenient location).
11. Open the file from your desktop (or convenient location) and this will send the record(s) to your Endnote library.

Exporting records from Library Databases: Scopus

Major databases such as Science Direct, PubMed, ERIC, Proquest, EBSCOhost, Scopus, JSTOR, IEEE, Web of Science and Emerald
allow Direct Export of references into EndNote. Some examples of the words used by popular databases include: Send to; Export
citation(s); Export; Export/Save; Save; EndNote [button].

1. Ensure your EndNote Library and the RMIT University Library homepage are both open.

2. From the RMIT Library homepage select Databases A-Z.

3. From the Popular Databases drop-down menu select Scopus.

4. Do a search on your own topic.

5. Select the reference(s) you would like to export by selecting the box next to the corresponding number.

Fing€5 “-on

6. Click Export.

All ~ | Export | Download View citation overview  View Cited by  Add to List

i
i
;

[ Export the selected documents I

7. From the Export document settings window, select RIS Format (EndNote, Reference Manager).
Note: Citation Information will be selected within the Export document settings window. Other options (e.g. Abstract and
Keywords) can be selected.

8. Click Export to start saving.
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9. Download and save the scopus.ris file to your desktop (or another convenient location).
10. Open scopus.ris file from your desktop (or convenient location) - this will send the records to the EndNote library.

RIS expart «
Note: Scopus will remember these settings for the session, so next time you export you'll see RIS export. Sign in to

Scopus to save your Export selection for future sessions.

Tip: The record(s) will appear in the Imported References folder within your EndNote library. It also appears in the All References (master)
folder. Each time you export a record(s), the previous record(s) will be replaced with the new one(s) within the Imported References folder, but
will still remain in the All References folder.

Exporting records from Library Databases: ProQuest

Ensure your EndNote Library and the RMIT University Library homepage are both open.
From the RMIT Library homepage select Databases (under Find Resources, By Format)

From the Popular Databases drop-down menu select ProQuest.
Do a search on your own topic.

o N E

Note: The Advanced Search options are often useful — e.g., to search within a specific part of an article.

5. Select the references you would like to export by ticking the box next to the corresponding number. To select a page of
references, tick Select 1-20.
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v The profession ol accountancy: the prolession of accountancy includes public accountancy and admimstrative
;? accountancy and they have common inteests
b MeLasn Lom Canadian Chatered Acconntant Vol 6] U 1 057) 240-243
Detait F‘MI Isz Previe

6. Select ellipsis (three dots — see image above) and then RIS Endnote, Citavi, etc
MOST POPULAR

000

Cite Email Saveto My EndNote,
Research Citavi, etc.

The Export/Save box will appear. Select Continue.

Download the ProQuestDocuments (dated).ris (e.g. ProQuestDocuments-2017-04-03.ris) file to your desktop (or another

convenient location).

9. Open the ProQuestDocuments (dated).ris (e.g. ProQuestDocuments-2017-04-03.ris) file from your desktop (or convenient

location) - this will send the records to the EndNote library.

folder, but will still remain in the All References folder.

Reminder: The record(s) will appear in the Imported References folder within your EndNote library. It also appears in the All References
(master) folder. Each time you export a record(s), the previous record(s) will be replaced with the new one(s) within the Imported References
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Exporting records from Google Scholar

1. Navigate from the library homepage to Google Scholar. (in Find Resources, Other resources section) Atthe prompt, Login
with your Student or Staff number and Password.

NI
2. Click on the Sign in button (top right of screen) and log in with your RMIT email address and Password. You're now
signed in to your Google Scholar account -- you can Sign Out (top right of screen).

3. When you log into Google Scholar for the first time, you need to enable your Scholar library. Click on My library link

i My library
at the top of the screen.

ENABLE
4. From the Getting Started page, click the enable button to enable your Scholar library

Note: Steps 3 and 4 (enabling your Scholar library) only needs to be completed once - the first time you sign in to Google Scholar
using your RMIT email address.

5. Search on a topic in Google Scholar. e.g. “global warming”

6. Click the ¥ Staricon (save option) below each required reference.

Tip: When a reference has been saved, the Star icon is changes to a blue colour. You can click on Saved option to view the reference's citation
details. The reference is also placed in the My library option (on the right hand side of the screen).

7. From the My library option (on the right hand side of the screen) tick the references you want to export into your EndNote Library.
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s AT
Select EndNote from the drop down Export button at the top of the screen.
¢ Chrome users: Save the 'citations.enw' file and then double click it.
o Firefox or Internet Explorer users: You can save or open the file (look for the pop up at the bottom of the screen)

Your Google Scholar references have now been exported into your EndNote library

Tip: An alternative method if you do not sign into Google Scholar with your RMIT email address or enable your Scholar library, is to use the Cite

(' icon) option below each record and select EndNote or Select the ‘Settings’ option and choose EndNote for the ‘Show links to import
citations into’ option under the Bibliography Manager heading and then select click the Import to Endnote option below the required reference.

Notes:

Remember to check each record to make sure that all information is correct (see minimum fields list on pp. 9-10). You can make
quick corrections to fields in the Reference tab.

Preview ‘i‘:—~14 PDFs @

You can add Ratings and Research Notes to identify important references (within Reference tab).

You can view full-text PDFs in the Attached PDFs tab.
can be found on pp. 11-12 in this document

Instructions on attaching PDFs

Capturing Web references using EndNote basic.
You can create a new reference for webpages, blogs and other research materials.

**You need to have an EndNote basic account before you can capture webpage information**
See the instructions in the Endnote X9 and Syncing your EndNote Library handout to set up your account.

First, install the Web Capture app for your browser.

1.

Go to http://www.myendnoteweb.com and login to your account.
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2. Scroll across the top section and select Downloads

Thomson Reuters

My References  Collect  Organize Format Match Options Downloads

3. Drag and drop the Capture Reference icon into your bookmarks toolbar.

Capture: Capture Reference 0 www.myendnoteweb.com,.:"

4. Find a webpage you want to capture into EndNote Web. Make a note of some of the details, such as the author name, and the title of the
page. Now click Capture Reference.

A pop-up window opens. EndNote Online imports any publication data it can detect in the webpage.
5. Make sure the Reference Type says Webpage.
6. Type in any other useful reference information for this item.

7. At the top of the pop-up box, tick the radio button for EndNote, then click the Save to button.
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Capture New Reference

m * my.endnote.com Endiote

Belographic Fields | Optico s H--’:‘.
Groups: Add or remave
Bibliographic Fields: Ar east one of the flelds must be filed out
F.oference Type Web Fuge *
AUthor:  Australien Swesu of Statistcs
Jes format Last Name. Fint rame, Snter sach same on & ne
ne
Tiia:  Latour Parce
Yeaf
Series EdRor:
Series Title

Place Published

Publisher ABS
Access Year: 203
Access Dates |1 Marcs

Desaription

You can add in additional information. See the minimum fields listed on page 13. For webpages, add in the Access Year and Access
Date. Note: The webpage title and the URL address will be automatically captured. The new reference has been added to your Imported
References group in EndNote.

Sorting and locating references in your EndNote library

You can sort each column alphabetically or by date, by clicking on the top of the column.

|. & Author = Year Title Rating Journal Last Updated  Reference Type

You can also add new columns by right clicking on the top of any column and choosing from the list that appears eg Record Number,
Keyword or Research Notes.
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You can search within the EndNote Library via the Quick Search box on the
L. Quick Search 2 O)~C % Show Search Panel
toolbar, or by clicking on the arrows to extend the Search Panel.
Search Search Whole Library w» [|Match Case [ Match Words

Authar * Contains hd | E]
And «  Year * (Contains i | E]
And v Title v Contains \ [+
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Looking at your EndNote library

When you have imported your records, you see the Library window. The newly imported references are displayed in the summary
screen.

13 of 28

Sy faral=]
File - a2 feferences  Groups: Tooks Window  Melp
oy My EndNote Litirsey and ?'E”F
E® & e EEQRLOQ| L) BB ER| (IR | @ v QA ¥ Show Search Panel
mum - ] o & am\\' Year  Title Journal *  Eetereace Preview I". staned e | @ —
: “.o—%‘:z Design = Intermatio.. ! i Jahebuch Ke dCezzar, ), 3. Q018). The AXGA gusde to careers in grophic and
" communication . orvnumication design, New York: Bloomsbuty Acad An
S} Contigure Symc. o | Current Styles drop L tension before Sleep Loss: Effects on Performance an... Quick search ot ot Woosbuy PiblelingBe, |
(D Recently Added ® | g | downmenu it Ry o el i A
Bl urited g ——roTu——Tme A guide to in graphic and scation design Reference quick
T Trash o e Cheek. Courtney... 2015 171 Weight-related Coaching Pressures. Mental Heslth, Sleep.... Journal of Adolescent Heal edit, Preview
My L] Davis, Meredth . 2017 Visusd communication design : an introduction to design conce—. g and Attached
¥ L] Demirel, Havva 2016 Sleep Quality Differs Between Athlotes and Noo-athletes Clinical & Investigative Me PDF Viewing
8] sieep 7le Dobrosieisid, De.. 2016 Estimating the P « of Sleep-Disordered Breathing Amo... Respiratory Care |
) Visual research G le Engle-Friedman, . 2010  Sleep and effort in adolescent athletes Journal of Child Health Car paneis.
& Find S Erfacher, Daniet: .. 2011 Sleep habits in German athletes before important competition... Journal of Sports Sciences
Groups L] Fullsgar. Hugh; S.. 2015 Sleep and Athletic Performance: The Effects of Sleep Loss on E.. Sports Medicine
panel [ ] Fullsgar. Hugh H. 2016 Impaired sleep and recovery after night matches in eite footh... Jowrnal of Sports Sciences
° Gallo, Tana FoC 2016 Pre-training perceived wellness impacts traiming output in Aus.., Journal of Sports Scences
L J Halson, Shona 2014 Sleep In Hite Athletes and Nutritional Interventions to Enhanc... Sports Medicine
o Halson, Shona L. 2016 Stealing sheep: Is sport o sodkety to blame? British Journal of Sports M
L] Haison, Shona L;.. 2016  The Athlete Sieep Screening Questionnaire: a new tool for ass... British Journal of Sports M
° Hausswirth, Chri.. 2014 Medicine & Science in Spo
®  Herrera Christo.. 2012 Library summary screen - each line Journal of Sports Scences
®  Hurdiel REmy; V.. 2014 represents a record in your Library Journal of Spoets Scences
L] Kries, Mateo; KL, 2018 Papanek Change your
L ] Lastella, Michete_ 2015 behaviour of endurance cydists before and during... Journal of Sports Sciences lavout
[ ] Leeder, Jonatha. 2012  Sleep duration and quality in elite athletes measured using wris... Journal of Sports Sciences screen lay
o Lees-Maffei Gra. 2019 Reading graphic design in cultural context
L] Littiehales, Nick 2013 ITS TIME TO REDEFINE SLEEP SportEX Medicine
I Lupton, Ellen aut... 2010  Thinking with type ; & critical guide for designers, writers. edit..,
L J Masako, Hoshiles.., 2013 EFFECTS OF NORMOBARIC HYPOXIA EQUIVALENT TO 2.000-M Journal of Strength & Comn
'. Mijller Renckma 2016 Grid systems in mmnhr desshan - a vicial commminication manesal.. Rastor Systame fibr din vru i
Showing 52 of 2 reterences, B tayout ~
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Manual input of records

El

1. Create a new reference References > New Reference or click

2. The default setting for new references is Journal Article. You can change the reference type using the
Reference Type drop-down menu (top left corner) — e.g., journal article, book, web page, etc.

Reference Type: lournal Article ~

3. Close each Reference by clicking on the small X on the top right of the screen (below the larger one).
The Reference saves automatically.

- List author last name (family/surname) first and followed by a comma — e.g. Benton, Tim

- Write organisation names in full, followed by a comma — e.g. RMIT University,

- Enter each author name on a separate line.

- Space between author initials.

- Full stop after each author initial — e.g. Smith, J. O.

- Sentence case for journal article or book titles e.g. Nanotechnology: Photons make light work.
- Add some of your own keywords for searching later e.g. specific wavelengths

Minimum fields required for displaying a complete reference in MOST styles.

Note: Refer to the Library’s Referencing Guides for more details. http://www1.rmit.edu.au/library/referencing-
quides

Book

Author

Title

Year

Publisher

City

Edition (If not the first)

Journal Article
® Author
Title
Journal
Volume
Issue
Year
Pages
DOI — Digital Object Identifier (if applicable)
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Electronic Article

Author

Title

Year

Periodical Title (Journal title)

Volume

Issue

Pages

Date accessed

URL (or database name)

DOI — Digital Object Identifier (if applicable)

E Book

Author

Title

Publisher

Year (copyright date)
Date accessed

URL (or database name)

Web Page

Author or producer of site (personal or corporate)

Title (of site)

URL

Year (date of publication or of last update)
Access Date (date you accessed the site)

Changing capitalization in the title field
1. This is the only change where you need to double click onto a reference to open it in a new screen.
2. Highlight the text

3. Click the Change case button
4

Select your preferred option.

® RMIT

UNIVERSITY

&, Demirel, 2016 #27

4m m) Reference
El’ ‘ﬂ"‘ Ello\.‘@c‘@ EVE' Plain Font

v PlainSize =~

B I LJ[EIAlAlIZ

e

T [
st Y [l Y

Author
Year
2016
Title

Journal

Reference Type: Journal Article A

Demirel, Hawva

SLEEP. QUALITY DIFFERS BETWEEN ATHLETES AND NON-ATHLETES

(Cliniral & Tnuvectinative Medicine

5. Close the window to save the changes.
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Sentence case.
lowercase
UPPERCASE
Capitalize Each Word
tOGGLE cASE
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1) You can remove duplicate references by selecting References > Find Duplicates.

Check the completeness of the record you wish to keep eg. Does it have full text attached? If you have
already inserted one of these records as a citation in your Word document, do not delete it in your EndNote
Library, or the citation will disappear from your document. To check which record you have used in your Word
Document, note the record numbers and see page 21 for instructions on unformatting the citations in your

Word document to identify the record you have inserted.

Comparing 1 and 2 of 2 duplicates.
Select the record to keep. The record not selected will be moved to the Trash, Select Skip to go to the next set of duplicates.

Keep This Record Keep This Record

Bell, 2011 #2341 Bell, 2011 #2342
Ref Type: Bool Ret Type: Boa

| Skip | | Cancel |

Rating = Rating

Author ] Author

Bell, Sarah Bell, Sarah

Year Year

2011 2011

Title Title

Engineers, Society, and Sustainability Engineers, Society, and Sustainability

Adding full text

You can add full-text to your EndNote Library in different ways.

m

1. Adding an existing (saved) PDF to the record in your EndNote Library

pdf file onto the reference.

OR

Preview

Reference

a) Highlight a Reference and click the Paperclip tab
b) Select File > Open.

™ Attached P

The easiest way to add an existing saved pdf file to a record in your library is to drag and drop the

FUr

@

2. Using Find Full Text to attach PDFs to records in your EndNote Library

Highlight the articles for which you want the full-text (Select multiple references from your EndNote library
by holding down Ctrl while clicking on the required references (OR Shift and click to select a continuous

range of references), then select either:

e References > Find Full Text > Find Full Text

OR

e Click on @ on the toolbar
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EndNote searches for the PDF files and where available, attaches them to your references.
Note: If you are Off Campus, you will need to connect to the RMIT network

a) Go to Edit > Preferences > Find full-text.
b) Within your Find Full Text options:

e OFF CAMPUS: Authenticate with URL > [change ‘Authenticate’ URL to:
https://login.ezproxy.lib.rmit.edu.au/login?url=http://scholar.google.com/] Click OK.

3. Adding a folder of existing PDFs to create records in EndNote

a) File > Import > File > Folder (or File)

b) Select Folder or File from existing location.
c) Leave Import Option as PDF

d) Change Import All to Discard Duplicates
e) Click Import.

Import Folder Tl mES
Import Folder: |'|,'|,nta|:u|:urdfstl 1n0Z.rmit.internalleh2'E:  [choose. ..

Indude files in subfolders
Create a Group Set for this impart

Import Option: |PDF h |

Duplicates: |Discard Duplicates — |

[ Import ] | Cancel |

Note: This process relies on the DOI (Digital Object Identifier) of articles to create records in EndNote. If a
PDF was not created in a format that allows EndNote to distinguish between the different elements of the
citation (e.g. a scan, or an older pdf) then the reference created will have mostly empty fields that you will need
to fill in using data from the PDF.

Automatically import PDF files

In EndNote, click Edit > Preferences > PDF Handling and tick Enable automatic importing, then select
your Download folder > OK

While you are researching, download any new PDFs you find to the Downloads folder. EndNote will
automatically import them. Where possible, EndNote will find and add the basic publication information to
the new reference via the Digital Object Identifier (DOI).

Tip: Have EndNote create more informative PDF names.
If you add a file such as <1-s2.0-S0305748812001399-main.pdf>to your auto import folder, EndNote can attempt to
rename the PDF to an author-date-title format e.g. Bendall-2013-The public life of maps.pdf.

You can also set your own custom renaming protocol. Click Edit > Preferences > PDF Handling > tick your
preference and OK

17orzy Preparea ny riorary Researcn Semnices 11737202



LIBRARY ® RMIT

UNIVERSITY

Tip: Ask EndNote to find any missing publication information.

If the PDF was added and only lists its file name and a DOI, EndNote can try to find and add the base publication
information via the DOI.

1. Click the reference
2. Click References > Find Reference Updates

3. If anything can be found you will be presented with the additional information. Fill in blank fields or copy across
additional information and save the changes.

Note: sometimes EndNote matches the accession numbers from different databases and suggested a different
article. Click Skip

Groups

Groups make it easy to organise a large library into folders to manage references or use a subset of

references for a paper or chapter. A group simply points to a subset of references that already exist in the
library. They are a COPY only of selected references from your All References.

1. Create a Group — manually add records to the Group:

Right-click on My Groups or from the menu Groups > Create new Group and name it,
e.g. a topic you are researching, or Literature Review or Chapter 1

Drag and drop some references into your Group. You can also right click on a Reference and select
Add Reference To.

2. Create a Smart Group - records matching your terms are automatically added to the Group:

Right-click on My Groups or from the menu Groups > Create Smart Group and name it,

Select Any Field > Contains and then enter a term that commonly appears in your references (eg
in the title, abstract or keyword fields)

This creates a group that will automatically add references if they contain your chosen terms.

Smart Group @

Smart Group Name: @

= Contains - |po|ymer5 El |;|
And «  Any Field = Contains - |temperature{ El =
And «  Any Field » Contains - | +| =
Create ] | Cancel Options... ¥ Match Case Match Words
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Formatting (changing) styles in EndNote

* Reference styles can be changed in EndNote AND in your Word document. The style selected should
be the same in both.

® From Style drop-down menu, Annotated @ click Select Another Style, select required

style e.g. APA 6" or IEEE or other, and select Choose to add it to your list of styles.

_ o Peference@’@:t{ached PDFs ‘ @
® You can check the Preview tab to ensure it is correct. .

® Extra styles can be downloaded via Edit > Output styles > Open Style Manager then click on Get
More on the Web.

Note: RMIT students using the RMIT Harvard referencing style and using EndNote on a personal
computer, will need to download the RMIT Harvard style (Harvard_RMIT_EndNote) available from the
library’s EndNote website within the Downloads tab - http://www1.rmit.edu.au/library/endnote.

a) Right-click the RMIT Harvard style download link and select ‘Save link as’

Download EndNote to your computer

GET STARTED e 10 YOUT CompUter

ADD REFERENCES - Help with downloading 0¢ s2alng EnaNote = avalabie Contact e IT Servics and S

ADDING FULL TEXT To check for EndNote updates:

MORE FEATURES - Do you use Harvard referencing style? [odnkiad Fvard FAIT Endfoie SRR o s 1 AN Saus (tin the EndNate X7
Styles falszr Ope

BACK UP YOUR LERARY

HELP AND TRANNG All RMIT student computers (Windows and Mac) already have the latest Ex

(Harvard edfvS or Harvard_RMIT_EndNote| instalied

e The style needs to be added to the hard drive of your computer
e Select Computer >Windows (C:) > Program Files (x86) > Endnote X9 > Styles and click Save.
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i ¢ SaveAs &J‘
@ :jv‘ » Computer » Windows (C:) » Program Files (x86) » EndNote X8 » Stffes v ] 45 l ‘ ol
L s e . i e
Organize v New folder §= w {_@'
% Favorites Name : Date modified Type Size 2
B Desktop ¥ AAA Style Guide.ens EndNote Style
& Downloads ¥ AAG Style Guide.ens EndNote Style
1= Recent Places 7 Academy Management Review.ens EndNote Style
¥ Accounting Review.ens EndNote Style
. Libraries ¥ Accounts Chemical Res.ens EndNo €
| Documents ¥ ACS.ens EndNote Style
j‘ Music 7 ACS-alternate-journal.ens EndNote Style
b=/ Pictures ¥ Acta Biomaterialia.ens EndNote Style
B8 videos ¥ Acta Crystallographica.ens EndNote Style
¥ Addiction.ens EndNote Style
1% Computer ¥ Adv Agronomy.ens EndNote Style
¥ Adv Drug Delivery Rev.ens €
€ Network ¥ Advin Nursing Science.ens
¥ Adv Skin Wound Care.ens EndNote Stvle ¥
File namel Harvard_RMIT_EndNote.ens I =
Save as type: IEndNote Style v ‘
4 Hide Folders Save ] \ Cancel I
.

e The RMIT Harvard Style (Harvard_RMIT_EndNote) will now be available to select from your
styles folder.

Saving / backing up your EndNote library

You can save your complete library (including the .DATA folder and all of its contents including images and
.PDF files) to a single compressed copy in order to back up your library, transfer it to a non-RMIT computer or
send a copy to a colleague. The .DATA folder is important, even if you are not storing .PDFs in it, so
compressing the library allows you to email it without losing recent updates.

To save to a compressed library file:
1. Open the library.
2. From the File menu select Compressed Library then Create.
3. Choose the folder or drive where you want to save the library. It will be a file with the extension .enlx
(not .enl).

Setting up EndNote basic to sync for sharing your EndNote library

Please see the handout ‘Setting up EndNote sync for collaboration’ for details on how to sync and/or sharing
your EndNote Library

EndNote X9 gives you the ability to automatically sync your Endnote library across two or more computers via
EndNote basic http://www.myendnoteweb.com/.

You can then share the entire library via EndNote X9 or just a group (or selected groups) via EndNote basic
with fellow researchers.

e You can sync one library with up to 50,000 references, 5000 groups and unlimited attachments.
e Please only do this on your own computer.
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¢ Note: You can only link one library to an EndNote basic account. This online account will then "lock” to that
computer's copy of the EndNote software. You will not be able to work with more than one synced account
per personal computer or per login on RMIT computers.

PART 2 — Using EndNote with Word — Cite While You Write (CWYW).

To work with EndNote and Word, you must FIRST open your EndNote Library, THEN Word. Click on the tab
EndNote X9 in Word for the toolbar to appear.

oyais Bocument3 - Compatibility Mode - Word

A-opsn - £y 71\
AuteSave 77 U

File Home Insert Design Layout References Mailings Review View Help EndNote X9

oy X ‘ O CO e o

Llj 4 Cut Calibri (Bedy) ~111 ~ A A Aa~ P | =~ I— v a— v £ 9= %l qq AaBbCcDc AaBbt
pace LB Copy , e 2 <

s B I U~ax X A-2-A-|EBE===|1= 8- T Normal | TNo S

v <¥ Format Painter

Clipboard ] Font % Paragraph Pl

The style shown is usually the style you activated in EndNote X9. If not, see page 17 for instructions on how to
change it.

Inserting a citation in Word

1. Make sure the EndNote library that contains the references you wish to cite is open. For the example
below, we will use our new library.

Open a new Microsoft Word 2010 document.
3. Type one or two sentences (anything will do)

4. Select the EndNote X9 tab.

EndNote allows you to insert references in a number of ways:

Inserting a citation from EndNote:
1. InWord, select where you would like to insert the citation in the text.

2 Select &, Go to EndNote .

3. In EndNote, highlight the reference and select Insert Citation El .
The Reference will be inserted into the text of the Word document, and a Reference List or
Bibliography will be generated at the end of the document.

Inserting a citation from Word:
1. Select where you would like to insert citation in the text.
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Insert
2. From the EndNote tab in Word, click Insert Citation ten~
3. From the pop up box, select Insert Citation e2 and type an author's last name or keyword

Click Find and EndNote will list the matching results.
5. Select the reference(s) you require and click Insert.

Reference(s) will be inserted into the text of the Word document and a Reference List or Bibliography will be
created at end of the document.

Inserting multiple citations:

Select multiple references from your EndNote library by holding down Ctrl while clicking on the required
references (OR Shift and click to select a continuous range of references). Then return to your Word
document and select Insert Selected Citation(s).

Editing a citation in Word

Once you have inserted a citation, you should not edit it directly in Word. If you make any changes within the
brackets of a citation they will disappear when you re-format the bibliography.

1. InWord, click on in-text citation. This will automatically shade the citation in grey.

2. Click on Edit & Manage Citation(s) e> on the EndNote toolbar OR right click and select Edit
Citations.

3. From the Formatting drop-down menu, select your chosen option eg Exclude Author or Exclude
Year.

4. Enter page number in the Pages field. Page numbers will only appear if style allows it, eg. APA 6th,
Harvard_RMIT_EndNote.

Edit Citation

Formatting: | | Default S | |

Prefix:

Suffix:

Pages: 47

Note: If the style is not set up to show information from the Pages box (most of the journal output styles
are not) then you add page numbers in the Suffix field, including punctuation, e.g. , p. 25 (a space
before the comma is necessary).
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Removing a citation in Word
Please do NOT delete unwanted citations by highlighting them and hitting the delete key.

If you wish to remove a citation completely:
1. Click on the citation to select it.

Click on Edit & Manage Citation(s) in the Word EndNote toolbar. 3} Edit & Manage Citation(s)

The Edit & Manage Citation(s) dialogue box will be displayed. All the citations within the document
will be listed.

4. Click the Edit Reference dropdown arrow next to the citation you want to delete.

Click Remove Citation.

EndNote X9 Edit & Manage Citations

Citation Count  Library

{Demirel 2016; Engle-Friedman, Palencar & Riela 2010; Fullagar et al. 2016)

+ & Engle-Friedman, 2010 #17 1 My EndNote Library Edit Library Reference

T Fullagar, 2016 #10 1 My EndNote Library M
— > Remove Citation

STS—
Insert Citation

Update from My Library...

This is the only safe way to
_ remove EndNote references.
6. Click OK. Do NOT hit the delete key!

Special characters and character sets

Special characters can be entered into Endnote using any of these text-entry methods:
® Type the character on the keyboard (if the character is part of the language supported by the
keyboard).
® Copy the character from another windows program, and paste it into your Endnote library.

® Use the Character Map program supplied with Windows.
Start > Menu > Programs > Accessories > System Tools > Character Map

Note: If you edit a reference in EndNote, the changes you make won'’t be reflected in your Word document

until you update your Bibliography. In Word, click on Update Citations and Bibliography E!.
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Changing a style within Word:
AutoSave (=] eery

File Home Insert Design Layout References Mailings Review View Help EndNote X9
L_I” &, Go to EndNote Style:  Harvard_RMIT_EndNote Copy ~ | g% Categorize References ~ Export to EndN
; o‘ |Z_’," Edit & Manage Citation(s) L=+ Update Citations and Bibliography Instant Formatting is On ~ ﬂﬂ“, Manuscript Ma
nsert A
Citation - L Edit Library Reference(s) B2 Convert Citations and Bibliography ~ == Preferences
Citations Bibliography P Tools

If you need to change to another style for your document.

1. Click in the Style box.
2. Click Select another style from the menu.
3. Click on the first style, then type the first couple of letters of the style name to jump down the list.
4. Select the style you wish to activate.
EndNote X9 Styles | =]
Name Category (2%
3 Biotech Biotechnology L
AAA Style Guide Anthropology
AABC Science
AAG Style Guide Geography
AAPG Bulletin Geology
AAPS Medicine
AAPS PharmSciTech  Medidine
Abacus Women's Studies
ABNT (Author-Date) Sdence -
[ OK ] [ Cancel 1 [ Help ]
Showing 6995 styles from C:\Program Files (x86)\EndNote X9\Styles
5. Click OK.

6. Your document automatically reformats to reflect the new style.

Formatting your Bibliography

Changes to the layout (font, line spacing etc.) of in text citations are handled by Word. If you want to add a
title or make changes to the font or line spacing of your bibliography, you need to use the EndNote tools.

1. InWord, click on the arrow to the right of the Bibliography link.

Bibliography B

2. This will open the Format Bibliography tab.
3. Click the Layout tab to check or modify settings.

24 of 28 Prepared by Library Research Services 11/3/2020



LIBRARY ® RMIT

UNIVERSITY

EndNote X8 Configure Bibliography 22|

| Format Bibliography | Layout \

Font: Size:
| Calibri v 1 PE

Bibliography title:

Text Format... ]

Start with bibliography number: 1

First line indent;  0.000 cm Line spacing: | Single v
Hanging indent:  1.270 cm Space after: | None v

l OK ][ Cancel J [ Help ]

You can change the font size and style of your bibliography.
5. Give the bibliography a title, e.g. Bibliography; highlight the title and click Text Format to make
changes to the size and style of the font.
You can change the line spacing between references or alter the hanging indent.
When you have made all required changes, click OK to reformat the bibliography.

Creating a standalone bibliography
You can create a standalone text only bibliography using the Copy Formatted method.

Open your EndNote library and check you have the appropriate Output Style selected.

Highlight to select the desired references.

From the Edit menu, choose Copy Formatted (or Ctrl K) to copy the references.

Open a Word document and Paste the references into Word.

This generates a text document with no EndNote coding. Use the Word options to make any changes
to the Bibliography.

P ownNPE

Common problems with EndNote and Word

My formatted bibliography is permanently shaded, how do I get rid of this?

This is field shading. To fix the problem:
® Remove using the Word toolbar by selecting File > Options.
® Select the Advanced tab, scroll down to Show Document Content > Field Shading.
® There are three options: choose When selected > OK.

Field shading: ("When selected ﬂ
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Strange codes in your document

Sometimes, instead of seeing your regular in-text citations, there is a strange code, which looks something
like:
ADDIN EN.CITE <EndNote><Cite><Author>Burwell</Author>
<Year>2005</Year><RecNum>39</RecNum><record><rec-number>39</rec-number " ...

What you are seeing is the hidden field codes in Word. This is the hidden code EndNote uses to hold the
reference information for your formatted citations. To fix the problem:

® InWord, go to the File > Options.
® On the Advanced tab, scroll down to Show Document Content > Show field codes instead of

their values’ and uncheck the box. Show field codes instead of their values

® Click OK. The document should now appear normal.

This setting is a universal setting for Word, so making this change should fix any documents that are currently
displaying field codes.

PART 3 - EndNote and Word — Best Practice for research

This section contains some useful tips for working with your documents and EndNote as you start your
Research journey.

Copying text and references in a single document

If you are going to cut or copy and paste any part of the document, and you have already inserted citations,
unformat the citations first. Unformatting will strip the bibliography from your documents, putting temporary
citations into the text as place-holders.

To Unformat citations:

@ Goto EndMote Style: Harvard_RMIT_EndMote - &,{- Categorize Rel
1. CIle Convert Citations and F'}* Edit & Manage Citation(s} E‘ Update Citations and Bibliography Instant Farmal
B|b||ography 3 L-='¢Edit Library Reference(s) ECGHU’EH: Citations and Bibliography =
2. Select Convert to Citations F% Convert to Unformatted Citations
Unformatted Citations 2T B} Convertto Plain Tet 3
3. The citations will now appear Ry Convert Reference Manager Citations to EndMote
with squiggly brackets, @3 Convert Word Citations to EndNote

providing the author, year
and the reference number for the citation in your EndNote Library

e.g tab-{Chinowsky,2006-#58;Frank,2003-#59].

4. You can now safely copy and paste text in your document.
5. To Reformat the citations, click Update Citations and Bibliography.

Safely copying text and references between documents

There is a lot of complex hidden code that you don’t see when EndNote and Word work together. That code
can be corrupted if you copy or delete references incorrectly. You can tell if a paragraph has EndNote code in
it. Select the paragraph: EndNote links are highlighted in a dark grey.
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On the Inserttab, the galleries include items that are designed to coordinate with the overall look of
your document [Barrios et al. 2011). You can use these galleries to insert tables, headers, foaters,
lists, cover pages, and other document building blocks. _ explains when you create
pictures, charts, or diagrams, they also coordinate with your current document look. You can easily
change the formatting of selected textin the document text by choosing a look for the selected text

There is a safe way to copy text with EndNote links to another document. (W]

1. Highlight the desired text Home
2. Control-C to copy the text. | 3‘ o Cali
3. Switch to the other document. | Paste )F§,,1latpainter

4. On the Home Tab, click the drop down under Paste. Paste Options:

5. Click the icon for “Paste text only. A . 4
6. Re-link the EndNote reference. Past&r

l Keep Text Only (T} l
Set Deraomrase—— &

When submitting a document to your supervisor

It is recommended that you un-format your document prior to submitting a copy to your supervisor for
comments.

1. Click on the small arrow beside Convert Citations and Bibliography.

2. Select Convert to Unformatted Citations.

When receiving a document from your supervisor

Note: Be mindful of Track Changes in Word documents as EndNote does not work well with them. When you
receive a document with Track Changes it is recommended that you either accept or reject accordingly, and
only then apply the Update Citations and Bibliography from Word’'s EndNote toolbar.

Unformatting citations and bibliographies

If you are writing a document and inserting citations over a long period of time, you should regularly unformat
and then re-format your citations. You may even choose to work with unformatted citations, reformatting your
documents once a week to check that the citations are appearing correctly in your document.

The in-text citations will change from eg (Yeo 2012) to {Yeo, 2012 #39} and the bibliography will temporarily
disappear. Note that the placeholder includes the unique record number of the reference in your EndNote
Library eg. #39.

It is advisable to separate your thesis chapters into separate documents, then combine them before
submission.

If you intend to combine separate documents (for example, chapters) that already contain citations, unformat
the citations in all the documents before combining them into a single document, then re-format them.

Merging documents to create a single bibliography

You can create a single bibliography from multiple documents, for example where each chapter of a thesis is a

separate document or where you are collaborating with other Endnote users.
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To generate a single bibliography:

1. In each of your documents, or chapters, insert your citations to link them to references in an EndNote
library.

2. In each Word document, go to the EndNote X9 submenu, click on Convert Citations and
Bibliography > Convert to Unformatted Citations to unformat your citations.

3. Cut and paste documents together, inserting breaks between chapters.

4. Reformat the document; click on Update Citations and Bibliography.

NOTE: If you want to format a bibliography for each subdocument plus a cumulative bibliography at the end of
the master document, follow the instructions above, but use an output style that allows formatting of Sections.

You can also use Word’s Master Document feature to generate a single cumulative bibliography at the end of
the last combined document.

Preparing your document for submission -

If you wish to submit your thesis or a paper for publication, you must first remove all field codes as these could
interfere with the publishing software used to produce the journal.

1. InWord on the EndNote tab, choose Convert Citations and Bibliography > Convert to Plain Text.
2. This will preserve your original document and create a new, unsaved version without Endnote codes.
3. Save the new document under a new name, and send that version for publication.

Further help

® Arrange an individual EndNote consultation with a research librarian using this_form
® The full Endnote Manual is automatically downloaded when you install Endnote on your computer, and
is available from your Endnote folder via the Start Menu.

® Click on Help on the EndNote toolbar or the o icon.

® Self-paced library guide - http://rmit.libguides.com/endnote

® Technical problems with downloading or installing EndNote - http://www1.rmit.edu.au/its/ithelp
® Complex technical problems with EndNote Library - www.endnote.com

Final Tip: Keep a backup of your EndNote library in a different location for safekeeping and in case of
lost USBs, corrupt or damaged EndNote files, network issues, computer problems, etc.

Your EndNote Library comprises two files that MUST be kept together — the .ENL file and the
corresponding .DATA folder (whether or not you have attached PDFs).

Use the Compressed Library option to back up your Library. File > Compressed Library. This will
give it an .enlx extension.
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