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A Brief Introduction
for Wellesley College 

EndNote is an online search tool.
It provides a simple way to search the library’s online catalog and online bibliographic databases and retrieve or import the references directly into EndNote. 

EndNote is a reference and image database.
Store, manage, and search for bibliographic references in your reference library. Organize images, charts, figures, and equations with a caption and keywords.

EndNote is a bibliography and manuscript maker.
It formats citations and figures in Microsoft Word with “Cite While You Write.” Watch the bibliography and figure list appear as you insert citations in your manuscript. Manuscript templates guide you through publishers’ requirements.

Who can use EndNote?


All faculty, staff members, and students currently affiliated with the college can install EndNote 9 and use it on both their work and home computers. When students, faculty, or staff leave the college, they must uninstall EndNote 9 from their personal computers.  EndNote 9 is available on computers in public areas.

Where do I get EndNote 9, documentation, and help?

Direct questions to Computing Questions or call the Help Desk at x3333.  To get the software and documentation: Wellesley College web page –> Computing –> Software Support –> Windows OR Mac -> EndNote OR go to: http://www.wellesley.edu/Computing/Endnote/  Additionally, EndNote’s support page at http://www.endnote.com/ is a great site for assistance.  Follow the “support and services” link.
How does EndNote work?


First you create an EndNote library.  You can have as many or as few libraries as you wish.  Then within a library, you store citation information about journal articles, books, chapters, electronic articles, government documents, patents, theses, and so on.  Besides storing citation information, you may also assign subjects, take notes, link to external PDFs, import or write abstracts, and store image files.  Next, you use EndNote’s Cite While You Write function to insert citations into your manuscripts.  You can also format manuscripts for submission using EndNote’s manuscript templates.
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How do I use EndNote?

To use EndNote effectively, you’ll need to be able to: 
· create a library
· input citations
· modify citations
· use Cite While You Write
1. Open EndNote and create a new library: 
A library consists of both a file and a data folder. 
Both pieces are necessary for EndNote to work.  
2. Input citations into the library:
a. Manual Entry: All you do is type citations 
in manually. If you can do that, you can use 
EndNote.
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 or Reference –> New Reference

b. Connection Files: Use EndNote to search library catalogs and selected free databases on the web.  Our library catalog is already included in EndNote’s list of connection files.  NOTE: You will see many subscription databases listed in the Connection Files box.  We have not configured those connection files for use with our licensed databases.
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 or Tools –> Connect –> Connect –> Wellesley

c. Importing – direct import or use a filter: Most of the library’s licensed databases have an “export” or “save records” option.  Some databases recognize EndNote and will drop their data into your library automatically, while others require you to browse to the file on your desktop and then import it into your library.  You will have to pay attention to the database provider (e.g. EBSCO, CSA, ISI) when you use the import filters, otherwise your data will come in garbled. 
[image: image3.png]


 or File –> Import –> Select appropriate filter and file
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Modify citations: 
Take notes, link to the full-text 
PDF, assign your own subject 
headings, enter direct quotes, 
insert your thoughts on the 
citation, and store information 
about a citation in your library, 
while keeping it attached to the
citation information. It’s all 
searchable within EndNote and 
from Microsoft Word.

Common ways people edit 
citations include:

a. determining their own subjects and using those terms in the keywords or label fields;

b. writing their own abstracts for citations, making them relevant to their research (rather than using a database-provided abstract);

c. entering direct quotes with page numbers into the notes field;
d. taking notes on the readings themselves; or
e. correcting data imported from external databases, particularly if they use specific EndNote fields to store certain types of information (i.e. keywords, labels), and if they import data from a library catalog, since catalog punctuation differs from standard punctuation.

4. Use Cite While You Write with the EndNote toolbar in Microsoft Word.  Insert citations, format bibliographies, put in notes, and make figure lists!
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Open the Word document you want to edit.  Open the EndNote library which has the citations you’ll be using.  Place your cursor where you want your citation to go (in the footnote or the text) and either:
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 Search for the citation you want using the “Find Citation(s)” button. Select the citation and click on “Insert”; or 
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 Click on the “Go to EndNote” button, click on the citation (or citations) in EndNote that you want to insert, click on the “Insert Selected Citation(s)” button.
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 Your citation is inserted and formatted in the style you’ve selected in EndNote.  Change styles by using the “Format Bibliography” button.  There are over 1100 citation styles built into EndNote.
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 Need to add a page number to your citation?  Use the “Edit Citation” button to add page numbers, and to suppress author names and/or dates from appearing.
[image: image10.png]


 Error in one of your citations?  Use the “Edit Library Reference” button to fix it.  If you only edit it in Word, the changes won’t “stick.”
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 Prefer to work without all the instant formatting?  Use the “Unformat Citations” button and see only {Jones, 1998, #45} until you format the bibliography.
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 Want to share your document with someone who doesn’t have your EndNote library?  Either “Remove field codes” and send them plain Word version, or “Export a Traveling Library” and send them a mini-library containing only those references cited in your paper.  They’ll need to be using at least version 9 of EndNote to read the library, so ask before you send!
There are lots of other things you can do with EndNote:
Store and manage:
Images (most common formats are supported: bmp, gif, jpg, png, tiff)

Objects (word documents, pdf files, visio files, etc.)

Create manuscripts based on a particular editorial style.  Some of the 175 manuscript templates included in EndNote 9 conform to the rules from these journals and organizations:
Bioinformatics
Journal of Biological Chemistry

APA 5th 
Nature

Language




MLA
Science

American Journal of Sociology

ACS
Frequently Asked Questions from Faculty about Switching to EndNote

Q. I use an older version of EndNote/another citation management tool.  How do I convert that file into an EndNote 9 library?

A. First things first: save a backup copy of your file!  Next, see if the program you use is listed below.  If so, go to the EndNote help menu, select “Contents,” then “Importing Reference Data,” then “Importing References from Other Bibliographic Software Programs.”   Follow the directions given.

Bookends and Bookends Pro

BibTex

Citation 6 and WordPerfect Citation

EndNote Library

NoteBook II Plus/NoteBuilder

Papyrus 6 and 7

ProCite

Ref-11 
Refer/BibIX

Reference Manager

Q. I have thousands of citations in some format that cannot be imported into EndNote (paper, index cards, Word documents, text files, etc.)  It’ll take me a long time to type them all in.  What should I do?

A. Do whatever works for you.  If you are disciplined enough to enter 20 citations a day for the next year, go right ahead.  If you are trusting enough to have someone else enter the data for you, hire someone meticulous and pay well.  If you can’t fathom doing either, simply add references into your library as you need them.  Or don’t use EndNote if you think it won’t work for you.


Q. Are there any flashy or cool web-based tools I can use with EndNote?

A. Yes!
· Google Scholar and Windows Academic Live both support importing into EndNote.  In Scholar, find this option in the preferences.  In Academic Live, copy the text into a text file and import it with the RIS format.

· There is a Firefox extension for copying information about a web page into Endnote at https://addons.mozilla.org/firefox/3131/. 
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TIP





Since EndNote libraries consist of both a file and a folder, users need to be sure to move BOTH when moving from computer to computer.
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The exclude author and year function is useful when you write such things as, “Author X said ‘Blah blah’ in 1995.”








