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Before you begin - Update your mac’s security settings

Your Mac’s default security settings may prevent you from downloading and opening the EndNote installation files.
To avoid this from happening, go to:

Macintosh > System Preferences > Security & Privacy > Allow apps downloaded from > Tick the radio button
next to “App store and identified developers”.

® < & Security & Privacy Q Sea

| General | FileVault  Firewall Privacy

A login password has been set for this user ~ Change Password...

Require password immediately ¢ after sleep or screen saver begins
Show a message when the screen is locked
Disable automatic login

Allow apps downloaded from:
App Store
© App Store and identified developers

[ Click the lock to prevent further changes. Advanced... ?

You should change it back to “App Store” once you have downloaded the required files.

-
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What is EndNote?
EndNote is a reference management software that will basically do two things:
e Store and manage the citations they find while doing their research; and then

e Add these citations into the text of a Word document, which automatically creates a styled bibliography at
the end.

Download EndNote Application Installation file

e  Quit Microsoft Word for mac, if you have it currently open.

e Go to https://itposhare.uts.edu.au/STUDENT/EndNote/Macintosh/ (If you experience issues accessing this
link, try a different browser and/or clear history and cache).

e If prompted, log in using your UTS ID and Email Password. You should then see a screen that looks like
this:

itposhare.uts.edu.au - /STUDENT/EndNote/Macintosh/

[Tc Parent Directory]

/2172813 11:36 &M 6148 .D5 _Store
2/9/2818 18:49 &M <dir» Endnote X&.2
9/3/2818 2:40 PM [<dir> Endnote XS
2/7/2813  2:16 PM <dir> EndNoteXs
471472214 12:@7 PM <diry» EndnoteX?
2/28/2017 18:43 &M <dir> EndnoteXsd

e Look for the latest version of EndNote, and click on it (in this case, it is EndNote x9). It will take you to a
disk image file (.dmg). This is the installation file you need to download.

itposhare.uts.edu.au - /STUDENT/EndNote/Macintosh/Endnote X9/

[Ic Parent Directory]

8/28/2018 3:58 PM 89336829 EndMotexX3SiteInstaller. dmg

e Click on the EndNoteX9Sitelnstaller.dmg file. The file will download to your mac, - most likely in your
mac’s ‘Downloads’ folder.
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Favorites Today

/2: Applications

] Desktop =
=

@ Documents

0 Downloads EndNoteX9Sitelns
taller.dmg

@) Airbrop 89.3 MB

Double-click on that downloaded file, then click Install EndNote X9:

[ NON ] | EndNote X9 Installer
X

1 of 1 selected —

EndNote*®

Multi-user & site license
unlocked installer

Install EndNote X9

Double click to install EndNote X9 to the Applications folder

EndNote X9 Installer > ‘¥ Install EndNote X9

e Tick the box next to “Don’t warn me when opening applications on this disk image”

e Click Open

N 3 .
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- "Install EndMote X9" is an application downloaded from
& - the Internet. Are you sure you want to open it?
"Install EndNote X9" is on the disk image “EndMoteX85itelnstaller.dmg"™

Safari downloaded this disk image today at 1:08 pm from
itposhare.uts.edu.au.

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

7 Cancel Show Web Page Open

e Click Install

@ Install EndNote X9

EndNote

Licensed to: University of Technology S

Install

e Mac may ask you to enter your admin password.

e Continue to follow the installation prompts by clicking Next.
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» Welcome
« Read Me
+ Updating System

« Summary

EN

EndNote X9 Customizer

Welcome to EndNote X9

Thank you for choosing EndNote X9, the referencing software that lets
you work smarter.

Smarter Teamwork
* Share selected groups of references, manage team access, and track
activity and changes

Smarter Insights - now powered by Web of Science
* Track the impact of references with Citation Report and find the best-
fit journal for your papers with Manuscript Matcher

Smarter Workflow

* Automatically create, format, and update bibliographies, with the
convenience of remote access online or on your iPad

* Build your bibliography with the latest reference types, including
blogs, multimedia, and social media

* Ensure bibliographic accuracy with new refreshed styles to update
references to key styles such as Chicago, ALA, MLA, and APA

?) _Cancel —
After clicking Next a few times, you will see this message:
EndNote X9 Customizer
Thank you for using EndNote X9
» Welcome
» Read Me
» Updating System
* Summary
Thank you for using EndNote X9!
? - DO ""

e Click Done to complete the Installation process.

e You should then see a welcome window that looks like this:
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Welcome to EndNote

Welcome to EndNote

Get started by setting up your EndNote account

An EndNote account lets you access your research
from anywhere, anytime - from your desktop,
online or on your iPad

[+)
Get the app
Set up your account
EndNote*® @

e Just close the welcome window as you can explore these options later.

e You should now be able to see your new EndNote Library:

o ® | My EndNote Library.enl
A = 12 Clarivate S e
= 2 E E (L) Analytics 1]

My Library @ Author Year Title Journal

&3 All References
@ Configure Sync...
£ Recently Added
B unfiled

'@' Trash

No Reference Selected

¥ My Groups

¥ Find Full Text

APA 6th <

No References Selected

@~

There are no PDFs
attached to this
reference

-
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Download the EndNote Referencing Style file

For EndNote to display your references in your preferred style, it needs to know what that style is.

Follow instructions below to download a copy of Harvard (UTS) or AGLC referencing style into EndNote.

Go to http://www.lib.uts.edu.au/help/referencing/endnote/download-referencing-styles

Download the required Referencing Style file. In this example, we are using the Harvard (UTS), but the
process is same for AGLC referencing style as well.

Your downloaded style file will be stored in your mac, most likely in your mac’s “Downloads” folder:

Favorites

@ AirDrop

y‘-\.; Applications
) Desktop

@ Documents

0 Downloads

Today

Harvard_(UTS)
2018_5.ens

Double-click to open the .ens file. You will see a window that looks like this:

L ION

Punctuation
Anonymous Works
Page Numbers
Journal Names
Sections
¥ Citations
Templates

Author Lists
Author Name
Numbering
Sort Order
¥ Bibliography
Templates
Field Substitutions
Layout
Sort Order
Categories
Author Lists
Author Name
Editor Lists
Editor Name
Title Capitalization
¥ Footnotes
Templates
Author Lists
Author Name

About This Style

Ambiguous Citations

__
%l Harvard_(UTS) 2018_5.ens

File Name: Harvard_(UTS) 2018_5.ens

Full Name:

Based On:  AGPS Style Manual 6th-edition
Category:  General
Publisher:

URL:

Created: 2019-01-29 02:16:27 +0000
Last Modified: 2019-01-29 02:16:27 +0000

Comments and Limitations:

Instructions for Harvard (UTS) EndNote Style: based on the Author Date citation rules in chapter 12 of the Style Manual 2002, 6th
edition revised by Snooks & Co., published by John Wiley & Sons, Australia. It has been prepared for staff and students of the
University of Technology, Sydney, by staff of the University Library.

Latest version is September 2018

Changes since the last style update
* A bug fix was applied to the Author (date) format

* New or edited templates for:

Generic - used for Instagram and Facebook

Computer program - used for app and software

Dataset - used for dataset

Film or broadcast - used for film or broadcast, radio program and tv program
Music - used for album

Patent - used for patent

Podcast - used for podcast

2L Library
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http://www.lib.uts.edu.au/help/referencing/endnote/download-referencing-styles

e From the top menu bar in your mac, click File > Save As ...

EndNote X9 Bzl

New
Open Library... #0
Open Shared Library... 80
Open Recent >

Edit References Groups

Close Style

Save

BW

Page Setup...
Print... &P

¢ Remove the _5 from the Style name so it reads Harvard_(UTS) 2018

| ® Harvard_(UTS) 2018_5.ens |

Style name: Harvard_(UTS) 2018_5

cancel (I

e Click Save

Style name: Harvard_(UTS) 201§

cancel (SN
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e Now look at the bottom right-hand side of your EndNote Library:

APA 6th <

No References Selected

e From the drop-down menu, Select Another Style ...

Select Another Style...

Annotated

v APA 6th
Author-Date
BMC Nursing
Harvard
Higher Education
Numbered
Show All Fields
Vancouver
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¢ In that little search box, search for the referencing style you have just downloaded. Select your preferred
referencing style, and click Choose

[ NON | Choose A Style
Q_ harvard (%) All Styles [T
Quick Search Find by Category

Showing 4 of 501 styles.

Name Category

Harvard_(UTS) 2018 General

Cite Them Right-Harvard Science

Harvard Multidisciplinary
Sage Harvard Humanities
Style Info/Preview Cancel 00se

File Name: Harvard_(UTS) 2018

Created: 2019-02-01 01:47:31 +0000
Modified: 2019-02-01 01:47:31 +0000

Based On: AGPS Style Manual 6th edition

Category: General

Comments: Instructions for Harvard (UTS) EndNote Style: based on the Author Date
citation rules in chapter 12 of the Style Manual 2002, 6th edition revised by
Snooks & Co., published by John Wiley & Sons, Australia. It has been

nranarand far ctnff and ctudante Af tha Llnivaraihe af Tanhnalase Qudnan b

e Your EndNote Library should now show your preferred referencing style:

Harvard_(UTS) 2018 <

No References Selected
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Download the EndNote UTS Library Connection file

You can search the entire UTS Library catalogue directly from EndNote.

Follow instructions below to download the UTS Library connection file:

e Go to https://www.lib.uts.edu.au/sites/default/files/attachments/page/U%20Technology%20Sydney.enz

e Your downloaded style file will be stored in your mac, most likely in your mac’s “Downloads” folder:

Favorites Today
/2 Applications m
(7.) Desktop +
Bﬁ Documents v
o Downloads U Technology
Sydney.enz
@ AirDrop

e Double-click the file to open. You should see a window that looks like this:

| NON ] %] U Technology Sydney.enz
About This Connection
Connection Settings File Name: U Technology Sydney.enz
Search Attributes
Templates Based on: INNOPAC

Author Parsing

) ) i Category: Library Catalogs
Continuation Lines

Default Reference Type Created: 2019-01-29 02:19:53 +0000
Editor Parsing Last Modified: 2019-01-29 02:19:53 +0000
Field Editing

MARC Records Comments and Limitations:

Record Layout
Source Parsing

-
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e From the top menu bar in your mac, click File > Save As ...

m Edit References Groups
New
Open Library... #0
Open Shared Library... 380
Open Recent >
Close Connection BEW
Save As... {38S
Page Setup... 3P
Print... kP

—

e Click Save

%) U Technology Sydney.enz

Connection name: U Technology Sydney

Cancel ave

e From your EndNote Library’s top menu bar, click on the Online Search mode icon

0 .
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e From the left hand side navigation menu, click more

¥ Online Search

@ Library of Congress

€, LISTA (EBSCO)

€, PubMed (NLM)

@, Web of Science Core Collection...

e Look for U Technology Sydney Library Catalogue

e Click Choose

My Library

& Online References
‘El," Online Trash

¥ Online Search
'Q Library of Congress
&, LISTA (EBSCO)
&), PubMed (NLM)

&), Web of Science Core Collection...

Quick Search

Showing 436 of 436 connections.

Name

SR
U Sydney
U Szeged
U Tasmania

U Tennessee-Knoxville
U Texas-Austin

U Toronto

U Tuebingen

U Utah

U Valencia

U Vermont

U Virginia

U Washington

U Western Australia
U Wisconsin-Madison
U Wuerzburg

U Wyoming

U York

U Zaragoza

U Zurich

ULB Darmstadt

US Geoloaical Survev

I Clarivate
Analytics

Choose A Connection

All Connections

Find by Category

~ Information Provider

7 i -

=

Library Catalogs
Library Catalogs
Library Catalogs
|

Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Library Catalogs
Librarv Cataloas

Cancel

&
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You can now search the UTS Library catalogue directly from EndNote:

My Library

&3 Online References

'@' Online Trash

¥ Online Search
Library of Congress
LISTA (EBSCO)
PubMed (NLM)
@, U Technology Sydney

maore...

Web of Science Core Collection...

=] O [

## v Search Remote Library

Author Contains

And Author/...e/Subject Contains

And Title Contains
@  Author Year Title

<>

 Clarivate
Analytics

Journal

(

A few things to remember

e When you search for items in UTS Library catalogue in Online Search Mode, the results from these

searches are not automatically added to your local EndNote Library.

o To add items to your local library, select the results you want and click on the Copy to Local Library

icon (this will be near the Online Search Mode icon).

o Click on the Local Library Mode icon (next to the Online Search Mode icon) to return to your EndNote

Library.

o Click on the Online Search Mode icon to return to your catalogue search results.

EndNote Installation process is now complete. You can start using EndNote.

0 .
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Part 2 — Using EndNote
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Creating an EndNote Library: The Library File (.enl) and the Data Folder (.data)

( ) Ensure that the folder where you are storing your EndNote Library in is not synced over Dropbox or any
similar cloud services.

EndNote doesn’t work well with cloud services. The working Library and the Data folders should always be stored
in your local hard drive.

If your mac’s Documents folder is currently being synced over iCloud, use another location for your EndNote
Library.

Create an EndNote Library:
e Goto: Macintosh HD > Users > [Your Name] > Documents >
e Create a new folder and call it “EndNote”

¢ Now go back to the EndNote application. Create a new library (File > New) and save that library inside the
newly created “EndNote” folder.

e Give the library a proper name rather than the default “My EndNote Library”. In my case | am calling it
“PhD2019".

¢ Notice that EndNote will automatically create a “PhD2019.Data” folder in the same location.

e Your PhD2019.enl and PhD2019.Data folders should be kept together. They should appear side-by-side in
the same location like this:

M EndMote

PhD2019.Data PhD2019.enl

EndNote Library (.enl) - is the filing cabinet where we will store all our references. You only need one of these,
even if you are storing hundreds of references from several different projects (we’ll see why later with Groups).

EndNote Data Folder (.data) - is where EndNote stores all your PDFs.
Most faculties in UTS use Harvard UTS Referencing style. There are two exceptions:

e Arts and Social Science disciplines tend to use APA referencing style,
e The Law faculty uses AGLC (Australian Guide to Legal Citation).

Referencing Output Style File
e EndNote needs a Referencing Output Style File in order to display references in your preferred format.

e If you are using Harvard UTS, or AGLC - you will need to download a special referencing output style file
from our website: https://www.lib.uts.edu.au/help/referencing/endnote/download-referencing-styles

e EndNote already comes with APA.

e For the purpose of this guide, we will be using Harvard UTS as an example.

0 .
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It is possible to customise reference style or make a new reference type. If you need assistance with this, please
contact your Faculty Librarian.

Display Options
The general rule for EndNote Display is —
e Left hand column is for filing

e middle column is where the references go
e Right/bottom has preview mode, reference quickview and pdf viewer.

Changing Display Layout

There is a Layout button located at the top right-hand-side of the EndNote window. Explore the options to see
which panels are displayed, and whether on the right or bottom of your screen.

m v ":.«“
Show Search

Hide Groups

Bottom - PDF
Bottom - Split
Bottom - Preview
Right - PDF
Right - Split

v Right - Preview
References Only

Right preview is a nice way to display the layout, but you can choose your favourite.

Viewing individual references

To select/change the referencing style:

e Edit > Output Style > Open Style Manager > Tick the box next to Harvard_(UTS) 2018

e It will now appear under Output Styles:

0 .
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@ EndNoteX9 File M08l References

Undo
Redo

Cut
Copy
Paste

Groups Tools Window Help

#Z
038Z

#8X
#8C
1Y

Paste With Text Styles

Clear

Select All

Copy Formatted
Find and Replace...

Spelling

Change Case
Font
Quick Search...

Output Styles
Import Filters
Connection Files

Start Dictation
Emoji & Symbols

fnfn

~#Space

New Style...
Edit "Harvard_(UTS) 2018"
Open Style Manager...

Annotated
APA 6th
Author-Date
BMC Nursing
Harvard

Vv Harvard_(UTS) 2018
Higher Education
Numbered
Show All Fields
Vancouver

e You can preview the reference in your preferred style on the bottom right-hand-side of the screen:

Harvard_(UTS) 2018 g

Sroka, M. 2003, 'The destruction of Jewish libraries and
archives in Cracow during World War II', Libraries
& Culture, vol. 38, no. 2, pp. 147-65,86.

Inserting references manually into the EndNote Library

Elo ©

" |New Reference
Add a new reference to the selected group.

e Use

E

e Note different reference types:

2L Library
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® e New Reference
v Aggregated Database SHE- RN % El 2 &

Ancient Text
Rati  Artwork
b Audiovisual Material
Bill
Blog
I Book
Yea Book Section
Case
Catalog
Title  chart or Table
Classical Work
Computer Program
Conference Paper
Conference Proceedings
Plac Dataset
Dictionary
Discussion Forum
Pub Edited Book
Electronic Article
Volu Electronic Book
Electronic Book Section
Encyclopedia
Pub Equation
Figure
Film or Broadcast
Generic
Government Document
Scr¢  Grant
Hearing
Interview
B Journal Article |
Legal Rule or Regulation
Magazine Article
Manuscript
Map
Typi  Multimedia Application
Music
Newspaper Article
Online Database
Online Multimedia
Alte Pamphlet
Patent
Personal Communication
ISBI  Podcast
Press Release
Report
Serial
Social Media
Orig Standard
Statute
Television Episode
ACC  Thesis
Unpublished Work
Web Page

Peri

Pag

Datt

Sho

DOI

Lab.

e Choose the Reference Type that most fits the reference you are typing in. This will determine which
information you then have to type in (eg “Thesis” has University).

e EndNote uses what you type in to create the reference list, so it needs to know which bits are the authors,
titles etc so it can combine this with the rules of the referencing styles.

e What you type in needs to be very accurate. Pay attention to spelling.

e You can leave as many fields blank as you wish, you only need to type in what will appear in the
bibliography.
o Authors each on separate lines
o Surname, First Name or Initials

0 .
5% Library |
7 February 2019 @ 22 |



e Putin all authors — EndNote will work out when lists need to be abbreviated with “et al”.

()

Put a Comma at the end of an institutional author. This tells EndNote not to treat it as a person.

Author

Goleman, Daniel
Davidson, Richard
Center for Healthy Minds,

e Put your own notes in the Research Notes field.

e If you can find the doi of the article, put it into the doi field, then run Find Reference Updates to locate
article data on the web and automatically add it into your new reference.

UTS Library has created a comprehensive guide on manually entering referencing into EndNote. Follow this guide
to ensure correct rules are used.

e Once you have entered all required data for that particular reference, close the window and check there
citation under the Preview pane. Is it displaying correctly?

Import references directly from Google Scholar

( ) If you are using Google Scholar off-campus, you will need to you will need to manually add UTS to your
Library link settings. See instructions: https://bit.ly/2RaAtTm

e Search for an article in Google Scholar

e Click on the ‘Cite’ button which appears underneath each article:

Long-term meditators self-induce high-amplitude gamma synchrony during
mental practice

A Lutz, LL Greischar, NB Rawlings... - Proceedings of the ..., 2004 - National Acad Sciences
Practitioners understand “meditation,” or mental fraining, to be a process of familiarization

with one9s own mental life leading to long-lasting changes in cognition and emotion. Liitle is
known about this process and its impact on the brain. Here we find that long-term Buddhist
practitioners self-induce sustained electroencephalographic high-amplitude gamma-band
oscillations and phase-synchrony during meditation. These electroencephalogram patterns

differ from those of controls, in particular over lateral frontoparietal electrodes. In addition ...

T Cited by 1421 Related articles Al 46 varsions

e Select EndNote

BibTeX | EndMote | RefMan  RefWorks

e An EndNote Import File (.enw) with the name "Scholar" will download to your Macintosh’s "Downloads"
folder.
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& Downloads

[T2] Desktop

) AirDrop scholar.enw
@8 OneDrive
@8 OneDrive - UTS

2 Dropbox
@ Google Drive
l' Documents
0 Downloads

7> Applications

( ) Training your Mac on how to open .enw or RIS files

It is possible that some Macintosh won’t know what to do with this file you just downloaded. In that case, you will
train your mac to always open .enw files using EndNote. To do that:

e Right click on scholar.enw file.
e Click Get Info
e Open with > Other (If EndNote is not showing)

e i i s
App Store...
Other...
o Double click on EndNote X9 folder for it to open

EndMNote X9

Choose an application to open the document “scholar.enw”.

™ EndNote X9 < Q. Search

v

Cite While You Connections EndNote X9 Examples
Write

Enable: = Recommended Applications <

v Always Open With

e Select the EndNote X9 application
e Tick Always Open With
e Add

0 .
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Now go back to ‘Get Info’ window. Click Change all.

Open with:

B EndNote x9 ?

Use this application to open all documents
like this one.

Change All...

From now on, your Mac should open this file type using EndNote by default. However, you must have the EndNote
Library (.enl) open for it to do so.

e Navigate to your Mac’s “Downloads” folder. Find the “Scholar” file and double-click to open. The file should

open within EndNote Library.

e Go to your EndNote Library. You will notice that this article has now been added to the Imported Reference
in EndNote:

o & @ B B =0 =

My Library ® & Author Year
Lutz, Antoine; Greischar, La... 2004

& All References
.!, Imported References
-:;_} Configure Sync...

e Carefully check the Preview to ensure the reference is displaying correctly:

Harvard_(UTS) 2018 ¢

Lutz, A., Greischar, L.L., Rawlings, N.B., Ricard, M. & Davidson, R.J.J.P.o.t.n.A.0.S. 2004, 'Long-term meditators self-induce
high-amplitude gamma synchrony during mental practice', vol. 101, no. 46, pp. 16369-73.

e Once the reference has been imported to EndNote, you can then delete that “Scholar” file from your Mac’s
“Downloads” folder. It has served its purpose and is no longer needed.

Import references directly from Library Databases

e Goto UTS Library > Find Databases > Search for ProQuest Central

e Login as normal.

e Search for an article. (Check for Duplicates. Is it already in your EndNote Library?)

e Once you found the article you are after, click on the article title.

e On the top right-hand-side, underneath “Download PDF”, you will notice that there is a “Save” button.

e Click on “Save” > then choose RIS (works with EndNote ...)
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Download PDF

99 Cite = Email

Save to My Research
A

gl Export/Save

RefWorks
Rela

EasyBib

Mind Google Classroom
regid
Halzi
Mark g

M; el

Psyc Microsoft OneDrive

30,2
PDF

Google Drive

Inves
of m

NEUrt RTF (works with Microsoft Word)

Lutz, IE

Saro| Text only

Medi s with Microsof
The, XLS (works with Microsoft Excel)

(October 2075): 632-658.

I RIS (works with EndNote, Citavi, etc.) I

Export/Save

Output 10: RIS (works with EndNote, Citavi, etc.)

Content:
(where available)

Citation, abstract, indexing

Opens a file in your citation management tool. You may be asked which program to use to open the

file.

By entering all required information you consent to its use by ProQuest to enable features and

functionality.

Cancel
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e Click Continue

e The RIS File will download to your Mac’s Downloads folder:
B Downloads

Bac orward

Favourites
i ATO
[i=] Desktop
@ AirDrop

ProQuestDocume
@8 OneDrive nts-201...01-28.ris

8 OneDrive - UTS
23 Dropbox

B8 Google Drive
° Documents
o .

/2 Applications

* Navigate to your Downloads folder, and double-click on the RIS file to open it in EndNote. (If your mac is unfamiliar
with these types of files, you will need to train it to use EndNote application in order to open them. See instructions
provided earlier).

e You will notice that the reference has now been imported to the EndNote Library:

L N
e} B @ B = =IO G

My Library ® @ Author Year Title
® Tang, Yi-yuan; Holzel, Britta... 2015 The neuroscience of

& All References
.L Imported References
@ Configure Sync...

The basic principles are the same in all databases: select articles, click on the export/save button, select EndNote
as your software, export/OK.

e Carefully check the Preview to ensure the reference is displaying correctly:

Harvard_(UTS) 2018 <
Tang, Y.-Y., Holzel, B.K. & Posner, M.I.J.N.R.N. 2015, 'The neuroscience of mindfulness meditation', vol. 16, no. 4, p. 213.

Editing references after importing

Carefully check, and if necessary edit, each reference as soon as it is in your Library. Use the Reference and the
Preview panels for this.

e To edit a reference (including to change reference type), double click on it.

e Change styles using the drop down styles menu in EndNote. See what references look like in the new style
using the Preview tab.

Again, refer to UTS Library’s comprehensive guide on manually entering referencing into EndNote.

0 .
5% Library |
7 February 2019 @ 27 |


https://www.lib.uts.edu.au/help/referencing/endnote/entering-references-endnote

It is possible to add custom fields into a reference to suit your needs. For example, you may want to add

a custom field for methodology or extra notes to keep you organised. If you need help with this, please
contact your faculty librarian.

Some reference styles require full journal names, while others require abbreviated journal names. You can
teach EndNote how to handle journal names and abbreviation by updating the Term List. For instructions,
see: http://www.lib.uts.edu.au/help/referencing/endnote/using-endnote#termlists

Finding Full Text

Find Full Text searches UTS Library databases (and the web more generally) for PDFs of the articles in your
EndNote library. Detailed instructions are on our website:
https://www.lib.uts.edu.au/help/referencing/endnote/using-endnote#finding-full-text

How to set Find Full Text Preferences

From the menu bar, selec EndNote > Preferences
Click on Find Full Text
Type http://sfx.lib.uts.edu.au/sfx_local into the OpenURL Path box, and

Type http://www.lib.uts.edu.au/auth/login into the Authenticate with URL box

Remove the tick from the Automatically invoke Find Full Text on newly-imported references box (this is
because Find Full Text can take a bit of time sometimes and it’s better to choose for yourself when to run
it)

e Click Save
@® EndNote™ Preferences
Change Case
Display Fields The Find Full Text feature uses several technologies to maximize the
Display Fonts chances that EndNote will find all available PDFs. Use this screen to control
Duplicates these full text search options.
= Te Web of Science Full Text Links
Folder Locations
Formatting DOl (Digital Object Identifier)
Libraries PubMed LinkOut (U.S. National Library of Medicine)
PDF Handling
Read / Unread OpenURL
Reference Types
Sorting OpenURL Path: | http://sfx.lib.uts.edu.au/sfx_local
Sync
Temporary Citations Authenticate with:
Term Lists URL: | http:/fwww.lib.uts.edu.au/auth/login
URLs & Links

Examples: https:/flogin.ezproxy.library.myuniversity.edu/login
http:/fauth.universityname.edufauthentication

Automatically invoke Find Full Text on newly-imported references

EndMote Defaults Revert Panel ﬁ
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Running Find Full Text

e Select one or more references in your EndNote library, and click the Find Full Text button

®° e

oY B QB = =IO

e Login with your UTS ID and password, then click continue.

EndNote will start to search for full text. If the full text is available on open access or from one of our subscribed
databases, the PDF will attach to the article. Note that this only works for articles, not generally for books or book
chapters.

Sometimes a link to online text is added to the reference when the PDF version of the text is not available. These
links may not always work!

You'll notice that it takes about 15 seconds per reference to search for full text so be prepared to wait. The
presence of an attachment is indicated by a paperclip symbol in the far-left column of your EndNote library.

You can use the pdf panel on the right hand side to view your PDFs.

o~ Qy lost library

Show Search

Hide Groups

Bottom - PDF
Bottom - Split
Bottom - Preview

Right - Split
Right — Preview
References Only

2 B @ m~

¢ IR B P ¥ > [@#
Attach PDF...

Book Collections since Antiquity

v Munson-2005-Lost Libraries_ the Destruction of.pdf
Contemporary Review; Jan 2003; 280, 1008 ProQuest Central
pg. 60

Selecting the Open PDF icon here allows easy reading, and also allows you to highlight sections of PDFs and add
comments into them, and those comments can be searched later in your EndNote Library.

@vEIE.“'HEI L ¥ > #

Open PDF
Open this PDF in a reference window
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Attaching PDFs manually to already existing references

e Go to the Database you are using.
e Download and save the PDF in your computer.

e Drag the saved pdf file and drop it onto that reference in the library. (This actually works for files of any
format, not just pdf).

e A paperclip icon will appear next to the reference indicating that it now has a PDF attachment.
I@ Gere, Richard 2005 Don't Abandon Tibet I

FYI - These PDFs are copied to your .Data folder, which sits alongside the EndNote Library (.enl) file. Which
means you can delete the PDF from its original location now that it has been copied to your Data folder.

X

Organising References in Groups and Group Sets

Do not delete anything from the EndNote Data Folder. It's best that you do not touch this folder at all!

Groups are a very useful way of categorising and organising your references. Think of them as ways of dividing up
your EndNote Library into sub-libraries. This can be useful for combining methodologies or area of study from
different papers or projects.

¢ Right click in the Groups area to create and hame some Groups or even Group Sets. Groups can be
dragged under Group Set headings.

My Library ) e

& All References
@ Configure Sync...
4D Recently Added

B unfiled

'@' Trash

¥ New Group Set (e
Create Group

R, Create Smart Group

I

Create From Groups...

P Source Type [ Create Group Set ]

Rename Group Set
Delete Group Set

e Select All References and drag some articles into some groups. Use control to select more than one. An
article can be in several groups.
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& All References
@ Configure Sync...
£9 Recently Added
Ej Unfiled

Til Trash

¥ My Research Topic
Ej Mixed-method Studies
B Qualitative Studies
E_j Quantitative Studies

Articles can be deleted from groups but always remain in All References.

e Click on a Group’s name to see what is in it. Unfiled shows you which references have not been allocated
to any group.

Organising References in Smart Groups

A Smart Group is a group where you set up a rule in advance that automatically determines what goes into the
smart group.

¢ Right click in the Groups area to create a new Smart Group.

o Enter desired rules. For example, if the abstract contains the word “qualitative” then you can group these
studies together in a single Smart Group called “Qualitative Studies”.

Qualitative Studies ([ 3 ]

¥ Smart Groups ‘

EI Be careful about deleting records from smart groups as this deletes them from All References too! You
have to go to the Trash group to recover them.

Inserting selected references in a Microsoft Word document

e Open a blank Microsoft Word document.

e Point out the EndNote tab and the icons within it. This is the EndNote plugin that allows EndNote and
Microsoft Word to talk to each other.

Home Insert Draw Design Layo 1 Ences EndNote

Type some text, select a reference in EndNote, and insert it into Word. Point out the in-text reference and the
bibliography.

e Type some more text, go back to EndNote and select several references this time. Insert these references.
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Note that the inserted references, and the bibliography, are grey — they have hidden field codes behind the text that
prevent you from editing them as normal Word text.

e There is also an Insert Citation icon in EndNote - so you can do this from there if you are sure your cursor
is in the right place.

Eﬁ

Insert
Citation

e Change styles using the drop-down menu in the style window in Word. This changes the style of the whole
document — all the in-text citations, and the reference list.

"

Style: Harvard_{UTS) -
E‘- Update Citations and Bibliography
D Configure Biblicgraphy

e Click on one of the in-text references and select Edit & Manage Citations. This button be used to add page
numbers for quotations, in either the Pages or the Suffix box.

Home Insert Draw Design Layout References Mailings

Style: Harvard_(UTS) &
R @ B

E} Update Citations and Bibliography
Insert Go to EndNote Edit & Manage : 2y
Citation  Online Citation(s) & configure Bibliography

Edit formatted single or multiple citations by
omitting author and/or year information, or
adding prefix or suffix text (such as page
numbers).

Edit Citation = Reference
Exclude author Exclude year
Prefix:
Suffix:

Pages:

YA - BV Cancel

Totals: 1 Citation Group, 1 Citation, 1 Reference

o Pages only works for Harvard (UTS), APA, and a few other styles.

o Using Suffix always works but then you must also add commas, p or pp as well as the page
numbers. Suffix is also good if they want to add a reference to a particular paragraph, section or
chapter rather than to page numbers.

o Can also add a prefix, eg cited by.

e Type in for one of your references “[the author of one of your references] says this is great”, and then insert
the appropriate reference after the author’'s name.

o Notice the repeated name, select the in-text reference and click in Edit & Manage Citations. Use
the drop down Format menu to select Exclude Author, then click on OK. This hides the unwanted
extra author name. Note the other options in the drop down.
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A few tips

e Toremove an in-text reference, use Edit & Manage Citations, find it in the list of citations and use the
drop down menu next to it to remove it.

e Correct errors in citations or in the bibliography by correcting first in your EndNote library and then using
Update Citations and Bibliography in Word.

e Add extra citations into an already inserted citation by simply inserting on top.

e Be very careful how you cut and paste — your document will be full of (invisible) field codes. EndNote
recommends unformatting the whole document before cutting & pasting, but as long as you ensure that
there is regular Word text on either side of any EndNote citations when you cut and paste, you should be
OK.

e You can extract any EndNote citations from a Word document into any EndNote library using Export
Travelling Library.

Exporting references as a standalone bibliography

To create a list of references without in-text references:

e Select the references you want in EndNote (they should turn blue when you do this. You can use
Command-A to select all of your references).

¢ Right click on the references and choose ‘copy formatted’.
¢ Now, go to Word, place cursor where you want the reference list to appear, and paste.

This is a quick way of compiling a standalone bibliography without having to worry about EndNote codes.

Thesis formatting and compiling multiple documents

During the course of your research project you may produce multiple word documents with individual chapters —
each with separate bibliographies.

Towards the end of your research project you may need to compile these different chapters into a single word
document. Which means, you will need to consolidate your bibliographies.

This consolidation can be done using EndNote. The instructions are on our website.

If you need assistance with this, please contact your Faculty Librarian.

Backing-up your EndNote Library and the Data Folder

This is how you create a back-up copy of your EndNote Library:
e Click File > Compressed Library (.enlx)
e Give the file name a date, before saving.

e Save it somewhere ‘other’ than where the original library is stored.
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Accessing your EndNote Library from multiple computers

How do you access your thesis, or papers that you are working on between computers? Do the same with your
EndNote library. Here are a couple of ideas:

e You can store these Compressed Libraries in your Dropbox, iCloud or Google Drive folders as back-up.
e You can also store these compressed libraries in portable USBs or hard-drives

e You can then access these stored libraries from any computers you choose to use.

e Whichever strategy you choose, don'’t forget to back-up your EndNote Library regularly.

Syncing your Library with EndNote Online

You can register for a free EndNote Online account through the Web of Science database, and then store
references in an online EndNote Library.

References can be synched between this EndNote Online library and the “desktop” EndNote libraries on various
machines, and also inserted into Word from either.

We strongly recommend you create an EndNote Online account. Don’t do it in the class as it takes fair bit of time.
For detailed instructions, please see UTS Library’s EndNote Online page:
https://www.lib.uts.edu.au/help/referencing/endnote

Sharing your ‘entire EndNote Library’, or ‘Selected Groups’ with another EndNote user

Once you have create an EndNote Online account, you can then share your entire EndNote library, including
references, PDFs, and annotations with anyone using EndNote (up to 100 people). Everyone can add to, annotate
and use the library at the same time and track who is making changes.

From EndNote x9 onwards, you can share just a portion of your library with new group sharing options.

To Share: In EndNote, select File > Share, log in to your EndNote online account if you have not already done so,
and enter the email addresses of the people you want to collaborate with. These must be the email addresses they
use for their own EndNote online accounts.

Ask a Librarian

If you have questions about EndNote or need assistance with anything please contact us by visiting:
https://www.lib.uts.edu.au/help
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