EndNote Desktop Instructions

This guide will take you through the various aspects of using EndNote Desktop.
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Downloading EndNote Desktop

EndNote Desktop is now available to use off campus. You will first need to download the
software to your PC or Mac. Staff and Students can download a copy from the Software
Download Centre - https://www.mmu.ac.uk/isds/support/apps/ Here you will find the
software and the relevant product key.

Please note if a referencing style you require is not included with the initial download of the
software you can download additional styles from our EndNote guide. Once you have the
style file, it needs to be saved in the styles folder within the EndNote software. Locate the
Program files on your hard drive and add the file to the folder called styles.

» (C)W10_SYS » Program Files (x86) » EndNote 20 v o 2 Seard
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Backup
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DbSupport
Filters
Plugins
Product-Support

XML Support

en Confiaure EndNote
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Creating a Library

To start using EndNote Desktop you first need to create a file called a Library to store your
references. It can include lots of different reference types i.e. books, journal articles,
conference proceedings, etc.

Open the EndNote software. The choose Create a new library

File Edit References Groups Library Tools Window Help

Set up EndNote Library

If you already have an EndNote library, please locate it and we'll get it set up.

Open an existing library

A default file called My EndNote Library will be created. You can change the name of your
library if you prefer. Then click Save.

EndNote libraries are made up of two parts .enl file and a Data folder. Ensure both parts
are kept in the same location, as both are needed for EndNote to function correctly.

Please note your EndNote library needs to be saved to a location such as a hard drive.
EndNote libraries should never be stored in cloud syncing folders such as Drop Box, One
Drive, iCloud, etc as syncing may lead to data corruption over time.

If you want to back up your data then Endnote has the option to create a compressed file,
choose File, Compressed Library (.enlx). Leave the options as given, then select Next.
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You can specify a location for the file and then click Save. This will create one file containing
all the data from your library of references.

It is advisable to regularly create a backup. Each time you create a new compressed
library, it is recommended you replace the previous version, so you avoid confusion as to
the latest version.

The Reference Library

The file that holds your references is called a library. It can include lots of different
reference types i.e. books, journal articles, conference proceedings, etc.

References are displayed in a list within the central panel and can be previewed on the
right hand side of the screen.

No referenc.. X

Advanced

 FIND FULL TEXT

~ GROUPS SHARED B!

v ONLINE SEARCH

Manually adding references

To manually add a new reference, you can select References and then choose New
Reference.

ibrary Tools Window Help

Ctrl+N
Ctrl+E
’ |
clil=k Advanced search
. y Mov nces to Trash Ctrl+D
£ Unfile @
Wi Trash File Attachments 4
Find Full Text >
Find Reference Updates Year Title Rating Journal Last Updated Reference Type Research Notes
URL »
Figure >
Web of Science »
Reference Summary

Or you can click the clipboard icon, located above the reference list
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A new window will appear. First select the type of reference you require from the drop-
down menu. Reference types are listed alphabetically, scroll up or down to locate the one
you need.

Aggregated Database
Andient Text

Artwork

Audiovisual Material

Boak Section

Case ;ﬁ‘.‘
4

Catalog

Chart or Table

Classical Work

Computer Program
Conference Paper
Conference Proceedings
Dataset
Dictionary
Discussion Forum
Edited Book
Electronic Article
Electronic Book
Electronic Book Section
Encyclopedia
Equation
Figure
Film or Broadcast
Generic
Government Document
Grant
Hearing
Interview

¥ Journal Article
Legal Rule or Regulation

Magazine Article

The fields will change to reflect the reference type, click in each relevant field and enter the
details of the reference.

Tips for entering authors

When entering the names of authors or editors always use the following order, Last Name,
First Name i.e. Smith, John. If the reference includes multiple authors/editors, each must
be entered on a separate line.

File Edit References Library Tools Window Help

Jones, Peter
Smith, John
Taylor, Louise

Title  Research methods

Series Editor

If the reference includes the name of the organisation as an author you need an extra
element so that it will display correctly. You need to insert a comma at the end of the
organisation’s name i.e. Manchester Metropolitan University,

File Edit References Groups Library Tools Window Help

Reference Type  Web Page h
Author  National Health Service,

Vear
Year
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When you have entered all the relevant details, click Save. This will add the reference to
your library. You can now close the New Reference window by clicking on the cross in the
top right hand corner of this box.

rence (My EndNote Library Test)

dit References Groups Library Tools Window Help

B I UX X Q

Reference Type  Book v

Preview your references

To see how your reference might appear in your chosen referencing style, it can be seen
in the preview panel. On the bottom right hand side of the screen is a preview panel. If
the preview panel is not visible, hover over the black line above the style name and drag
the line upwards.

To preview a reference, click to highlight the reference you want to check. You will need to
select a relevant referencing style. Click the drop arrow next to the style name, only a
limited number will be displayed. Choose Select Another Style to access the full list. Scroll
down and choose the style you want and your reference will preview in this style.

Jones, 2021 #1 Summary

+ Attach file

All References =) Research methods
s H 2 AR@

Advanced search

P. Jones, ). Smith and L. Taylor
MY GROUPS Author Year Title Rating Journal Last Updated  Reference Type  Research

~ My Groups

Journal Article

Peters, Ja... Data methods for researchers ex... Journal .. 07/07/2021

~FIND FULL TEXT Publisher: Sage 2021

Jones, Pet... Research methods = =« - 07/07/2021 o
~ GROUPS SHARED BY ...
 ONLINE SEARCH o \
[ 0

OSCOLA_4th_edn Copy itation v

Jones P, Smith J and Taylor L, Research methods (3rd
edn, Sage 2021)

Nc~——

Editing references
Each reference can be edited. You can do this in a number of ways.

From the list of references in the central panel, click on the reference you want to edit.
Then go to References at the top of the screen and choose Edit Reference.

Alternatively, you can click to highlight the reference you want to edit. Then on the right
hand side of the screen choose Edit

All References

Advanced search

All References a ,@3 Research methods

P. Jones, ). Smith and L. Taylor

v MY GROUPS Author Year Title Rating Journal Last Updated  Reference Type Research|

~ My Groups
N P Peters, Ja... Data methods for researchers ex... Journal o..  07/07/2021 Journal Article

Publisher: Sage 2021

~ FIND FULL TEXT :
Bool

Jones, Pet... Research methods 07/07/2021
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The reference window will open, and you can amend information by typing in the relevant
field/s. Once you are happy with your edits click Save. You can click Summary to return
to the previous view.

Adding attachments to references
EndNote Desktop allows you to attach files such as PDFs to individual records.

Click to highlight the reference you want to attach a file to. Then you can either click
References, select File Attachments then Attach File. Alternatively, on the right hand side
of the screen click Attach file.

File Edit Re sroups  Library Toc

All References

Peters, 2021 #2 Summary

Advanced search
C )
All References El @ @_ rchers examined

. Peters and M. Taylor

Vv MY GROUFS Authar Year Title Rating Journal Last Updated  Reference Type  Research,

Journal of Research Methods 2021 Vol. 45 Issue 2
Pages 134-156

Peters, Ja... 2021 Data methods for researchers ex...  + « « + Joumal 0...  07/07/2021 Joumnal Article

~ FIND FULL TEXT

Jones, Pet... 2021 Research methods for beginners 07/07/2021 Book

~ GROUPS SHARED BY ...

~ ONLINE SEARCH
@Lib

All References

] Chu, 2017 #3 Summary
Advanced srar(V’i

\ B 1-52.0-50740818816302274-main.pc
All References B Y
BaAR@

Research methods: What's in the name?
Author Year Title Rating Journal Last Updated  Reference Type Research
MY GROUPS H. Chu and Q. Ke
Peters, Ja, 2021 Data methods for researchers ex... Joumnal 0. 07/07/2021 Journal Article
v My Groups Library and Information Science Research 2017 Val. 39
Jones, Pet.. 2021 Research methods for beginners 07/07/2021 Book Issue 4 Pages 284-234

~ FIND FULL TEXT

Journal Article

Research methods: What's in th... Library a..  07/07/2021 DOI: 10.1016/].Jisr.2017.11.001

~ GROUPS SHARED BY ... e Chu, Heti.. 2017

To view the PDF click on the file and select Open. You can view the PDF in a new
window. EndNote Desktop allows you to either highlight text within the PDF or add sticky
notes to relevant pages of the PDF. These tools can be accessed when viewing the PDF
document.

1-s2 274-main (My EndNote Library Test)

File Edit PDF Window Help
Page [1]/11v —1w%[+ D¢ & |

Contents lists available at ScienceDirect

Library and Information Science Research

journal homepage: www.elsevier.com/locatel/lisres

Research methods: What's in the name? n

Heting Chu™’, Qing Ke" —
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Once a record has an attachment a paperclip symbol will appear next to the reference in
the main reference display.

If you already have PDFs stored on your computer then they can be imported into EndNote,
alongside the reference details. Choose File, Import then select File for individual items or
a Folder if your PDFs are stored in one location. Next choose the location of the File or
Folder. You then need to click the drop down arrow next to Import Option and select PDF.
Then click Import. Your PDF/s will be added.

Please note, if your imported PDFs do not have a DOI, only the PDF will be added and
not the reference details. You will need to manually add these details.

Deleting references

To delete any unnecessary records, click to highlight the record/s you want to remove and
then drag and drop into the Trash folder.

File Edit References Groups Library Tools Window Help

Trash

2 Sync Configuration Trash i
.X .

B All References 1 Reference
& Imported References
L Recently Added

B Unfiled Adler, ). M... 2017 Research Methods for Studying ... Social Psy... 07/07/2021 Journal Article
i/ Trash

Author Year Title Rating Journal Last Updated Reference Type Research

v MY GROUPS

If you need to reinstate a reference, then first click on Trash to view deleted items. Next
click on the item you want to retrieve. Next click the bin icon with an arrow on the front and
this will move the reference back to All References list.

File Edit References Groups Library Tools Window Help

Trash

~ o = o
= Sync Configuration Trash =
E All References 1 Reference

& Imported References
£ Recently Added

B Unfiled Adler, ). M... 2017 Research Methods for Studying ... Social Psy... 07/07/2021 Journal Article
W Trash

Year Rating Journal Last Updated Reference Type Research

v MY GROUPS

If you no longer need these items click on the bin icon with a cross on the front and all items
in the trash will be permanently deleted.

File Edit References Groups Library Tools Window Help

Trash

Trash

E All References 1 Reference

& Sync Configuration

@ Imported References
£ Recently Added

B Unfiled Adler, ). M... 2017 Research Methods for Studying ... Social Psy... 07/07/2021 Journal Article
i/ Trash

Author Year Title Rating Journal Last Updated Reference Type Research

v MY GROUPS
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Removing duplicate references

If you are downloading many records from different sources, you may find that you end up
with duplicate references in your library. EndNote has a handy tool to locate these for you.

Click on Library then select Find Duplicates.

Duplicates references will be shown. A Find Duplicates box will appear, and you can select
which version of the reference you want to keep by clicking on the Keep this Record button.
The duplicate will automatically be removed and added to the Trash folder. If you want to

keep both examples, choose Skip and you will move onto the next example.

Please note EndNote will only highlight references which are exact matches.

File Edit References Groups Library Tools Window Help

All References

< Sync Configuration | ‘

B All References Advanced search

2 Duplicate References

® Imported References

Duplicate References

A

L Recently Added 8 References
B Unfiled EN Find Duplicates
B Unfiled
Author search
@Trash Comparing 1 and 2 of 2 duplicates. Skip Cancel
Select the record to keep. The record not selected wil be moved to the Trash. Select Skip to go to the next set of duplicates.
Greenfield...
v MY GROUPS Keep This Record Keep This Record
My Groups Greenfield... | Greenfield, 2016 #6 Greenfleld, 2016 #10
- - -~ ~
v FIND FULL TEXT Johnson, ... Reference Type | Electronic Book Reference Type | Electronic Book
¥ GROUPS SHARED BY ...
Johnson, ... Author  Greenfield, Tony Author  Greenfield, Tony
 ONLINE SEARCH Kumnar. Di Greener, Sue Greener, Sue
@ Library of Congress o o
®LISTA (EBSCO) Kurnar, Di... Year 2016 rear 2016
@ PubMed (NLM) Rodgers, J... Title  Research methods for Title  Research methods for
@ Web of Sdience Co... postgraduates postgraduates
i Rodgers, J...
more... Editor Editor
v v

Added to Library: 07/07/2021  Last Updated: 07/07/2021 Added to Library: 07/07/2021  Last Updated: 07/07/2021

Reordering the library

Your EndNote library can be organised in a number of different ways. The default is to
order by the name of the first author. However, by clicking on one of the fields above the
references, EndNote will re-sort records by Year, Title, etc.

All References

8 References

BHaALS

QAuthor Year Title )ating Journal Last Updated Reference Type Research
Peters, Ja... 0ds 1or researchers ex... e % o Journal o...  07/07/2021 Journal Article
Jones, Pet.. 2021 Research methods for beginners 07/07/2021 Book

To customise the display further choose Edit and then Preferences. Then choose Display
Fields and you can select any elements you want to change. Then click OK and any
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change will now be displayed on screen. To return to the default display, go back to this
screen and select EndNote Defaults and click OK and this will restore the original settings.

141
EndMote Preferences *
--Change Case Fields to display in the library window |l
R Display Fields Position Field Heading L
oo Display Font Column 1: | Read/Unread Status w n
- Duplicates
i Column 2: | File Attachments ~
¢ - Find Full Text ok
.. Folder Locations Column 3: | Author ~ | |Author
K - Farmatting Column 4: | Year ~ | |Year Ir
- Libraries Cotum & =
. : | Titl e it
¢ -~ PDF Handiing e & = ct
--Read / Unread Column & | Rating ~ | |Rating
d Reference Types Column 7: | Joumal/Secondary Title ~ ~ | |Joumal n
- Sorting
Column 8: | Last Updated ~ | |Last Updated
< - Spell Check ct
- Sync Column 9: | Reference Type « | |Reference Type
q .. Temporary Citations Column 10: | Research Notes ~ | |Research Notes In
i ote: Selecting the "Figure' and ‘File Attachment’ fields will display an icon
Term Lists Mote: Selecting the ‘i d ‘File Attachment’ fizlds will displ
q URLs & Links inthe library window. -
Display all authors in the Author field.
EndMote Defaults Revert Panel Cancel Apply

Rating Your References

If it is helpful you can give your references a rating based on their usefulness. Place your
cursor over the rating field and you can select an appropriate number of stars per reference.

All Ref & N
4 Refeere:z?(:es & @

Author Year Title Rating Journal Last Updated Reference Type Research
Peters, Ja... Data methods for researchers ex... %% %% - Journal o.. 07/07/2021 Journal Article

Jones, Pet... 2021 Research methods for beginners 07/07/2021 Book

Nind, Mel... 2018 Research methods in context Internati...  07/07/2021 Journal Article

Chu, Heti... 2017 Research methods: What's in th... Library a...  07/07/2021 Journal Article
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Grouping your references

Records are automatically added to an All References group — but you can also create your
own folders to organise your references further.

To create a new group, select Groups and then Create Group.

ps Li
Create Group
Create Smart Group...
Create From Groups.

Advanced search

BaAE@®

W Tr

! Add Ref T >
¢ Relerences 1o ear Title Rating Journal Last Updated  Reference Type  Resear
~ MY GROUPS
Create Group Set 021 Data methods for researchers ex.. ## %%  Jounalo.. 07/07/2021 Journal Article
021 Research methods for beginners 07/07/2021 Book

v FIND FULL TEXT , ) 9 10
~ GROUPS SHARED] eate Citat - 018 Research methods in context Internati..  07/07/2021 Journal Article
~ ONLINE SEARCH ! t Match 017 Research methods for successful... 07/07/2021 Electronic Book

o Chu, Heti.. 2017 Research methods: What's in th.. Librarya..  07/07/2021 Journal Article

The new group will appear under My Groups. You will need to give the group a name i.e.
Research Methods, Chapter 1, etc.

Library

All References

[E All Referen: Advanced search

& iy
All References [Ol ot & %
References + A ]
Author Year Title Rating Journal Last Updated  Reference Type  Researc
v MY GROUPS
Peters, Ja.. 2021 Data methods for researchers ex.. % %%  Journalo. 07/07/2021 Journal Article
Chapter 1] Jones, Pet.. 2021 Research methods for beginners 07/07/2021 Book
~ FIND FULL TEXT Nind, Mel... 2018 Research methods in context Internati...  07/07/2021 Journal Article
“ GROUPS SHARED BY ... Kumar, Di.. 2017 Research methods for successful.. 07/07/2021 Electronic Book
¥ ONLINE SEARCH Chu Heti. 2017 Research methods: What's in th. lbrarya.. 07/07/2021  Journal Article

B Libre

To add references to a group you can click to highlight reference/s and then drag and drop
to the relevant group or highlight a reference/s and right click and then select Add
Reference To and select the relevant group.

Peters, Ja.. 2021 Data methods for researchers ex.. %% %%  Joumal o.. 07/07/2021  loumal Article
@iChapter 1 2 Jones, Pet... 2021 Research methods for beginners 07/07/2021  Book
~FIND FULL TEXT Nind, Mel.. 2018 Research methods in context Internati..  07/07/2021  Journal Article
~ GROUPS SHARED BY ... Kumar, Di.. 2017 Research methods for successful... 07/07/2021 Electronic Book
v ONLINE SEARCH . Chu, Heti.. 2017 Research s oy a..  07/07/2021 Journal Article
A - New Reference CrisN
) L it Releence Crriet . )
@LISTA (EBSCO) ; Greenfield.. 2016 Researchm VRS ) 07/07/2021  Electronic Book
bk Johnson, . 2009 Researchor o0 ometted Reference O brican..  07/07/2021  Journal Article
E-mail Reference
Rodgers, .. 2006 Research Mo feferences to Trash 0 Nomic 07702001 loumnal Article
‘Add References To B Creste Custom Group
cut Chapter 1
Copy
Find Full Text

Find Reference Updates

Mark a5 Read
Rating
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EndNote Desktop also includes a feature called Smart Groups. These are dynamic groups
of references which update automatically using selected criteria.

To create a Smart Group, select Groups and then Smart Groups. A search box will appear.
You can choose a name for your new Smart Group.

Smart Group *

Smart Group Name: |

[ Author | | contains “ |
[And | [vear | [contains < |
(s -] [ (e Al HX

Options Create Cancel

You can now set certain criteria for your group such as particular keywords, authors,
ratings, reference types, etc. When you have set your criteria click Create. Your group will
now appear in the left hand menu. Every time references are added which fit your criteria
they will automatically be sorted into your smart group.

Please note that references can appear in multiple groups.

To remove references from a group, click on the group and click to select the reference/s
you want to remove. Right click and select Remove references from the Group. A
confirmation will appear, select Yes and the references will be removed from this group.
Please note they will remain as part of your library of references and can be seen if you
click All References.

Searching your EndNote Library

If you want to locate a specific reference in your EndNote library, then use the built-in
search box. Type relevant search terms into the box and click Search. For more options
click Advanced search. Click All References to return to the full list of references.

Advanced search

Syncing with EndNote Online

If you have an EndNote Online account, references can easily be transferred from EndNote
Online into EndNote Desktop or sent from EndNote Desktop into EndNote Online. To use
the sync option, you need to select Library and Sync. You will then be asked to enter the
details of your EndNote Online account and click OK. The sync will happen automatically,
and references will be updated across both platforms.
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Getting References from Databases

It is possible to search many of the library’s resources and then automatically add records
into EndNote. The majority use a system called Direct Export.

Direct Export using Library Search

To use direct export, you need to leave your EndNote library running and open a browser.
Access Library Search from the library website (www.mmu.ac.uk/library) and run your
search. You can select multiple records to transfer into EndNote.

To do this click on the Save icon located on the right hand side of each record. ¥ Save

Once selected, the icon changes and items will be added to the Saved Items folder located
above the result list.

Manchester Q Hello
Metropolitan "research methods" i
University LIBRARY e SignIn
[] RetainFilters | ClearFilters 251,125 results in MMU Library
Sort: BestMatch v W Saved Items (4)
A Group This Search
6 Cite < Share * Saved

Group Related Editions
Research methods for public administrators

A Refine This Search Authors: Gail Johnson 1947-

Expand Search with Related Terms ¥ eBook ©2002
Westport, CT : Quorum Books, ©2002.

~ Held By Library Summary: Asimple, straightforward presentation of the concepts, methods, and tools of research in the public...
.. text in such courses as research methods, program evaluation and introduction to applied statistics, usually found in public

[ Libraries Worldwide administration programs at the undergraduate and graduate levels.; And for people already in jobs outside the academic

2 MMU Library Show More

[ Aunsaints

. Subjects:
i Access Onl
[ Manchester Poetry Library Public administration Research Methodology.

[0 special Collections Museum

NB The selected records will disappear when you close the session, unless you have
signed in to Library Search and chosen to save them to a folder.

When you are ready to transfer your results to EndNote, click on Saved ltems above the
result list.

A new screen will appear, listing the records to be transferred. To transfer click on the

Cite button
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A new box will appear. Choose Export to EndNote.

Cite List

2 Citations

Copy & Paste: ‘Se\ecl a citation style

- Exporiio Endhote € Select a citation style above.

Powered by ‘ EasyBb
A, Cregg service

13

Depending on your browser, you may first need to click Save then either double click on
the downloaded file or select open file near the bottom of your browser or select open with,

then click OK.

! Rassare h mithods

Openng mapert-prsivste-HMBMLn ﬂ

T st i, 1000 30

W enpert-endnote- 14 M T3 Lah Bouk: Chughdataiaty HRle
ik BIL Formatied Fie 0 W)

Wi Wt rremadditary s i el b diss Raasarch mithads

What sl Fanfan dha with ey el

@ Qpen wth Basarchiol Dusct lapict balper |datnk) = ok Chusk sspaten:

e e

EndMote

EndMote Onling

EndNote will open and only your imported references will appear in the window. Click All

References to see your full list.

File Edit References Groups Library Tools Window

Imported References

Advanced search

Imported References <
3 References & @

[ ] Author Year Title Rating Journal Last Updated Reference Type Research
® Lucas, Ray 2016 Research methods for architectu... 09/07/2021 Electronic Book
® Griffin, Ga... 2013 Research methods for English st... 09/07/2021 Electronic Book

Vv FIND FULL TEXT L] Pickering, ... 2008 Research methods for cultural st... 09/07/2021 Electronic Book
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Using EndNote and Word

EndNote toolbar

When you install EndNote Desktop onto your PC or Mac then the Cite While You Write
toolbar is automatically added to Word, which allows you to add citations to your document.

File Home Insert Design Layout References Mailings Review  View Help EndMote 20
D) EN Go to EndMote Style: ' MMU Harvard v in-CaTegorize References v "'2| Export to EndNote ¥ 0
@'Edit & Manage Citation(s) F) Update Citations and Bibliography Instant Formatting is Off ¥ mwanuscript Matcher
Citlgtsiz: " E;‘p Edit Library Reference(s) E\Conver‘t Citations and Bibliography ~ EF‘references =B
Citations EBibliography ] Tools

To ensure that it is working with Desktop, make sure that EndNote 20 is listed on the top
of the tab. Ifitis not click on Preferences, then Application and select EndNote, then click
OK.

Inserting a citation

Once connected to EndNote, you can start writing your text. When you need to insert a Iz_"'cll
citation, place the cursor where you want the citation to appear. Next, click on Insert  inser
Citation on the EndNote toolbar. clation”

A search box will appear. Type a word or name from the reference you want to add, then
click Find. Results that match your search will be shown. When you have found the right
reference click to highlight and then choose Insert.

S TS S = S P ST
EndNote 20 Find & Insert My References X
[ research { Find >arch= Lbraries -
— b
Author Year  Ttle T —
Chu 2017  Research methods: What's in the name2
WME of research for the creative inW
Menaw 2018 Research and development in digital media T —
< Greenfield 2016  Research methods for postgraduates. >

_Wﬁarch methods for English studies /
Vil 30hnson “ 1
4 Jones 2021  Research methods for beginners
Kurmar 2017 Research methods for successful PhD
N Luaas 2016  Research methods for architecture
Nind 2018  Research methods in context
M peters 2021  Data methods for researchers examined

9t Pickering 2008 Research methods for cuttural studies
Rodgers 2006  Research Methods of Inguiry

=d e

-h Reference Type:

Record Number:
¢ Author:
snyeen

e: Resear
Place Published:
Publisher: John

el H'
Editior )
JLISBN: IC
URL:
t -
Ni

Cancel Help

R€Library: My Endiiote Library Test.enl 13 temsin st 1O

:he-text-you-want.Ifyou-need-to-stop-reading-before-you-reach-the-end,"Word-remembers-where-

The citation will appear in the text and a reference list will be created at the end of your
document. Repeat the process for further citations you need to add.
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Setting the referencing style

To choose how your citations and reference list appear, you need to pick a relevant
referencing style.

Please note if a referencing style you require is not included with the initial download of
EndNote Desktop that you can download additional styles from the Library’s EndNote
guide. Instructions for adding this to the software are available on page 2 of this guide.

Next to Style on the EndNote toolbar select the drop-down menu. Only a limited number
of styles are listed, if you choose Select Another Style, you can access the full list.

AutcSave (@ Off) "? v O m v Document2 - Word £ Search

File Home Insert Design Layout References Mailings Review View Help EndNote 20

I,, 1 EN Go to EndNote Style: |Anngizise - @ Categorize References ~ "a Export to EndNote ~ 0

@' Edit & Manage Citation(s) 7Up  Select Another Style... tant Formatting is Off ~ U8 Manuscript Matcher

Insert -—

Citation ™ E; Edit Library Reference(s) - Sl Stvle Guide — Preferences
Citations Academic Psychiatry ] Tools
L 1 | 2 | 3 | 4 | 5 | [ | 7 | 8 | 9
Annotated

A new box will open, scroll down to the style you require, highlight and click OK. Your
citations and reference list will be reformatted in that specific style.

Deleting citations

If you want to delete or change a citation you need to do this using the functions on the
EndNote toolbar. If you just delete them from your text, you can cause corruption of the
data within your document.

To delete a citation, place your cursor in the citation you want to remove. Choose Edit &
Manage Citation(s) from the EndNote toolbar. Then click the drop down arrow next to Edit
Reference and choose Remove Citation, then click OK.

eferences  Mailings  Review  View Help  EndNote 20

€0 Export to EndNote * 0
i} Matcher

pt
Help

e y EndNote Y Test - —

Videoprovid (o 2013) Update from My Library. n-
pasteinthe G, 2013 222 1 My Endhote Library Test Edit Reference | - search:
online-forth onally:
produced, W nent-each:

hen-choose:
wre
harts,-and-

SmartArt-gri

When-you-a ird-with-new-
buttons-tha cument,-click-
it-and-a-butt| leresyou:
want-to-add

(Griffin2013 ™ " he-document:
and-focus-or Totals: 4 Ckation Groups, 4 CRations, 4 Refarances ) . . ford:

Updated July 2023



This will remove the citation from the text and the matching entry from the reference list.

Please note if you have used this source multiple times, you are only removing this citation.

The source will remain in your reference list until all examples of the reference are removed
from the document.

Excluding parts of citation

In some cases, you may want to use an author’'s name as part of the text rather than
included within the citation bracket. You need to use EndNote to make this change.

First place your cursor in the citation you want to edit and then select Edit & Manage
Citation(s) on the EndNote toolbar. Next select the drop-down arrow next to Default and
choose Exclude Author. Only the year will now appear in the citation. You can now add
the name of the author as part of the text.

EndNote 20 Edit & Manage Citations X

Citation Count  Lbrary
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Jones, 2021 #1 1 My EndNote Library Test Edit Reference | ~
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| Formatting:
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1Totals: 3 Citation Groups, 3 Citations, 3 References

Including page numbers in a reference

If you need to include a page number as part of your reference as you are giving an exact
quote, you can add this to your citation. First place your cursor in the citation you want to
edit and then select Edit & Manage Citation(s) on the EndNote toolbar.

Check the correct citation is highlighted and then type the page number in the field marked
Pages. Then click OK.
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EndNote 20 Edit & Manage Citations

Citation
(Jones, Smith et al. 2021)

Count  Library
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Editing citations/reference list

If something is appearing incorrectly in a reference in Word in either your citation or
reference list, it is probably due to an error in the data in your EndNote library.

To amend this in Word, first return to EndNote. Check the reference, amend any incorrect
details and resave the changes. Next you need to update the details in Word. Place the
cursor in the citation, choose Edit & Manage Citation(s). Click on the drop down arrow next
to Edit Reference and select Update from My Library. The reference screen will appear,
click Insert and then OK and the corrected reference will now appear in your document.
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Submitting documents electronically

If you are intending to submit a document electronically, it is advisable to remove the active
links between EndNote and your Word document and create a copy suitable for

submission.
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On the EndNote toolbar in Word, select Convert Citations and Bibliography, choose
Convert to Plain Text.

AutoSave (@ 0ff) £ - Document2 - Word
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A message will appear telling you that a new version of your document will be created, click
OK. You can now save this new version of the document.

In the new version, all links to EndNote have been removed and it is simply a Word
document. This version can be submitted electronically. If you need to subsequently edit

the document, you will need to return to your original which is linked to EndNote, make the
necessary changes and repeat the process above.

Further help on EndNote is available on the library’s EndNote guide:

https://www.mmu.ac.uk/library/referencing-and-study-support/endnote
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