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1. Introduction

This guide follows on from the Endnote guide. It demonstrates how to use more
advanced features of Endnote such as deduplication, editing referencing styles,
backing up your library and merging libraries. It will be particularly useful if you
have a large number of references, a complex piece of work or are collaborating
with others.

2. Sorting records

To change the order your records are displayed in click on a column heading, click
on the Author column to change Author sort from ascending to descending. Click the
Year column to see references in descending order based on year of publication.
Click the Read/Unread column to sort with either read or unread items at the top.

L ———

] & Author ’ >Vear Title Rating Journal Last Updated  Reference Type
=] Bent, Moira J. 2016  Practical tips for facilitating research 11/05/2016  Aggregated Da.
4 Bern, M. M.; Haz... 2015 Low dose compared to variable dose Warfarin ... Thrombosis Journal 04/07/2017 Journal Article
=] Bewick, Laura; C.. 2010 Developing librarians as teachers: A study of th... Journal of Librarianship and Info... 11/05/2016  Journal Article
=] Blanchett, Helen.. 2012 A guide to teaching information literacy : 101 ... 11/05/2016  Generic

=] Boey, ). P.; Gallu.. 2016 Drug Treatment of Venous Thromboembolism... Drugs & Aging 04/07/2017  Journal Article

3. Finding duplicates

If you are importing references from a number of different sources you may have
duplicate references in your library. Endnote can help remove duplicates.

= Go to References menu and select Find Duplicates. If any duplicates are
found they will appear side by side so you can select which to keep.

"
@ Find Duplicates -
Comparing 1 and 2 of 2 duplicates. Skip ] | Cancel |

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
Yuan, 2017 #12 Yuan, 2017 #110
Ref Type: Journal Article Ref Type: Journal Artide
Rating o Rating o
Author Author
Yuan, 5. Yuan, 5.
Li, X. Li, X
Jin, Y. L. Jin, ¥
L, L. P. Lu,J
Year Year
2017 2017
Title Title
Chocolate Consumption and Risk of Coronary Heart Disease, Chocolate consumption and risk of coronary heart disease,
Stroke, and Diabetes: A Meta-Analysis of Prospective Studies stroke, and diabetes: A meta-analysis of prospective studies
Journal Journal
Mutrients Mutrients
Volume - |Volume -
Added to Library: 04/07/2018  Last Updated: 04,/07/2018 Added to Library: 24/07/2018  Last Updated: 24/07/2018




To change how Endnote finds duplicates go to the Edit menu and select

Preferences then Duplicates as below. To make sure that most duplicates

are found change the fields which are being checked and use different
combinations. This is especially useful if you are doing a literature or systematic
review.

EndMote Preferences — P
- Change Case
.. Display Fields Compare references based on the following fields:
- Display Fonts Auther >
- Duplicates Year I
. Find Full Text Title 1
- Folder Locations [ Secondary Tile (Joumnal)
-- Formatting [C] Volume
- Libraries [ lssue i
.. PDF Handling [ Panes
- Read / Unread Criteria
Refelrence Types © Exact Match
- Serting (@) Ignore spacing and punctuation
- Spell Check -
- Sync
. Temporary Citations Cnline Search Results
- Term Lists [] Automatically discard duplicates
- URLs & Links

| EndNote Defauts | |  Revett Panel | | oK || canesl || spply |

To ensure you are removing all duplicates e.g. for a systematic review start by
selecting Author, Year and Title. To remove any false duplicates found hold Ctrl
and select the false duplicate. Once you are happy that all are duplicate articles,
drag the selected results to the trash. Next select Author and Title and repeat the
above process. Next, select Year and Title, then Author, Year and Volume. If you
still have duplicates, you can repeat this process with different combinations. Keep
all the duplicates in the trash.



4. Adding and editing a referencing style

If the referencing style you require is not there it is possible to add your own or edit
an existing style.

In Endnote go to the Edit menu - Output Styles - New Style for a new
referencing style or Open Style Manager to edit a style.

Once in Style Manager select the style you would like to edit, select Edit

fields you would like to change e.g. Page Numbers.

My EndNote Library HEA.

and the

[ cetMoreon theweb... | [ Markal | [ unmerkal | [ Fndby » |

&L PubMed (NL|
@ Web of Scier] A Less Info:

more...

File Name: Harvard.ens
(=~ Find Full Text Created: 09 December 2016, 13:57:49
Modified: 13 November 2015, 10:20:22

Style Info/Previen

Based On:
Category: Scence
Comments: |This style is based on the following British Standards: -
BS 5605:1990. Recommendations for citina and =

Showing 498 of 498 output styles.

RN NN

Gillet, J. L. 2015 Management of superfi
Gradman, W. 5. 2015 Endovenous saphenous|
Grover, G;Tana.. 2016  Chronic venous leg ulce
Heit, 1. A; Lahr, .. 2015 Predictors of Venous Tl

Showing 35 of 35 references.

- Punctuation
Anonymous Works

 Page Numbers
Journal Names

- Sections
Citations

- Templates
Ambiguous Citations

- 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
... Field Suihetiti tinns

m

@ Don't change page numbers

) Show only the first page number (e.g. 123)

(©) Abbreviate the last page number (e.g. 123-5)

(©) Abbreviate the last page, kesping two digits (e.g. 123-25)
~) Show the full range of pages (e.g. 123-125)

@) Show only the first page for journals, fullrange for others

Tab delimited journals -EEQf P ﬁ‘ 2 | x| &| o - e‘ Quick Search £~ & Hide Search Panel
Se: Search Whole Library v [IMatchCase [[IMatchWords | Reference | Preview | L
Author ~  Contains - Reference Type: Book

4 Trash G EndNote Styles (o= |~ Rating
=- My Groups Name Category - ‘ ‘ Author

[E3 Thrombophl | [ Gondwana Research Science Horvard

|| Haematologica Hematology =

&~ Online Search | | [7] Harvard Scence Pain Font |painsze -]| B 1 U P | A' A, ¥ Aw

& Library of C [7] Health Ed Behavior Psychology - -

€ USTA (EBSC About this Style * | Page Number Format




5. Editing citations in Word

If you don’t want to edit the style as above in Section 4, it is possible to edit individual
references in Word. This can be useful if you want to add page numbers to a
reference, e.g. “(Jones 2014, p15) argues ...”

|,,| @ Go to EndMote
Q % Edit & Manage Citation(s)

-l

Insert
Criation ™ L:'.I;; Edit Library Reference(s)

Citations

Highlight the citation and select Edit &
Manage Citation(s) from the Citations box in
the Endnote tab.

|EndNote X8 Edit & Manage Citations i - s’ Page numbers are added in
Citation Count  Library the Suffix box. You may
@ need to precede the p. with
Bern, 2015 #83 1 Endnote practice library a comma so that there is a
gap between the year and
page numbers). These
changes will be saved even
if you Update Citations and
Bibliography.
Formatting: |Default -
Prefix:
suffix: |, p15 ]
Pages:
ok J[ cancel J[ rep

Totals: 1 Citation Group, 1 Citation, 1 Reference




6. Inserting citations into PowerPoint

To insert a citation and reference into PowerPoint you need to have installed the
plugin that is also used in Word.

Make sure that you have selected the correct style (e.g. Harvard, Vancouver)
before inserting a citation or reference.

.:ﬂ To insert a citation on a slide in the EndNote tab, click Insert Citation and

search for the required citation and Insert. To insert a reference click Insert
Reference and search for the required reference.

Home Insert Design Transitions

Animations Slide Show Review View EndMote X8

Style: Vancouver - @ I?

Goto EndMote

EndMote  Help
itations

Formatting Taools

7. Backing up/Creating a copy of your library

As with any other piece of work it is important that you have your Endnote library
backed up so that you won'’t lose your work if your original files are lost or damaged.

The easiest way to back up your library is to save it to another device or
=l portable storage. The files you need to save are

| My EndNote Library-Saved.Data

1 My EndMote Library...



Edit References Groups Tools Window Hell To create a copy of your ||bra_ry go to File —

Save a Copy and Save.

New...
Ctrl+0
Ctrtl+Shift+ 0

Open Library...
Open Shared Library...

Open Recent 4

Close Library Ctrl+W

Save Ctrl+5

Save As...
S

Save a Copy...

TEVENT
Share...

Export...
Import 3

Print... Ctrl+P
Print Preview

Print Setup...
Compressed Library (.enkx) ...

Exat Ctrl+Q

8. Changing text

To change the text of a number of references use the Find and Replace function that
is on the Edit menu.

9. Importing PDF files

Edit References Groups Tools Window Help

To create a group from a folder of PDF

New.. files select File — Import — Folder...
Open Library... Ctrl+0
Open Shared Library... Ctrtl+Shift+ 0
T

Open Recent - @ @ {
Close Library Ctrl+W
Save Ctrl+5  uthor
Save As..

ar
Save a Copy...

tle
Revert

S
Share... or Year
Export... fnira
Import 4 File...
Print... Ctrl+P Folder..

Print Preview

Print Setup...
Compressed Library (.enk) ..

Exit

Ctrl+Q

ck, [aura; C
ichett, Helen...

2012
y. ). P.; Gallu... 2016
ellsague, ;... 2017
1 Y. Co Law, .. 2017
2017

ni, B.




want to import, and tick both
options to import all the items

’ y Browse to find the folder you
Impaort Folder - — - M Y
Import Folder: |V EeanorlPDFs) [choose...| from the folder to a new group.
Indude files in subfolders The PDFs will appear as a hew
Create a Group Set for this import group.
Import Option: [PDF v] i
Duplicates: ’Impﬂft All "l |

[ Import ] [ Cancel ] I

Check the references once they are imported as the record may not be as

complete as one you have downloaded from a database. If you are

importing scanned PDFs there may be a record created but no data in it as
Endnote relies of DOIs to source the data and a scanned PDF will not have a DOI.

10. Document auto group

If you need to check which references you are using in a document you can easily
do this by opening the document in Word and your Endnote library.

E In Word in the Endnote tab, click Update Citations and Bibliography.

File Home Insert Design Layout References Mailings Review View Zotero EndMote XB )

73 @ Go to EndNote Style: |Vancouver - @ Categorize References = Export to EndMote ~
. E’,“Edit&l\t‘lanage Citation(s) I.E}Update Citations and Bibliography Instant Farmatting is On - :—EPreferences
Citation = E;I;(.Edit Library Reference(s) + Convert Citations and Bibliography = ﬂHeIp
Citations Bibliography ] Tools

My Library i The document auto group will appear in your
Endnote library. This group is temporary and will
disappear when you close the Word document.

i All References

M3 Here is a practise docum...  (2)

Unfiled (@)
4 Trash (5]




11. Merging libraries

To merge two Endnote libraries together:

Open the library you want to copy or merge documents into.

=l Select File - Import — File.

Select the Endnote library you wish to merge into your main library and

select Endnote library from the list of import options.

-

Import File T {—t—
- W — -

Impart File: |Elean|:|r s Endnote library Choose...

Import Option: EndMote Library -

Duplicates: [Import All = ]

Text Translation: [Nﬂ Translation - ]
Import ] [ Cancel ]

e

O

It is possible to Import All, Discard Duplicates, or Import into Duplicates
Library. This last option creates a new library for the duplicate records.

You can also copy and paste references from one library to another.

12. Move text with citations

To move text around within a Word document it is possible to cut and paste as

usual.

To move text and citations to a different document:
Select the text you want to move to a new document.

~ll In the Endnote tab, click Convert Citations and Bibliography - Convert to

Unformatted Citations.

|,,| @ Goto EndNote Style:  Vancouver
. E,"Edit&f\-"lanage Citation(s) E‘-Update Citations and Bibliography
nsert

Citation = F‘.;; Edit Library Reference(s) EL Convert Citations and Bibliography =

Citations @ Convert to Unformatted Citations ]
[ S

. LF,'( Convert to Plain Text x
Ry Convert Reference Manager Citations to EndMote

m! Convert Word Citations to EndMote

- & Categorize References -
Instant Formatting is On -

.9,

Exportto EndMote -
E Preferences

eHelp

[ Toals

P10 o1l 12 213 0 14



Paste your selected text into your new Word document and click Update
il Citations and Bibliography.

Your citations will be formatted in your new document in the selected style
and Endnote will create a bibliography at the end of your document.

13. Storing charts, tables or equations

To create an Endnote reference for tables, charts or equations they must
first be saved as images.

To save the reference to Endnote
= Select References — New Reference
Change the reference type from Journal article to Chart or Table, Equation,
or Figure.
Add some information to the fields e.g. Title, caption
G|

Click on the Attach Figure button.

Browse to find the correct image and click on the Open button.

14. Travelling library

When citations are added to a document, a travelling library is created. From these
references, it is possible to create a new library or add these references to an
existing library.

In Word, in the Endnote Tab select Export to Endnote - Export Travelling

il Library

EndMate X8

Export to EndMote ~

i Export Traveling Library ]

ma Export Word Citations

Fl ma Export Word Master List
1 Wl

1 I B . B I S B S R L

You are given the choice of adding the references to an existing library or creating
a new one.

10



Export Traveling Library @

Export Library to:

é}’ @ An existing EndMote library:

[I'u'lvnj-I EndMote Library HEA v] [ Browse...

() A& new EndMote library

[ CK ][ Cancel H Help

Endnote. The travelling library is simply the references from a single Word

document. If you want to add references while you are away from your
Endnote desktop library, you can find how to do this in our “Managing references &
bibliographies using Endnote” guide.

@ A travelling library is not the same as linking your EndNote web library to

15. Create a bibliography from a group

It is possible to create a bibliography from a group of references.

= In Endnote, select the referencing style required. (If the style you require
isn’t on the list select Find Another Style and search for it in the list).

@ My EndNote Library HEA

D @ @ | |Ta|:| delimited journals |*| l_g_ll_ @ &
- = Select Another Style...
My Library EndMote Export
Genome Biology Co
P T e —
— . Practice excel export uthar
\2: Configure 5yn pafman (RIS) Export
R thy A Tab Delimited car
{} eently ETab delimited journals
E_] Unfiled Wancouver itle
W o |
Ilf Trash -
- ® & Author Year
= PDFs
nl mrmr. i [ Alime— . KA - AT

Select the group you want to use. To copy all the references use Ctrl + A to
highlight them all or use Ctrl and the left mouse button to select the required
references.

11



Right-click on the selected references and select Co% Formatted from the menu.
My EndNote Library HEA

@@ 6] | Tab delimited journals - E® LA ‘ 5| NS | O 2| @ ‘ Quick Search C + A Hide Search Panel
Mylibray  * | | search | [ oOptions » Search Whole Group w [IMatch Case [|Match Words
ﬁA\IR#eren:a = Author ¥ Contains A | B
&) Configure Sync...
D Recently Added @ | And v vear ~  Contains - B
B unfiled @2) | And + Title + Contains - B
Tif Trash (W] =
® @ Author Title Rating Journal Last Updated  Reference Type *
=~ PDFs Bern, M. M.; Haz... Low dose compared to variable dose Warfarin... =+ + = = = Thrombosis Journal 04/07/2017  Journal Article
B roFs ) ; Gallu... Drug Treatment of Venous Thromboembolism...  * .- Drugs & Aging 04/07/2017  Journal Article
3 Characterization of new users of cilostazol in t.. o 0o Pharmacoepidemiology and Dru...  04/07/2017  Journal Article
ErLy T Predictors of Recanalization for Incompetent . .. Journal of Vascular and Interven... 04/07/2017  Journal Article
Bl New Group 0] L Superficial Vein Thrombosis: New Perspective... * + = = - Clinical Advances in Hematology... 09/08/2017  Journal Article

R o cord Summary.. Thrombasis and Hae...  04/07/2017  Journal Article
Prevalence of deep vein th Thrombosis and Hae..  04/07/2017  Journal Article
New Reference . :
Treatment of Lower Extren nal of the American M... 04/07/2017  Journal Article
Treatment for superficial in [ Jatabase of Systemati.. 04/07/2017  Journal Article
Dzupina, A; Wal... Treatment of lower extrem| Move References to Trash Medical Journal-Bratis.. 04/07/2017  Journal Article
Franz, A; Wann- Patients' experiences of ivifiN LG A Clinical Nursing 04/07/2017  Journal Article
Galanaud, J. P Long-term risk of venous t [NPGRS SIS Thrombosis and Hae..  04/07/2017  Journal Article
Gillet, 1. L. Management of superficial 04/07/2017  Journal Article
Remove References from Group Ctrl+D L
Grover, G Tana... Chronic venous leg ulcers: E 04/07/2017  Journal Article
Predictors af Venous Throm [ 04/07/2017  Journal Article
Lethal outcome of bilateral Copy i 04/07/2017  Journal Article
Pattems in the managemen (IR - il 04/07/2017  Journal Article
Lattimer, C. R K. Endogenous pro-thromboti IR 04/07/2017  Journal Article
Maddox, R. P What Is the Mast Effective mergency Medicine  04/07/2017  Journal Article
Markel, A; Gavis.. 2017  Venous thromboembolism: LInolizs xal Angiology 04/07/2017  Journal Article
Meark as Unread

E-mail Reference

Gradman, W. 5. Endovenous saphenous vein|

Paste the references into a document.

16. Custom fields

If you are working on updating a previous piece of work, how do you find items that
were included in the earlier version? If you are collaborating on a systematic review
with another reviewer how can you see where you agree and disagree?

Using custom fields will help with both these issues.

To edit a custom field go to Tools - Change/Move/Copy
This can be done with the records chosen by Reviewer 1 selected in
Endnote — they could be placed in their own group.

12



rChangefMouEfCDpy Fielde " S— g Select the field you want

: to change e.g. Custom
Change Fields | Move/Copy Fields 1
In: Wv Insert Special »

Secondary Author -
Cha place Published
[l . - Publisher
) I
= " Volume
L o1 Mumber of Volumes
Mumber
Pages
Section

]

@F

™ ¢ Tertiary Author
| Tertiary Title

|

|

|

|

|

() ¢ Edition |
i - Date |
|5Ty1:|e of Work |

" Subsidiary Author |

|

|

|

Alternate Journal/Title
[]1¢ Shart Title it B I U EH A A X
[7] 1 ISBN/ISSN = 1
Criginal Publication
Reprint Edition
Reviewed Item

i
; Custom 2

Custom 3
Custom 4
Custom 5
Custom &
Custom 7
Custom 8

Accession Number
Call Mumber

-
i ——— -
Change/Move/Copy Fields u

Change Fields | Move/Copy Fields

In: [ﬂ;stom]_ v] Insert Special

Change

~ Reviewer l|
I’ () Insert after field's text:

() Ingert before field's text:
@ Replace whole field with:
() Clear field

(") Change case

|5entence Case, -

[¥] tndude a space before the new text B | H EH Al A =

[¥] tndude a space after the new text

L

Import the records chosen by Reviewer 2 and place them into their own group.
While the records are selected edit Custom 2 as above to Reviewer 2.

Now create a Smart Group “Custom 1 contains Reviewer 1 or Custom 2 contains
Reviewer 2”

Now find duplicates as explained in Section 2 on p2. Remove the duplicate and the
original and you should just be left with the items chosen by Reviewer 1 or
Reviewer 2.

13



17. Exporting your Endnote library to another
reference manager

Do this if you need to export your library to another reference manager or to send
to a colleague.

Highlight the references you want to export. (If you want to export all you can
do by selecting All References, Edit — Select All)

Then File - Export.

¥ i c— =
| Savein: | g Downloads ~ @ Er
! (B= Mame ° Date modified Type
e S } journal club.Data 03/08/20181232 File folder
Recent Places
! N
"
Desktop
"
| =
[ i
i Libraries
] M|
|
R i
i Computer
| @
' N il r
| Metwork
i File name: My EndNote Library HEA -
i Save as type: [Tead File {* tt) "] [ Cancel ]
I Qutput style: iw ﬁw vi
Select Another Style...
EndMote Export
Genome Biology Copy
Harvard
Practice excel %ort
Tab Delimited
Tab delimited joumals
Vancouver

Make sure you choose an output style that is compatible with the place that you
are sending them, e.g. RIS for another reference manager. If the style you want
isn’t there you can Select Another Style and choose from the list of options.

14



18. Exporting References to Excel or Access

Before beginning the export process create a backup copy of your Endnote
Library as in Section 7 so that the changes you make will not affect your
original library.

To export to Excel we first need to create a new reference style as in Section 4.
Make sure that you create a style for each reference type e.g. book, journal article
and include all the fields you need e.g. author, title, journal title, volume number
etc.

r_':ﬂ . Author Mame

- Murmbering
- Sort Order

- Biblicgraphy
™ Templates

- Layout
- Sort Order
- Categories

... Author Lists

- Field Substitutions

. Authar Mame

- bdrtor Lists

Bibliography

Reference Types*

Generic

Journal Article

Book

Book Section

Case

Catalog

Chart or Table
Classical Werk
Computer Program
Conference Paper
Conference Proceedings
Dataset

Dictionary

Edited Book

Electronic Article
Electronic Book
Electronic Book Section
Encyclopedia

Equation

Figure

Film or Broadcast
Generic

Government Document
Grant

Hearing

e e ey

¥ Journal Article

Legal Rule or Regulaticn

15

Go to Edit — Output Styles, select a new style, and go to
Bibliography — Templates in the list on the left of the screen.

Next, select the reference type you
want e.g. journal article and select
the fields you want to appear by
clicking on Insert Field on the right of
the screen and selecting from the
list. Make sure you put a tab
between the fields, this appears in
the Insert Field list near the top.

Select how you would like the
author’s name to appear by clicking
on the Author Name option, which
appears under the Bibliography
option and is highlighted in the
image above.

Remember to save the style once
you have created it.



Now we need to remove the carriage returns by using the Edit — Find & replace
function. Find Carriage return by using the Insert Special menu and selecting

“,”

Carriage return option. Replace it with “;”. You are now ready to export your library
to Excel.

Find and Replace M@

In: IAny Field - Insert Special *

Find:

Tab

Carriage return

[ Match Case Match Words

Replace with:

Retain Capitalization

To export follow the instructions in section 17 but make sure the output
style is the one you saved earlier. Save the file to your desktop.

In Excel go to Open Other Workbooks and Browse find your file on the
=l desktop, you might have to change the All Excel Files to Text Files to find

your library. Select Open once you have found your file. The options in the
Excel Import Wizard should be Delimited on the first screen, Tab on the second
and General on the third. Your library should now open with all the references
arranged in the appropriate columns.

19. Sharing your Endnote library

having to export it as a file. To share your library you need to be using

@ In Endnote it is possible to share your library with up to 100 others without
version 7.2X or later and have an Endnote online account.

= Before you can share your library you must make sure that it is fully
synchronised. (There are instructions on how to do this in the “Managing
references & bibliographies using Endnote” guide.)

16



+
= To share your library go to the File menu and select Share... or click 'ﬂ‘ .
Enter the email addresses of the people you would like to share with. They
will then receive an email with instructions.

In version X8 it is possible to see an activity feed of changes being made to the

Qg -
shared library by clicking.

Once you have shared your library you should regularly make backups of
the library as anyone you have shared it with can make changes.

20. Help and Training

Free training on how to search databases and is available from any NHS
Library in the East of England.

For further help, or to arrange a training session in Addenbrooke’s, please contact:

Isla Kuhn, Eleanor Barker, or Veronica Phillips
University of Cambridge Medical Library

Email : librarytraining@medschl.cam.ac.uk
Phone : (01223) 336750
Web : http://library.medschl.cam.ac.uk
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