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Trademarks

© 2022 Clarivate

All rights reserved worldwide. No part of this publication may be reproduced, transmitted, transcribed, stored
in a retrieval system or translated into any language in any form by any means, without written permission
from Clarivate.

Apple, AppleScript, iWork, Mac, macOS, Pages, and Finder are trademarks of Apple, Inc., registered in the
U.S. and other countries.

SKIM is a PDF Reader and Note-taker for the macOS platform. Copyright (c) 2006-2021. All rights reserved.

All other product and service names cited in this help file may be trademarks or service marks of their
respective companies.

Notice regarding legal use of downloaded reference data

EndNote gives you the capability to import references from online databases and store them in your
personal EndNote libraries. Some producers of online reference databases expressly prohibit such use and
storage of their data; others charge an extra fee for a license to use the data in this way. Before you
download references from a database, be sure to check the copyright and fair use notices for the database.
Note that different databases from the same provider may have varying restrictions.
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Introduction

Welcome to EndNote—the complete reference solution!

Overview of Clarivate EndNote

EndNote is a bibliography maker.

Cite While You Write™ allows you to format references in Apple Pages, Microsoft® Word, OpenOffice.org
Writer 3.x—4.x, and LibreOffice 4.x—6.x (32-bit) for Windows. You can also create bibliographies for other
word processors using Format Paper (RTF files). There is no better tool than EndNote for handling diverse
bibliographic style requirements.

EndNote is an online search tool.

Search online bibliographic resources and retrieve references directly into your EndNote library. You can
also export references to EndNote from your favorite online resource. See Direct Export Providers for more
information about this feature.

EndNote is a reference and full-text organizer with a collaborative Web tool.

Your personal reference library will save you countless hours of organizing your research.

= Group references according to your research projects and attach up to 45 files per record for
managing related materials.

= Locate full-text PDF files or create a reference when importing a PDF file.
= Synchronize references and file attachments with your EndNote online library.
= Share groups with other EndNote users easily.

EndNote desktop and EndNote online are collaborative tools to simplify working with colleagues.

Help

= See the What's New in EndNote 20 video for information about the most recent features added to
EndNote.

= Find useful information about EndNote at EndNote Learning.

EndNote Documentation Updates

= For documentation updates and correction notes, refer to the Readme.txt file installed in the
EndNote folder.

= For updates to the EndNote program, select Check for Updates from the Help menu in EndNote.
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New Features in EndNote 20

= Newly redesigned user interface for a better user experience
= Tabbed interface

= Filter groups panel by group name

= Retraction Alerts

= Library sharing limit raised to 400

View Our What's New Video

Clarivate recommends that you view our What's New video on our YouTube channel.

Contacting Clarivate

Customer Care

Contact Sales for general product information, pricing, quantity discounts, and referrals to dealers.

Contact Customer Service to order new copies or upgrades of EndNote, to check billing/shipping status, and
to register your software.

Sales Information

Phone: 1-888-418-1937 (toll-free in the U.S. and Canada, country code is 01)
E-mail: https://endnote.com/buy/contact-our-sales-team

Customer and Account Support (Orders, Billing, and
Shipping)

Phone: 800-336-4474, press 3 (toll-free in the U.S. and Canada, country code is 01)
Web: https://fendnote.com/contact

Technical Support

Contact Technical Support if you encounter problems while using EndNote. When you contact us, have a
clear description of the problem and know the version of your Windows or Macintosh operating system and
word processor.

To find the EndNote version and serial number, start EndNote and select About EndNote from the EndNote
menu (Macintosh) or the Help menu (Windows).

= Phone: 800-336-4474, press 4 (toll-free in the U.S. and Canada, country code is 01)
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= For questions regarding your EndNote software, including questions about orders, billing, shipping,
and serial numbers, go to http://endnote.com//support/contact-support.

= For web/email or phone contact, including hours and holiday closures, go to https://clarivate.com/
contact-us/support.

= For technical support tips, go to the EndNote User Forum at http://community.endnote.com.

EndNote Training

The EndNote home page contains a Training menu that offers free training options including online videos,
live training, an online user manual, and trainer resources. Access training material at http://endnote.com/
training.

EndNote Downloads

To download EndNote styles, filters, and connections, go to the EndNote Downloads page.

EndNote Discussion Forums

If you wish to join an ongoing forum of EndNote users like yourself, go to http://community.endnote.com.
You can browse several EndNote message lists, easily search for topics, and join to add messages.
Join the EndNote social network at:

= www.twitter.com/EndNoteNews

=  www.youtube.com/endnotetraining
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The EndNote Library

Your EndNote Library is a database for tracking all of your references and information about them. It's
flexible, searchable, and can be used to create formatted bibliographies. You can store related files, such as

PDFs and graphic files. If you work with colleagues, you can share your EndNote libraries with them.

The Library Window

When you first open a Library in EndNote, you see a Library window made up of four different panels.
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The Library Window

4.

The Groups and Group Sets Panel

The Reference List Panel

The Search Panel (see Searching EndNote References)

The Reference Panel

You can click on a panel to make it active.

The Library Toolbar

The Library toolbar provides various commands that allow you to manage your references.
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A @

The commands on the Library toolbar include (from left to right):

Insert Citation: This command will insert the selected references into a word-processing document at the
location of the cursor in Word.

New Reference: Creates a new reference for data entry.
Share This Group: Allows you to share the selected group through EndNote online.
Export: Exports references in a format that can be imported into another library or application.

Find Full Text: Searches online for the full-text article for the selected references. EndNote downloads the
file of the article and displays a paper clip in the Attachments (Paper Clip) column.

Create a Web of Science Citation Report: Creates a citation report providing aggregate citation statistics
for the selected reference(s). (This feature requires a Web of Science™ subscription.)

Resizing the Library Window

Resize the Library window by clicking the window border in the lower right window corner of the library and
dragging to the desired size or by clicking the maximize/minimize buttons in the upper corner of the Library
window.

EndNote remembers the new size of the Library window as well as its location on the screen. The next time

you open EndNote, the library appears with the same dimensions and in the same location as when you last
closed it. Each EndNote library can have its own unique dimensions and screen location.

Tabs in the Library

The tabbed interface allows you to work with multiple groups or references in the library. The tab will show
the name of the group selected for that tab. Select the New Tab button (the + button) above the Search
panel to open a new tab in the library, then select the group you want to work with.

Changing the Library Display Font Size
EndNote displays the recommended system font specified for your operating system.
Select a different size for the text displayed in the Library by using EndNote’s preferences. The Reference
List and the Reference panel displays both use the font size selected in the Display Font section of

the preferences.

See Display Font Preferences.

Note: Changing the display font size does not affect the font EndNote uses when it creates a
bibliography. EndNote uses the Normal style font of your paper for the bibliography.
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The Groups Panel

Groups are subsets of references saved for easy retrieval. The left panel of the Library window lists several
group sets that include various types of groups: automatic groups (which EndNote creates and the user
cannot control), custom groups, smart groups, Groups Shared by Others, Find Full Text, and Online Search
groups. See The Groups and Group Sets Panel in the Groups and Group Sets section for more information.

The Reference List Panel

The Reference List displays all the references in the currently selected group. Options are available from the
References and Library menus, and from the Library Window toolbar. See The Library Toolbar.

Changing the Display Fields
By default, the first column in the Library window displays a Read or Unread indicator followed by:
= File Attachment
= Author
= Year
= Title
= Rating
= Journal
= Last Updated
= Reference Type
Reorder the fields in the Library window heading columns using drag and drop. Select a field heading and
move it to the desired location in the column headings. For example, you can move the Last Updated field to
be the last field or the first field in the heading column. Your changes are reflected in the Display Fields

preference dialog.

Customize which columns/fields display in the Library reference list by control-clicking on the column
headings to display a contextual menu. Select or remove fields.

Changing the Order of the Display Fields or Adding/Removing Display Fields

You can change the order of the fields, add fields, remove fields, or change the name of a field in the column
headings of the Library window. See Display Fields Preferences for more information.

1. From the EndNote menu, select Preferences.
2. Click the Display Fields option in the list.
3. Select the desired field from the Field list. You may select up to ten fields to be displayed in the

Library window. Select [Do not display] instead of a field name if you want to show fewer than ten
fields.
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4. By default, the column heading in the Library window is the same as the Generic name of the field
(the Figure field is indicated by a figure icon and the File Attachments field is indicated by a paper
clip icon). To change the field name for the Reference List display, enter a new name in the Heading
section next to the chosen field.

5. To display all author names under the Author heading in the Reference List, select the checkbox next
to the Display all authors in the Author field. Leave this box unchecked if you only want to see the
last name of the first author in the column.

6. Click Save to save your changes, and then close the Preferences window by clicking the Close
button in the upper left corner.

Note: These settings apply to all libraries.

See also Display Fields Preferences.

Changing the Reference List Sort Order

By default, the references listed in the Library window are sorted by the first author’s last name.

Change the sort order by selecting Sort Library from the Library menu or by clicking the column headings.
When you sort a library, that sort order is retained even after you close and reopen a library. See Sorting the
Library for more information about sorting.

When you sort the library, character sorting is carried out according to the language and local settings of
your operating system—unless you specify a different language in the Sort Options dialog. This determines
whether a plain "a" is sorted before or after "a."

EndNote does not remember the sort order for all groups. EndNote displays the results of a search in the
order in which they are found. Similarly, after importing references, EndNote displays the newly imported
references in the order in which they were imported. This behavior greatly enhances the speed of these two
functions. Selecting the Show All References group shows all references in the Library window and lists
them according to the last sort order specified.

Note: See Sort Order: Bibliographies and Multiple Citations about how to set the sort order for a
bibliographic style. See Sorting Preferences for information about having EndNote ignore certain words or
names when sorting references.

Navigating in the Reference List

There are a number of ways to browse through your references.

= Scroll through the list of references in the Reference List by clicking in the vertical scroll bar with the
mouse.

= Use the Up and Down arrow keys to move up or down the reference list.

= Sort references in the list by clicking on a column heading. For example, click the Year heading to
sort the references by descending or ascending year.

= Type a letter to select the first matching reference. Matching depends on the order in which the

library is sorted. If the library is sorted by the Author field, typing a letter selects the first reference in
which the first author’s last name begins with that letter.
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For example, typing the letter "Z" selects the Zorina reference in the sample library since Zorina is
the first author’s name to begin with a "Z." Type several letters and the selection jumps to the first
name that begins with those typed letters. Letter matching starts over after a half-second pause.

= On extended keyboards, the Home and End keys go to the first or last reference, respectively. The
Page Up and Page Down keys allow you to move up or down the reference list.

The Search Panel

The Search panel allows you to search your EndNote library, and is also used for searching online
databases from EndNote.

The Simple Search option displays a single line where you can enter a search term and search all fields.
Click on Advanced search to display multiple search lines. With this option you can create advanced
searches by selecting each field you want to search and entering the terms you want to search for in that
field.

To begin a search of your EndNote library, select the search option, then select the group of references you
want to search. To search your whole library, select the All References group. Enter your search term(s) and
press the Return key on your keyboard to see the list of found references.

To begin a search of an online database, click on the database name in the Groups panel under Online

Search or go to the Tools menu and select Online Search. See Searching Online Databases for more
information.

The Reference Panel (Formerly The Tabs Panel)

The Reference panel includes three options, formerly called "tabs," which open up the following panels:
Summary, Edit, and PDF.

The Summary Panel

The Summary panel contains a Summary subpanel, showing a summary of the reference at top, and a
Preview subpanel at bottom, showing how the selected reference would appear in the style of your choice.
The size of the subpanels can be changed by dragging the line separating them.

The Preview Subpanel

Select the Preview subpanel to view the formatted style of the selected reference.

Note: The Preview subpanel may originally show only the top toolbar, where you can select the style for
the preview. Drag it up to see more of the preview, or click the chevron button (/).

The preview displays the selected reference in your current style. If multiple references are selected, it
displays just the last one in the selection. Fields within the Preview feature are not editable. To edit the
reference, select the Edit panel.
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Choosing the Current Style

The Preview panel uses the current style. To select another style:

= On the Preview toolbar, shown between the Summary and Preview subpanels, use the drop-down
Output Styles menu to select a new style.

= From the Tools menu, select Output Styles, and select a style in the list. The check mark next to a
style name indicates that it is the current style

EndNote provides over 7,000 styles. Although not all styles are installed with a default installation, you can
add more later. Styles installed on your computer are available from the Style Manager. Go to the Tools
menu, select Output Styles, and then select Open Style Manager. Mark the style or styles that you would

like to see in the Output Styles menu. You should now be able to select the style that you need from the
Output Styles menu. For more information, see The Style Manager.

Previewing Multiple References

The Preview panel displays a preview for only one reference at a time, formatted according to the current
style. To preview multiple references:

1. Select (highlight) the references in the Reference List.

2. From the References menu, select Copy Formatted Reference to copy the formatted references to
the Clipboard.

3. Paste the formatted references into a word processor document.

Using the Preview Feature to Display Notes or Abstracts

You may find it useful to configure the Library window so that the reference list displays bibliographic data
(such as author, year, title, and journal) and the Preview subpanel displays notes or abstracts. That would
allow you to browse through the references in the Reference List without having to move through the Edit
panel of individual references to see more about them.

To get the preview to display notes or the abstract, you will need to create a custom style to include just
those fields.

You can use the Show All Fields style to display all reference fields in the Preview subpanel.

The Edit Panel

Select Edit from the Reference panel to edit the contents of the selected reference.

Enter text in a field by clicking on the field. All edit commands are available via the menus including context-
sensitive menus. Control+click in the reference to display common options such as Cut, Copy, and Paste.

Open the context-sensitive menu to view the following options.

= Revert Reference
= Cut
= Copy

= Paste
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= Paste with Text Styles

= SelectAll

= Open Term Lists

= Show Spelling and Grammar
= OpenURL Link

= URL

Navigation Keys

= The Tab key allows you to move to the next field in the Edit panel in order to edit the contents of a
field.

= The Shift+Tab keys allow you to move to the previous field within the Edit panel.

The PDF Panel

Select PDF to view and annotate attached PDF files.

EndNote allows you to open, preview, and annotate PDF files within the PDF panel. Select a reference from
the reference library, and then select the PDF panel to view a PDF file.

If no PDF files are attached to the reference, EndNote displays a "No PDFs attached to this reference"
message in the PDF panel. In this instance, you can begin attaching PDFs to the reference by clicking the
Attach PDF button, and then selecting the file to attach from the dialog.

Note: Although the button to attach files is called Attach PDF, many file types can be attached to an
EndNote record. If attaching another type of file, the file can be opened in its default application from the
Edit panel.

The PDF Panel

EndNote allows you to view and annotate PDF files within the PDF panel. Select a reference with attached
PDFs, then select PDF in the Reference panel to view a PDF file. If there are multiple PDFs attached to a
reference, you can select a PDF from the drop-down list of attached PDFs.

If you want to open the PDF in a larger window, in the PDF panel click Open this PDF in a separate window
(|'_./') to open the PDF in the PDF Viewer, a window you can resize..

Note: The PDF panel is within the Reference panel, the PDF Viewer is a separate window that can be
resized or shown full screen.

To open a PDF file attached to a reference in an application other than EndNote, select Edit in the
Reference panel, navigate to the File Attachments field, and select the option to Open with... from the drop-
down list.

If there are no PDFs attached to a reference, you will see an Attach PDF button in the PDF panel.
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Note: Although the button to attach files is called Attach PDF, many file types can be attached to an
EndNote record. If attaching another type of file, the file can be opened in its default application from the
Reference Edit panel.

Attaching PDF Files

You can attach PDF files and view them in the PDF panel in various ways.
= Click the Attach File button near the File Attachments field in the Edit panel.
= Click the Attach File button at the top of the Summary panel.

= If the reference has no attached PDFs, click the Attach PDF button in the PDF panel to open a
Select File dialog.

= If the reference has attached PDFs, select Attach PDF... from the drop-down list in the PDF panel.

pone.0065794.pdf v
Attach PDF...
pone.0065794.pdf

= Select a reference in the References List, select References > File Attachments > Attach File to
open a select file dialog.

Click the Save PDF icon in the Edit panel to save your work. You can also navigate to another reference and
EndNote will prompt you to save your work.

Using the PDF Toolbar(s)

A toolbar appears within the PDF panel that displays the following options.

A E Avrage 1 jav  — % + OC DesSl

Move your cursor over an icon on the toolbar to see Alt text to explain its function.

If you open a PDF document in the PDF Viewer, you will see the following toolbar. You can move to the next
or previous page, zoom and select text, and use various tools such as Search to work within the PDF
document.

A E Avrage 1 j14av — 0% + OC O = &3

Click the Markup/annotation button (D) to open the Markup/annotation toolbar, with commands for editing
the PDF. Use this toolbar to add annotations, highlight text, underline text, or strikeout text.

a U TF Elv X
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Using the Search Feature

Select the magnifying glass icon to open the Search feature. This feature allows you to search for words
and phrases within a PDF document. Enter your terms in the text box and press Return. Use the Next and
Previous buttons to find the next/previous instance of a search term.

The Search feature only searches within the currently open PDF. You cannot use this feature to search the
reference fields in the Reference Edit panel or to search other PDF files that are attached to the current
reference.

The Search feature highlights and returns matches that contain the search query followed by any other
characters. For example, searching for "reduc" will find "reduce," "reduced," or "reducing."

Using the Markup/Annotation Toolbar

Using the Markup/annotation toolbar, you can add annotations (sticky notes), highlight selected text,
underline selected text, or strikeout selected text within a PDF. Hover over the buttons to identify the
commands available.

Add a Comment (a sticky note): Select the Add a sticky note button, click in the location in the PDF where
you want to add a comment. A small comment icon will appear in the PDF. Double-click on the icon to open
the Comment window, type in your text, then click the Close button to close the comment. It will again
appear as a small icon until you double-click it to see the comment.

Notes: You cannot move sticky notes in a PDF. Sticky note comments are searchable using the "Any
Field + PDF with Notes" or "PDF Notes" options in the Advanced Search panel, or when using the Simple
Search panel.

To Highlight, Underline, or Strikeout Text: Select the text you want to annotate in the document, then
select the appropriate command on the Markup/annotation toolbar.

To Use Colors: Use the drop-down colors list to select the color used for annotations.

To Delete an Annotation: Control+click on the annotation to open a contextual menu, and then select the
Delete Annotation option.

To Hide the Annotations: Control+click within the PDF to display a contextual menu. Select the Hide

Notes/Markup option from the menu. To show the annotations again, Control+click within the PDF and
select the Show Notes/Markup option.

Other PDF Toolbar(s) Commands

Rotate PDF: This command will rotate the PDF counter-clockwise or clockwise.

Save changes to this PDF: This will save any annotations you have made to the PDF in a format that can
be read by most PDF applications. This means you can send a copy of the annotated PDF to others and
they should be able to read your annotations.

Print this PDF or pages from this PDF: This command allows to print all of your PDF or just the pages you
choose.

Attach a copy of this PDF to an email: This command will open up your desktop email application and
create a new email with a copy of the PDF attached.
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Note: The Attach a copy of this PDF to an email feature will not work with online email systems, only
desktop applications.

Important Points About Libraries

Listed below are some important points about the EndNote library.

You can create up to 999,995 references in an EndNote library. However, it is recommended that the
number not exceed 50,000 to maintain efficient database performance.

There is no limit to the number of libraries you can create, assuming that you have the disk space to
store them. We recommend that you keep all the references you cite in your papers in one primary
library.

You can select default libraries to open automatically when EndNote is started.
You can open more than one library at a time.

Libraries created with the Windows version of EndNote can be used by the macOS version of
EndNote and vice versa (see Transferring Libraries between Computers or Platforms).

Each library can be independently moved, copied, or deleted using the macOS Finder. Always move,
copy, or delete both the main .enl file and the .Data folder; otherwise, you can lose reference data.

Figures, Groups, and other significant files are stored in a [library name].Data folder which is in the
same folder as your main library file. This folder is an extension of the library, so remember to move,
copy, or delete the associated .Data folder along with the main library file.

Library filenames include the extension .enl. If your library filename does not include the .enl, your
macOS Finder may not be displaying file extensions. You can display or suppress file extensions
with the Finder.

If you wish to rename a library, it is best to save a copy of the library with the new name, then use
the copy you created instead of the original library. When you are sure the new library is working
correctly, you can delete the original library.

The Library window can be resized and the display font size can be changed.

The Reference List displays a multi-column reference list. This list can be customized to meet your
needs.

The record number displayed in an EndNote record is not a permanent number. It will change if the
record is copied between libraries, cut and pasted within the same library, or synchronized using
EndNote online.

Note: Changes made to the library you are syncing with EndNote online can have consequences for your
online library and any other EndNote libraries that are syncing to that online library. Do not move or
rename libraries used with Sync. When syncing a library on a new computer, it is best to use an empty
library to avoid creating duplicates of your references.

You can change the order of the fields, add fields, remove fields, or change the name of a field in the column
headings of the Reference List display. See Display Fields Preferences for more information.
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The Sync Feature

Your purchase of EndNote desktop entitles you to a two-year free subscription to EndNote online—our Web-
based version of EndNote.

The Sync feature allows you to synchronize the references (including file and figure attachments) in one
EndNote desktop library with the references in your EndNote online library. You must register and have an
active EndNote account to initiate the Sync process.

The Sync feature provides an online backup of all your references and attachments for your current library,
as well as providing access to your references from anywhere through EndNote online.

I Already Have an EndNote Online Account

1. Click Sync Configuration in the Groups panel to go to a Sync Configuration dialog.Click the Sync
Now button to go to an EndNote Login dialog.

2. Enter your EndNote account email address.
3. Enter your EndNote account password.
4. Click OK.

5. Read the terms and conditions, then click Agree to accept the terms and conditions, and to link your
account to your new copy of EndNote.

6. Click Sync to begin synchronizing your EndNote online library with your EndNote library.
Since you already have an EndNote account, EndNote populates the fields on the Sync Preferences page

with the e-mail address and password that you entered on the EndNote online login dialog. You can change
the data in these fields if you ever change your email address or password.

Note: The Sync library that you defined in Sync Preferences must be open and currently active to perform
the Sync process.

I Do Not Have an EndNote Online Account

Since you do not have an EndNote account, you must create one. Registration is fast and easy and
activates your two-year EndNote account enhancement when completed.

1. Click Sync Configuration in the Groups panel to go to a Sync Configuration dialog.
2. Click the Sync Now button to go to an EndNote Login dialog.
3. Click the Sign Up button to go to an EndNote Registration dialog.

4. Enter your email address in the EndNote Registration dialog. Retype your email address, and then
click the Submit button.

5. Enter your name and a secure password, read the EndNote End User License Agreement, then click
the Agree button if you wish to create your account.
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6. Click the Sync button to begin synchronizing your EndNote online library with your EndNote library.

7. Before synchronizing for the first time, you will be prompted to create a compressed library backup.
Click the Yes button to create the backup.

8. Choose the location for your backup, then click the Save button.
EndNote will save the backup and begin synchronizing your library references.
Once you create your EndNote account, EndNote populates the fields on the Sync Preferences page with

the email address and password that you entered during registration. Later you can change the data in
these fields if you ever change your email address or password.

Note: Although it is possible to synchronize your library without creating a compressed library backup
during your first synchronization, we suggest creating the backup. You can also create a compressed
backup of your library at any time. See Saving a Compressed Copy of a Library for more information.

Library Management

Back Up Your Libraries

Your EndNote library becomes increasingly valuable to you as you add references to it. Consequently, it is
imperative that you back up your libraries, along with any other important documents. Each library is made
up of a file with the extension .enl plus a corresponding .Data folder. Always back up both the .enl file and
the .Data folder.

Use the Save a Copy command or one of the Compressed Library commands to save a copy of your library
to a removable disk (or elsewhere) for safekeeping. See Backing Up Your EndNote Files for more

information about making backup copies of your files. See Saving a Compressed Copy of a
Library and Saving a Copy of a Library for ways to back up your library.

Saving a Copy of a Library

EndNote automatically saves changes to your library as you work with it, so there is no Save or Save As
command for the library. You can, however, use the Save a Copy command to create an exact copy of your
library.
To create a copy of your library:

1. With a library open, select Save a Copy from the File menu.

2. Name the new library and choose where to save it.

3. (Optional) You may want to save your library files to a single folder package. See Saving a Packaged
Library for more information.

4. Click Save and EndNote creates a copy of the library.

The new library does not open, it is saved to disk, where you can then open it with EndNote. EndNote
leaves your original library open as it was before the command was chosen.
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Note: The Save a Copy command creates a [library name].enl file as well as a [library name].Data folder
for the new library, and copies all necessary files and figures to it.

Saving a Compressed Copy of a Library

The Sync Feature provides a backup of your current library, but if you have deleted references from your
library and emptied the trash, they will also be deleted from the online copy of the library; if you have deleted
references from the online library and emptied the trash, they will be deleted from the EndNote library at the
next sync. Making a backup of your library at regular intervals ensures you have access to older material, if
you ever need it.

You can save an EndNote library, including the filename.enl file, its associated .Data folder, and all of its
contents, to a single compressed file in order to back up your library or to send a copy to a colleague. Later,
you can restore the compressed library with EndNote.

Note: EndNote libraries larger than 4 gigabytes or 65,535 files cannot be compressed with EndNote’s
Compressed Library command. See Saving a Copy of a Library for information on making backup copies
of larger libraries.

Creating a Compressed Library File
1. Open the library in EndNote.
2. From the File menu, select Compress Library (.enlx) to display a Compress Library dialog.
3. Use the radio buttons to determine these options:
= Specify whether you want to Create a compressed library or to Create & Email the library.
= Specify whether you want to save file attachments with the library or not.

= Specify whether you want to save all references to the compressed library, only selected
references, or only the references in a specific group or group set.

4. Click OKto display a file dialog.

5. Save the compressed library to a folder on your hard drive. You can change the file name but you
cannot use the following characters.

Invalid Characters for Naming
a Compressed Library

\ back slash
/ forward slash

colon

* asterisk

? question mark
" quotation mark
less than
greater than

| vertical bar
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5. If you selected the Create & Email option, EndNote will launch your default email application, create
a new email, and attach the compressed library file to the email. Enter additional information to the
email, such as a recipient, subject, and message. Click the Send button.

Note: The Create & Email option will only work with desktop email applications. It will not work
with online email sites. Emails attachment sizes may also be restricted by your email provider.

Restoring a Compressed Library File

Use EndNote to open the filename.enlx file, which will extract the .enl file and the .Data folder to the same
folder where the .enlx file is located.

After restoring the compressed library, use EndNote to open the filename.enl file as you normally would to
use the library.

Note: Be careful not to open the compressed library in the same location as an original library of the same
name. This would overwrite the original library's .enl file and .Data folder when the compressed library is
uncompressed.

Saving a Packaged Library

Each EndNote library is made up of a filename.enl file and an associated .Data folder. If you want to back
up, move, or share a library, you must remember both files. To make this easy, the macOS allows packaging
the files in a folder that looks like a single file. You can open the package as you would any EndNote library,
and you never have to worry about forgetting the .Data folder when you move the library to another location.

If you share a packaged EndNote library with an EndNote for Windows user, the Windows user sees the
package as an ordinary folder that contains the filename.enl file and filename.Data folder.

To create an EndNote Library Package:

1. From the File menu, select either New to create a new library or Save a Copy to create a copy of the
currently open library.

2. Name the file and choose where to save it.
3. Select the Save as Package option.
4. Click Save and EndNote creates a packaged version of the library.

The package appears on disk as a single file with the extension .enlp, and is really a special folder that
contains your EndNote library plus its associated .Data folder.

Note: Please do not copy, move, or rename your EndNote library files after they are synchronized, as this
will break the link to the Sync target library.

The Library Summary

To see a summary of statistics about the currently open library, go to the Library menu and select Library
Summary.
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If you wish to save and print this information, use the Copy text to clipboard button and then paste the text
into a word processor document.

For a list of statistics about a specific reference, see Reference Summary.

Setting a Favorite Library

EndNote allows you to specify the libraries that you want to open automatically when EndNote starts up. We
call these the "favorite" libraries.

You do not need to select a favorite library. By default, EndNote will open the last used library.
To assign or change the favorite library:

1. Open the library (or libraries) that you would like to set as your favorite(s). You must have a library
open in order to set it as your favorite library.

2. From the EndNote menu, select Preferences, and then select Libraries.
3. Inthe drop-down list at the top of the window, select Open the specified libraries.

4. Click Add Open Libraries and all of the currently open libraries will be added to the list of favorite
libraries that should open every time EndNote starts.

5. Click Save to save your changes, and then close the Preferences window by clicking in Close button
in the top left corner.

To remove a library from the list of favorite libraries:
1. From the EndNote menu, select Preferences and select Libraries from the list of options.

2. Select the library that you would like to remove from the list of favorite libraries and click Remove
Library. (This will only remove the library from your favorites list, it will not delete the library.)

3. Click Save to save your changes, and then close the Preferences window by clicking in Close button
in the top left corner.

Opening a Library

To open a library when the EndNote program is already running, select Open from the File menu and select
Open Library. If you have previously opened a library, you can use the Open Recent list to open a recently
opened library and skip the dialog below.

When you select the Open Library command, EndNote displays a file dialog.

By default, this dialog displays all files with an extension .enl, .enlx, .enlp, or .lib. (.lib was the extension for
very early versions of EndNote.) If your library name has a different extension, you should change the Files
of Type option to All files (*.*). If your library is listed in the dialog, select it and click Open. If your library is
not listed there, then it is probably saved in a different place on your hard drive or removable disk.

To locate a library not on the list, use your operating system's search feature to look for files ending

in .enl, .enlp, or .enlx. Note the location of the file, then use the File > Open Library command in EndNote to
locate and open the file.
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When you open a compressed library (with the extension .enlx), EndNote uncompresses the files and opens
the uncompressed version (with the extension .enl). After uncompressing a library, you should open the .enl
file, not the .enlx file.

Closing a Library

To close a library, do one of the following:
= From the File menu, select Close Library.
= Type 3#&+W when the Library window is active.
= Click the Close button in the top left corner of the Library window.

= Hold down the Option key when clicking the red close button of a library to close all open Library
windows..

EndNote saves changes to references in your library as you work. As a result, closing the library does not
invoke the familiar "Save changes?" question unless changes to a reference you were working in have
not been saved. EndNote will ask if you want to save changes to the open reference, but not changes to the
library as a whole.

Closing a library does not quit the EndNote program. If you want to quit from EndNote, select Quit

EndNote from the EndNote menu or type #8+Q. Quit from the EndNote menu and any open libraries are
saved and closed automatically.

Deleting a Library

You can delete an EndNote library in one of two ways.

One option is to exit EndNote and delete the library file and its associated .Data folder by dragging the icons
to the Trash.

The other option is to delete a library from within EndNote.
1. Close the library, but keep EndNote open.
2. From the File menu, select Open and then Open Library.

3. In the file dialog, select the libraryname.enl file, Control+click and select Move to Trash from the
menu.

4. Next, highlight the libraryname.Data folder, Control+click and select Move to Trash from the menu.

5. Click Cancel to close the file dialog.

Moving a Library

Each EndNote library can be independently moved using the Finder. When moving a library, we recommend
that you move both the main .enl file and the .Data folder.
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If you move an .enl file without moving the corresponding .Data folder, EndNote will try to recreate the .Data
folder to accompany the .enl file the next time you try to open the .enl file. However, you may lose data,
including PDF file attachments, term lists, and even reference information.

EndNote will display an Alert when you try to open the .enl file without the corresponding .Data folder that
includes the text below:

You are attempting to open an EndNote Library without its associated .Data Folder. This is not
recommended because it may result in the loss of data including, but not limited to: reference information,
file attachments, and term lists.

In order to prevent the loss of data you should locate the original .Data folder and copy it to the same
location as the EndNote library you are attempting to open. The .Data folder was created in the same
directory in which the EndNote library was originally created.

We recommend that you click Cancel and go find and move your original .Data folder before attempting to
open a moved library.

Note: Please do not move or rename your EndNote library files after they are synchronized, as this will
break the link to the Sync target library.

See also Important Points About Libraries

Recovering a Damaged Library

If an EndNote library gets damaged, you may get an error message when trying to open it or work with the
references. The best way to protect yourself from damaged files is to make regular backup copies of your
important files and documents (see Backing Up Your EndNote Files). If you do not have a backup copy of a
damaged EndNote library, you can use the Recover Library command to repair the damaged file.

Note: If you have synced the damaged library, we suggest contacting EndNote support for information on
recovering a synced library safely.

To repair a damaged EndNote library:
1. Close the library if it is currently open.

2. From the Library menu, select Recover Library. Read the information about the Recover Library
command, and click OK.

3. Inthe dialog that appears, locate and select the library that needs to be repaired, and click Open.
EndNote creates a copy of the library with the suffix "-Saved" added to the name. For example, if you were
repairing a library called "References" the original library would remain untouched and a new, repaired

library called "References-Saved" would be created in the same location.

Once the new library has been saved, you should be able to open it and use it in place of the damaged
library.
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Differences Between Saved Libraries and the Original

The purpose of the Recover Library command is to recover as many references from the original library as
possible. This means that it may also recover references that had previously been deleted from the library,
but not yet emptied from the Trash. If there are more references recovered in the saved library than existed
at the time the original library was damaged, it means that EndNote was able to reconstruct references that
had recently been deleted. These references must be deleted again.

Term lists are not recovered with the library. Consequently, you will need to rebuild each term list by
selecting Define Term Lists from the Library menu, highlighting the list, and then clicking Update List to fill

the term list with the terms used in your library. For the Journals term list, you may find it a better option to
import one of the predefined term lists instead of using the Update List feature.

Find Broken Attachments Links

Broken file attachment links occur when EndNote cannot locate the file in the path specified in the File
Attachment field. In these instances, EndNote cannot display or index the attached file or include the file
when compressing a library.

To find broken file attachments in the currently open library, go to the Library menu and select Find Broken
Attachment Links.

EndNote finds all references with broken file attachment links and displays them in the Library window. In
the Groups panel, EndNote creates a new group called Broken Attachments.

This situation may occur when you:
= Open a library that has one or more broken file and figure links.
= Import a library that has one or more broken file and figure links.
= Open a library without the accompanying .Data folder that contains the PDF files.

= Transfer PDFs and figure files using the Sync function and EndNote finds one or more broken file
and figure links.

Fix or Remove Broken Attachment Links

To fix broken links, delete the link for the broken attachment and reattach the original file.
To remove broken attachment links, select Remove Broken Attachment Links from the Library menu.
Removing broken links using this command cannot be undone, so you may want to create a backup of your

library first. See Saving a Compressed Copy of a Library and Saving a Copy of a Library for methods of
backing up your library.

Sorting the Library

The Sort Library command provides a way to arrange all references showing in the Reference List for
browsing, exporting, printing, or copying.

By default, the references in the list are automatically sorted by the first author’s last name.
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You can change the sort order by selecting Sort Library... from the Library menu or by clicking the column
headings. When you sort a library, the sort order is retained even after you close and reopen a library.

To change the sort order:
1. From the Library menu, select Sort Library...

2. Select one or more field names from the menus. Enter the field names in the order you want the
references sorted. You do not have to use all five options.

3. Click the button to the right of each field to indicate ascending or descending order.
4. Click OK.

The Sort Options dialog is initially set to sort the library by author names, in alphabetical order, and then
references published by the same author are sorted by year (from oldest to newest).

Note: EndNote reads the default language setting from your operating system and uses it as the default
language for character sorting. However, you can override the default language from this dialog.

Special Cases in Sorting

Except for title fields, quotation marks, parentheses, and other punctuation marks are considered during a
sort. In an alphabetic sort, punctuation comes first, then numbers, then letters A-Z.

If the field you selected to sort by is empty in a particular reference, or not included in the selected reference
type, that reference will sort before the other references in ascending order.

Author Names

When you select the Author field for sorting, author names from the first Author field are sorted by last name
first, then first initial. Next, author names from the Secondary Author field are compared for sorting. Then,
author names from the Tertiary Author field are compared for sorting.

If a reference has more than one author in a single field, EndNote includes the additional authors in the sort
(up to 255 characters) before moving on to other fields.

If you select the specific First Author field to sort, only the surname is used for sorting.
If your EndNote library includes author names with connectives such as de, di, van, and von, you may want

EndNote to skip these parts of the name in order to sort the references by the principal element of the
surname. See Sorting Preferences.

Titles

When sorting by title fields, EndNote ignores the words A, An, and The as well as punctuation at the start of
the titles. You may enter additional words that should be ignored for sorting purposes when they appear at
the beginning of a title. To do so, see Sorting Preferences.
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Sorting Diacritical Characters

Characters with diacritics are sorted differently in English, Spanish, Swedish, and other languages. EndNote
reads the default language (or locale) setting from your operating system and uses it as the default
language for sorting. EndNote typically sorts diacritical characters according to the rules of the language
selected for your operating system; however, you can override the default language setting on the Sort
Options dialog.

Creating a New Library

Although you can create as many libraries as you like, we strongly recommend that you keep all of your
references together in one main EndNote library. Having all of the references you need in one place avoids
unnecessary complexity when you are writing papers, creating bibliographies, or moving files between
computers. Instead of making different "specialty" libraries, you will find it more useful to create one library
and use Groups to help you organize and categorize your references. You can also use the Keywords and
Label fields to assign terms to references, and easily assign them to a smart group or find them with
EndNote’s Search and Sort References commands.

To create a library:

1. From the File menu, select New.

2. EndNote presents a dialog prompting you to name and save the new library.

3. By default, EndNote will call the new library "My EndNote Library," but you can change the name.
Enter a name for your new library. Using a unique name for your library will make it easier to identify
if you ever have to work with multiple libraries, or with libraries others have given to you. Do not
include an extension, EndNote will add the ".enl" extension for the main library file and the ".Data"

extension for the linked Data folder automatically.

4. Select the location where you would like to save the library. For simplicity, we suggest that you save
your EndNote libraries in your Documents folder.

5. (Optional) You may want to save your library files to a single folder package. See Saving a Packaged
Library for more information.

6. Click Save and the new library appears as an empty EndNote library.

Note: Do not save EndNote libraries in any cloud-syncing folders or drives. Cloud-syncing programs can
corrupt EndNote libraries over time. The only suggested method for syncing EndNote libraries is through
EndNote online.

Now that you have created a new library, you can begin entering references into it. The following topics
illustrate the different ways to add references to an EndNote library:

= Creating a New Reference discusses how to enter individual references manually.

= How to Search an Online Database describes how to connect directly to online databases and
retrieve references from them.

= Importing Reference Data into EndNote shows you how to import references that you have
previously downloaded from online bibliographic databases.

Page 25 of 553



Clarivate EndNote 20 User Help Guide

If you have just created the library that will be the main library you use, you can set it to open automatically
every time you start EndNote by setting it to be your "favorite library" (see Setting a Favorite Library).

Merging Libraries

There are two ways to merge complete libraries: Merging Libraries through Sync or Importing EndNote
Libraries to import one library into another. (For information on copying selected references from one library
to another, see Copying and Pasting Complete References.)

Any time you add references to a library, the newly added references are assigned new record numbers in
the order that they are added to the library. This means that a reference that was #23 in a smaller
library could become #600 in a larger library.

Note: Before merging libraries, we strongly suggest making a backup copy of the library into which you
are transferring references. See Saving a Compressed Copy of a Library for information on creating a
backup.

Merging Libraries through Sync

If you sync a new EndNote library to an EndNote online account that contains references in it, the
references will be merged together into a single library, and the last library you synced to your EndNote
account will become the library you use for syncing from that time on. The advantage of this method of
merging libraries is that all the references, group sets, and groups from both libraries will be included in the
merged library. The disadvantage is that references that exist in both original libraries will be duplicated.

Steps to merge two libraries together using Sync:
1. If you have previously synced a library, close that library in EndNote, then proceed to step 3.

2. If you have not previously synced a library, open the library you do not want to use for your final
synced library in EndNote and follow the instructions in The Sync Feature to sync the library to your
EndNote account. After syncing, close that library.

3. (Optional) To identify which references were in each original library, before syncing you might find it
helpful to create a custom group containing all the references in each library and labeling it with
something like "All from [original library name]." The groups would need to be created before syncing
any libraries, with all the references in a given library added to that group.

4. Open the library you want to merge with the previously synced library. Please note this will be the
library that you will sync in the future.

5. Select Sync Status in the Groups panel. A message will be displayed saying, "You already have a
synced library. If you choose to sync this library, it will be merged with your existing synced library..."

6. Click the Sync Now button. A warning will appear saying, "Warning: You are about to sync or share a
library that is different than the last library you synced. This will merge the libraries. Do you wish to
proceed?" If you wish to merge the libraries, click the Yes button.

7. You will be asked if you want to create a backup of the library. We suggest clicking Yes to create a

backup before syncing. If you chose Yes to make a backup, save the backup and the sync process
will begin; if you chose No, the sync process will begin immediately.
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When the sync has finished, you will see all the references, group sets, and groups that appeared in both
original EndNote libraries. Be sure to use this library in the future for syncing.

Note: If you had previously set another library as a favorite to open when starting EndNote, you may wish
to make your merged library the favorite instead. You can find instructions for this in Choosing a Library to
Open.

Importing EndNote Libraries

The advantage of using the Import command to combine libraries is its ability to filter out duplicate
references during the import operation.

Note: Before merging libraries, it is a good idea to make a backup copy of the library into which you are
transferring references. See Saving a Compressed Copy of a Library for information an making a backup.

To import an EndNote library into an EndNote Library:
1. Open the library into which you want to import the references.
2. From the File menu, select Import.
3. Click the Options button.
4. Select EndNote Library from the Import Options list (see Import Options for more information).
5. Select an option from the Duplicates list.
= Import All: Imports the references, including duplicates.
= Discard Duplicates: Imports the references, except duplicates.

= Import into Duplicates Library: Duplicate references are imported into a library called File-
Dupl.enl where "File" is the name of the library into which your are importing.

By default, a reference is considered a duplicate when the Author, Year, Title and Reference
Type match a reference already in the library. See Duplicates Preferences if you would like to
change the duplicates criteria.

6. Set the Text Translation option to No Translation. Extended characters, saved as Unicode in
EndNote, will transfer correctly.

7. Click Import to import the file.

Note: The time required to import an EndNote library is proportionate to the size of the library.

When the import is complete, the library displays the contents of the Imported References temporary group.
This is the time to add a keyword to each imported reference with the Change Fields command or to peruse
the imported data to make sure it imported as expected. Make sure to check references that contain
extended characters.
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About Shared Libraries

EndNote 20 offers users the option to share your entire sync library with up to 399 other users.

Library sharing provides entire teams with immediate and real-time access to an entire EndNote library,
meaning the same set of references, attachments, notes, and annotations. Changes are sent and received
via sync, so all members of the shared library need to have the desktop activated with sync preferences
completed, and be connected to the internet in order to send and receive changes. Library sharing is
recommended as an alternative to saving a library on a shared drive, or emailing a compressed copy
around to a group of collaborators.

Notes: The EndNote database engine was upgraded in EndNote X9.3. This means EndNote X9.2 or
earlier cannot open libraries created in EndNote X9.3 or later. However, libraries from EndNote X9.3 or
later can be shared through EndNote Sync with users of EndNote X9.2 or earlier without problems.

Libraries are synced approximately every 15 minutes, so members may not all see changes immediately
after they are made.

To begin sharing:
Select Share... from the File menu.

You will be presented with the Share Dialog, where invitations can be sent.

The Share Dialog allows you to do the following:
= Invite people to have access to your Shared Library.
= Check the status of your invitations.
= Resend (remind) prior recipients of invitations.
= Add or change access level for colleagues invited to share your library.

= Remove colleagues from your Shared Library.

Inviting People to your shared library:
1. Open your synced library.
2. Select Share... from the File menu.
3. If you are not logged into EndNote online, you will be prompted to log in.
4. The Share dialog will pop up.

5. Enter the email address (or addresses, separated by commas) of the people that you would like to
invite in the box under Invite more people.

6. For each invitee, use the Permission drop-down to select the desired access level: Read & Write or
Read Only.
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7. If desired, enter an optional message in the Add a message box.
8. Click the Invite button.

Once users have accepted the Shared Library invitation, their activity in that library will be reflected in The
Shared Library Activity Feed.

You can remove or change a person's access to your library by clicking the Settings button (the gear) next
to their name.

Being Invited to a Shared Library

When you are invited to a Shared Library, you will receive an email.

Click on the Accept button, and a browser window should appear.

If you have an EndNote Online account:

Log in using your existing user name and password.

If you do not have an EndNote Online account:

Create your account, using the on-screen instructions.

How to open a library that was shared with you:
1. From the File menu, select Open Shared Library...

2. Click on the desired shared library, based on the sharer's email address.

3. Click the Open button.

Note: Libraries shared with you will always show the email address for the owner's EndNote account as
the name of the library. This library name cannot be changed.

The Shared Library Activity Feed

The Shared Library Activity Feed provides Shared Library members with insight into who is doing what to
the shared library, as well as when new members join.

Each Shared Library comes with an Activity Feed, both the library you are sharing with others, and those
libraries that others have shared with you. This feature has been available since EndNote X8.

The Feed is attached to the associated Shared Library window. You can click on the Activity Feed drop-

down button, to the right of the bell icon in the Sync Status, to display it, scroll through the updates listed
and click outside the feed to dismiss it.
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How is the activity displayed?
Activity is presented in reverse chronological order, and the Feed will update to display all the new activity
that has happened since you last synced changes to the Shared Library. Next to each sync span, you will

see the sync icon with a sync timestamp and below it all the latest activity that was retrieved. The activity is
displayed in this way to update you with all the latest activity since you were last working on the library.

What activity is reflected in the feed?

All Shared Library member activity including:
= Activities: Adding, modifying, moving to or restoring from Trash, deleting (emptying Trash)
= Library objects: references, attachments and figures, Groups and Groups Sets.
= New member joining the library by accepting the invitation

= When a user has performed an action more than 1 time, that activity is consolidated into one line.
Example: adding 145 new references

= Exceptions are Groups (Smart, Combined, Custom) or Group Sets being created. These are listed
out individually so a user can select that activity line and be taken to the Group or Group Set to
display contents.

= The deletion of one or more Groups or Group Sets is consolidated to one line. The user can select
that activity line and see the deleted Group or Group Set names listed out on individual lines.

= What is considered a "modification” of a Smart or Combined Group: 1) New search criteria or group
being added or taken away 2) Group is renamed 3) moved to new Group Set

Which activity lines are active versus inactive?

Iltems listed in the feed are distinguished as active vs. inactive by the font color. Inactive lines, such as a
member joining the Shared Library, are a light shade of gray, indicating to the user that they are unable to
select that line.

Activity lines not in light gray are meant to signify that they will show more information. For example,
selecting a line that says “Bob Smith added 145 references” will display those 145 references that Bob
Smith added in a temporary Activity Feed group. Selecting a line that says “Bob Smith created a new Smart
Group” will cause that Smart Group to be highlighted in the Groups pane and its reference contents to
display in the library view.

What activity is not in the Shared Library Activity Feed?

Members being invited or revoked will not be reflected in the feed, it is only when a user has joined by
accepting the invitation. Also excluded is activity done by the library owner in the EndNote online
environment, though activity done by the owner on an iPad/iPhone will be reflected.
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What happens when I select a line of activity and some content has since
been deleted?

If you select a line of activity to which changes have since been made (e.g. “Bob Smith added 200
references” but more recently, another member of the library, Mike Hammer, deleted 75 of those) you will be
presented with the remaining references. You will be viewing the most up-to-date set of references and
attachments.

Can I undo a line of activity?

No. The Feed is meant to inform and does not offer the ability for users to roll back changes or access an
earlier version of the Shared Library.

Multiple People Opening One Library

It is possible to share a read-only copy of a library on a local area network (LAN) drive. However, keeping a
read-write library on a network drive is strongly discouraged and can lead to library corruption. To avoid
library corruption, keep the master library on the computer of the library administrator and put a read-
only copy of the library on the network drive. If there is more than one administrator, the administrators
should share access to the library through EndNote's Sync's Library Sharing, not by trying to update the
library on a network drive, then the "main" administrator should put the copy on the network drive, to keep
the record numbers consistent (record numbers change with sync). See The EndNote Library is
Corrupted, Record Numbers, and About Shared Libraries.

EndNote does not perform record-locking functions that would allow multiple users to edit one library at the
same time. However, multiple users can access one EndNote library simultaneously as long as the library is
restricted to read-only or locked status. This will allow users to perform searches, copy information to their
documents, and format their papers. Use Finder to change the Properties of your EndNote library; select the
Locked attribute for the .enl file and the .Data folder.

The simplest way to set up an EndNote library for shared network access is to use the network’s system of
file permissions to control the type of access allowed for users and groups. Except for the person who posts
the database, grant all users read-only access.

One person should be assigned the responsibility for maintaining and updating the library on their computer,

not on the network. This user should be granted full access to the file and should periodically post an
updated copy of the library on the network for all other users, with read-only access.

Opening and Converting Old EndNote Libraries

When opening a library from a version of EndNote prior to EndNote X9.3, EndNote will convert the library to
the current format and leave the original library unchanged. EndNote libraries consist of an .enl file and
a .Data folder that must be kept together when sharing libraries.

To open or convert an older EndNote library:

1. Start EndNote.

2. From the File menu, select Open and then Open Library.
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3. On the file dialog, locate and highlight the old library, and then click Open. EndNote will warn you
that the selected library was created with an older version and ask you for permission to convert it.

4. Click Yes to convert the library.

5. EndNote will give the new library a default name of [oldlibraryname]-Converted.enl, but you can
change it. Name the new library and click Save.

The conversion makes a copy of the original library in the latest file format, and leaves the original library
intact.

Transferring Libraries between Computers or
Platforms

Any library created or updated with EndNote X9.3 can be used by EndNote X9.3 or later on Windows or
macOS. No conversion is necessary. Therefore the methods described below can be used for transferring
libraries between computers, no matter the platform.

With EndNote X9.3 the database engine changed. This means EndNote X9.3 or later are able to open and
use libraries from EndNote 20, but EndNote 20 libraries cannot be opened in EndNote X9.2 or earlier.

Transferring a Library through Sync

The easiest way to transfer the contents of a library from one computer to another, whether Windows or
macOS operating system, is to use EndNote Sync. This method will work even if not all of the libraries being
synced are from the same version of EndNote.

1. If you have not yet done so, sync the library on your original computer to EndNote online. You can
find instructions in the section The Sync Feature.

2. On the computer you are transferring your library to, create an empty library and sync it to the same
EndNote account. The empty library will be populated with all the references, group sets, and groups
from the original library (if you use a library with references in it, they will be merged and you may
end up with duplicate references). Attachments that are in the .Data folder of the original library will
also be transferred. These will be attachments created as relative links. See Selecting a Relative
Path or an Absolute Path for File Attachments for more information on relative links.

3. If automatic sync is turned off, be sure to manually sync the library before closing EndNote to update
the online library.

Note: EndNote record numbers are not permanent and may change during sync.

The two copies of the library will continue to synchronize changes made to to the library on either computer.

Transferring a Compressed Library

If you want to copy a library to another computer, or give a copy of it to a colleague, but do not want to
synchronize your references, the safest way to do so is by creating a compressed copy of the library. A
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compressed copy can be transferred through a network, through syncing services such as OneDrive,
iCloud, or Dropbox, or attached to an email (if small enough),

To transfer a compressed library:

1.

Create a compressed copy of the library. See Saving a Compressed Copy of a Library for detailed
instructions. The compressed library will have a .enlx extension.

Copy the compressed library file to the new computer via a thumbdrive, a syncing folder, a network
drive, or email.

On the new computer, place the compressed library in the location you want to permanently store it.
Open the compressed library from EndNote, uncompressing it. See Restoring a Compressed Library

File for instructions. In the future, open the .enl file to open the library. This will be an uncompressed
file.

Note: If using a cloud-syncing service such as OneDrive, iCloud, or Dropbox to transfer the compressed
library, move it out of the syncing folder before opening the library. Uncompressed libraries should not be
used in cloud-syncing folders to avoid data corruption.

Note: EndNote libraries larger than 4 gigabytes or 65,535 files cannot be compressed with EndNote’s
Compressed Library command.

Transferring a Copy Made through the Save a Copy
Command

If your library is too large to compress, you could save an uncompressed copy of the library and transfer it
via a network or thumb drive. See Saving a Copy of a Library for more information.

To transfer an uncompressed copy of a library:

1.

2.

Select Save a Copy from the File menu in EndNote.

Name the file and select the location you want to save the copy, such as an external hard drive or
thumb drive. By default, EndNote will use the original file name and add "Copy" at the end, but you
can change the name.

The recipient of the library can use Finder to copy the library files to their own computer.

Sharing a Library

If you wish to give a colleague access to your EndNote library, with automatic updates, consider sharing
your library with them through EndNote Sync. This would enable both of you to make changes to the library
and have them automatically synchronized between computers, and would eliminate any problems with
incompatibility from using different versions of EndNote. You can find information on this in About Shared
Libraries.
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Working with References

The heart of your EndNote library is your references. EndNote provides many tools for working with
references and their related files.

The Reference Panel

The Reference panel displays the contents of a reference, allows editing of the reference, and viewing and
annotation of PDFs. Each part of the reference is stored in its own field; field names and data can be seen
in the Edit panel. The Reference Type field displays the type of reference that you are viewing, such as
journal article, book, or conference proceeding. Changing the Reference Type field will change the names of
the fields displayed.

The first author’s last name, the year, and the EndNote record number appear at the top of the Reference
panel in the title bar.

Note: Record numbers should not be considered permanent identifiers. The same record may have a
different number if it is copied to another library or synced to another computer.

Reference Panel Options

When you select a reference in the library, by default EndNote displays the Summary panel, showing a
summary of the reference and a preview of the reference. The preview subpanel may only be displayed as a
toolbar at the bottom of the panel, but you can drag it up to see both the summary and preview in the panel.
To edit the reference, select Edit in the Reference panel.

To see PDFs for the reference, select PDF in the Reference panel.

If you change the Reference panel option, your choice will be remembered when you next start EndNote. So

if you select the Edit option in the Reference panel, then close EndNote, the Edit panel will be displayed the
next time you open EndNote.

Reference Panel Controls

= To open a context-sensitive menu, Control+click anywhere in the Reference panel.

= Press Control+Option+A to attach a file to the current reference.

= To open a PDF in the default PDF application on your computer, in the Edit panel click the drop-down
arrow for the PDF, then select the option to Open with... (the name of the application to open the

PDF with will depend on the default PDF application for your computer).

= Click the Attach File button in the Summary panel to attach a file such as a PDF, document, or text
file.
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Reference Commands

Commands affecting an entire reference, or set of references, are available under the References menu.
Most of these commands are also available by Control+clicking on a reference, then selecting the command
from the list.

New Reference

Select References > New Reference to create a new reference. Enter your data, then click the Close button
to save and close the reference. You will be asked if you want to save the changes.

Edit Reference

Select References > Edit Reference to move to the Edit panel for the selected reference.

Copy References To

Select References > Copy References To to copy a set of selected reference(s) to a new library or another
EndNote library on your computer.

Copy Formatted Reference

Select References > Copy Formatted Reference to copy selected reference(s) as they would be formatted
according to the currently selected style. The reference(s) can then be pasted into emails or documents.

Note: The Copy Formatted Reference command pastes the reference(s) as formatted text, not as a Cite
While You Write (CWYW) code, so the pasted references cannot be updated.

E-mail Reference

Select References > E-mail Reference to have EndNote open your default desktop email application and
create a new email with a formatted version of the reference inserted as text, and a subject line based on
the reference. The format used will be the one selected in the Reference Preview subpanel. If there is a
PDF attached to the reference, it will be included as an attachment of the email.

Note: This feature will not work with online email websites or within browsers; it requires a dedicated
desktop application, such as Outlook.

Move References to Trash

Select References > Move References to Trash to have all selected references sent to the EndNote Trash.
They will remain in the Trash until the Trash is emptied. If the library is synced, the contents of the Trash will
be synced along with the rest of the library's contents.
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File Attachments

Select References > File Attachments to attach files to a reference, open an attachment in the default
program for its file type, save a copy of an attachment outside of the EndNote library, convert attachments
with absolute links to relative links, or rename attached PDFs.

Note: Although PDFs tend to be the most common attachments, almost any file type can be attached to
an EndNote record. Attachments with relative links will be stored in the .Data folder and will sync;
attachments with absolute links are not stored in the .Data folder and will not sync. See Selecting a
Relative Path or an Absolute Path for File Attachments for more information.

PDF Viewer

If a PDF is open in a separate PDF Viewer window, the References > PDF Viewer command mirrors some
of the commands available on the PDF Viewer toolbar.

Find Full Text

Select References > Find Full Text to have EndNote attempt to find and download available PDFs matching
the reference(s).

Find Reference Updates

Select a reference, or set of references, in the Reference List, then select References > Find Reference
Updates to look for updated information for the reference(s). EndNote searches for and retrieves available
field updates for the selected reference(s). If a reliable match is found, EndNote displays a Review Available
Updates dialog that shows you the updates that were found. See Find Reference Updates for more
information.

URL

The References > URL command contains two options:

1. It can use OpenURL to find local copies of the reference. If Find Full Text does not find the PDF you
need, try selecting References > URL > OpenURL Link to connect to your library services and find
the PDF.

2. It can open the website of the URL in the URL field or the record.

Figure

Select References > Figure to attach a graphic file to the reference using the Figure field, or to open a
graphic in the Figure field. The Figure field can contain only one file and can be used to insert graphic files
into Word documents using Cite While You Write. If you have previously attached a file to the reference
using the Figure field that you would prefer to move to the File Attachments field, there is also an option to
convert the file to an attachment.
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Web of Science

Select References > Web of Science to quickly access the Web of Science™ source record for the
reference, related records for the reference, or to create a citation report for selected reference(s).

Note: You must have access to the Web of Science to use this feature.

Reference Summary

Select a single reference, then select References > Reference Summary to view a summary of information
about the selected reference. An example of the information included is shown below.

Web of Science Times Cited: 18

Date Added: Thursday, September 17, 2020, 10:08 AM
Last Updated: Thursday, September 17, 2020, 10:08 AM
Fields Used: 17

Custom and Smart Groups: Citation Report Example

Important Points About References

There are various ways to add references to an EndNote library. This topic, and the following topics, discuss
how to type information into EndNote, edit EndNote references, and insert graphics and files.

See How to Search an Online Database for information about connecting to online bibliographic databases
and retrieving references directly into EndNote. Importing Reference Data into EndNote describes how to
import references from a variety of sources using EndNote’s Import command.

Here is an overview of important aspects of EndNote references:

Each EndNote reference stores the information required to cite it in a bibliography. Keywords, notes,
abstracts, URLs, and other information can be stored in a reference as well.

Each reference added to a library is automatically assigned a unique record number for that library. If
a reference is copied to another library, synced to a library on another computer, or even cut-and-
pasted within the same library, the record number will change, so these numbers should not be
considered permanent identifiers. EndNote uses these record numbers to format papers. You cannot
change these record numbers.

You can create up to 999,995 references in an EndNote library. However, we suggest limiting
libraries to about 50,000 references for best performance.

Fifty-eight reference types are already defined (such as Journal Article, Book, Conference
Proceedings, and so on). Three additional Unused reference types are available so you can define
your own. See the List of Reference Types.

The fields (Author, Title, Year, and so on) displayed for each reference type can be modified or
deleted. New fields can also be added, up to a total of 52 fields per reference, including the
reference type name.

The text of the references should remain as Plain Text unless a special font, size, or style of text is
required for a specific term or character.
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= The font size used to display the text in references can be changed using the Display
Font Preferences.

= You can insert one graphic or file into the Figure field of a record, and the figure can be cited in
Microsoft Word. See Figures. However, you can insert up to 45 files into the File Attachments field.
See Linking a File to an EndNote Reference.

= New references are automatically saved when they are closed; however, you may save a reference
while editing the reference using the Save command from the File menu.

Special Fields

There are two special tagging fields which appear in the library display, not in the Reference panel: Mark as
Read/Mark as Unread and Rating. If you choose not to display these fields in the Reference List, you can
still edit them by Control+clicking on a reference, then select them from the list.

Mark as Read/Mark as Unread Button: Use these toggle buttons to apply a Read or Unread status tag to
the current reference. EndNote automatically saves your selection. You can set options for this field in the
preferences.

Rating: Apply a rating to the reference selected in the library list to signify the importance of the current
reference to your research. Apply up to five stars (or none) by clicking a dot in the Rating field in the library
list.

Selecting References

To work with individual references (for example to copy, export, or edit them), first select them in the
Reference List. The simplest way is to click on a reference in the Reference List. That reference is then
highlighted to indicate it is selected.

You can also select a reference by typing the first few letters found in the field by which the library is
currently sorted. For example, if the library is sorted by the author field, type the first few letters of an
author’s last name to select the first reference by that author. If the library is sorted based on title, type the
first few letters of the title of the reference that you want to select. (When typing the letters to match a title,
articles such as "a," "an," and "the" are skipped.)

To select multiple references:

= Hold down the Command(8§) key while clicking on individual references. Press the Command(3) key
and click on a selected reference to deselect that reference and retain the rest of the selection.

= Select a range of references by clicking on the first reference, then press the Shift key and click on
the last reference of the range.

= Choose Select All from the Edit menu to select all of the references showing in the current Reference
List. When all the references are selected, the Select All command changes to Unselect All.

The Reference Summary

To see a list of statistics about a reference, select the reference, then go to the References menu and select
Reference Summary.
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If you wish to save and print this information, use the Copy text to clipboard button and then paste the text
into a word processor document.

For a list of statistics about the library, see The Library Summary.

Saving References

To save a reference that you have just created or to save any changes made to an existing reference:
= Click the Save button.

= Select a different reference. You will be asked if you want to save the changes to the reference you
were working with.

= From the File menu, select Save.
= Use the keyboard shortcut of 3+S.

If you Quit from EndNote while editing a reference, a confirmation window will appear asking if you want to
save the changes to the reference.

Deleting References

To delete references:
1. Select (highlight) those references you want to delete.
2. Do one of these, which moves the selected references to the Trash group:
= Drag the selected references and drop them on the Trash group.
= From the References menu, select Move References to Trash.
= Press the Delete key on your keyboard.

When you are absolutely certain that you want to delete the references in the Trash, Control+click on the
Trash group and select Empty Trash.

You must confirm that you want to remove the references from the library.

If you want to permanently delete only some of the references in the Trash, select those references in the
Trash, then select Delete Trash References from the References menu.

Note: You cannot undo the Empty Trash or Delete Trash References commands, so be sure you want to
delete the reference(s) in the Trash before dismissing the EndNote warning.

Page 39 of 553



Clarivate EndNote 20 User Help Guide

About the Trash Group

The Trash group contains references you have removed from the library by using any of the methods
mentioned above. While the references are officially no longer in your library (they will not appear in any
other group or reference list, they are not included in your reference count, and they cannot be searched or
cited), they are not completely deleted until you empty them from Trash.

Until you select Empty Trash, you can still drag references from the Trash group back to the All References
group of your active library. You can also highlight a reference in the Trash group, Control+click the
reference, and select Restore to Library. However, references restored to the Library will not be restored to
any custom groups they belonged to, you will need to restore the custom group associations manually.

Note: When you delete a reference, you delete its record number in that library forever. Even if you paste
the reference back into the same library, it is assigned a new, unique record number. This may cause
incompatibilities with older papers that have unformatted citations that use old record numbers. We
strongly recommend that you do not delete references that have been used in papers that you might want
to reformat later, and keep backups of your libraries!

Find Reference Updates

Select and update individual or multiple references using the Find Reference Updates feature by retrieving
information from source databases outside EndNote such as Web of Science™ Core Collection and
PubMed.

The Find Reference Updates feature is available from the References menu.

When you select this feature, EndNote searches for and retrieves available field updates for the selected
reference.

EndNote uses the following process when searching for field updates.
1. EndNote first looks for the DOI (Digital Object Identifier) that matches the DOI of the selected record.
If a reliable match is found, EndNote displays the Review Reference Updates dialog and displays the
field updates.
2. If EndNote cannot find a matching DOI number, it looks for the author name, year of publication, and
journal title that matches the selected record. If a reliable match is found, EndNote displays the
Review Reference Updates dialog and displays the field updates.

3. If no match is found, then a message that all references are up to date is displayed.

Note: The Find Reference Updates feature is designed for journal articles. It will probably not work for
other reference types, even if they are available in PubMed or Web of Science ™.

To update a reference:
1. Select one or more references from the Reference List.

2. From the References menu, select Find Reference Updates.
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3. All updates are highlighted in blue in both the Available Updates and the My Reference panels. An
update exists for a field in the My Reference panel when the field is empty or differs from the
information in the same field in the Available Updates panel. For each update that EndNote finds for
a record, you can:

= Click the Update All Fields button to update all the fields in the My References panel with
updated information from the Available Updates panel. EndNote will ask if you want to apply
this choice to all references to be updated. If you click Yes, you will not be given a choice of
how to update the rest of the references to be updated.

= Click the Update Empty Fields button to update every empty field in the My Reference panel
with the new information from the Available Updates panel. EndNote will ask if you want to
apply this choice to all references to be updated. If you click Yes, you will not be given a
choice of how to update the rest of the references to be updated.

= Edit the reference manually by selecting the Edit Reference option, making your changes,
then clicking the Save and Continue button to save your changes and continue to the next
record.

Note: If you have selected more than one reference, click the Skip button to skip a particular
reference that you do not wish to update.

All fields in the My Reference panel will display, even if they are empty.

Editing a Reference in Find Reference Updates

After selecting the Edit Reference option, you can copy any of the information from a retrieved field and
paste the information into the same field in the My Reference panel. You can also edit any of the fields in the
My Reference panel. The following edit options are available: Cut, Copy, Paste, Paste with Text Styles, and
Select All.

You cannot edit any of the retrieved fields from the Available Updates panel.

Creating a New Reference

To add a new reference to an open library:
From the References menu, select New Reference (88+N). This opens an empty Reference window:
Select a reference type from the Reference Type field at the top of the window.

Enter bibliographic data into each of the fields in the reference. For guidance, see Entering References.
When you are finished, Close the reference to save it and add it to the library.

After a new reference has been saved, you can edit it in the Reference Edit panel.

Entering References

Bibliographic information (as well as keywords, notes, and other relevant information) is entered into
separate fields in each EndNote reference. By storing the pieces of bibliographic data in different fields,

Page 41 of 553



Clarivate EndNote 20 User Help Guide

EndNote can later rearrange the elements to conform to various bibliographic formats (such as APA or
MLA).

Special bibliographic formatting and punctuation should not be included when you enter reference data into
EndNote. For example, you do not need to put quotes around titles, italicize journal names, or include the
abbreviation "Vol." along with volume numbers. Enter only the raw data, and leave the formatting to
EndNote.

Note: There are a few exceptions to this punctuation rule, notably in the Author, Editor, and Edition fields.
See the detailed topics on those fields for more information.

Keyboard commands are available for many functions, reducing the need to use the mouse. See Keyboard
Commands.

The Reference Type selected for a reference determines which fields will be available. The Generic
Reference Type is the one all others are based on, so it is the only Reference Type where all fields will be
available. It is possible to customize Reference Types if you need a field that is not available in the default
set. See Customizing Reference Types for more information.

Note: Selecting a font from the Edit > Font menu should not be used for changing the display. Overriding
the plain font will affect your bibliographies.

For details about entering data into specific fields, see these topics:

= Field Size Restrictions

= Changing the Default Reference Type
= Using Term Lists with Data Entry
= Author and Editor Names

= The Year Field

= Title Fields

= Journal Name Fields

= The Pages Field

= The Edition Field

= The Date Field

= Auto Date Stamps

= The Short Title Field

= The Original Publication Field

= The Reprint Edition Field

= The Reviewed Item Field

= The ISBN/ISSN Field

= The DOI Field

= The Call Number Field

= The Accession Number Field

= The Label Field
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* The Keywords Field

= The Abstract, Notes, and Research Notes Fields
= The URL Field

= The File Attachments Field

= The Figure and Caption Fields

Field Size Restrictions

The Figure field can contain a single graphic.

All other fields can contain up to 64 KB or approximately 16 pages of plain text. The exact number of pages
will depend on the font size.

Choosing a Reference Type

When you create a new reference, that reference is assigned the default reference type. If you want to add
a different type of reference, click the List of Reference Types at the top of the Edit panel, and select the
reference type that you need.

Normally, you should select the reference type before entering information in the reference because the
fields available will vary by reference type. However, you can change the reference type at any time, and the
information you have entered is retained and transferred to the corresponding fields for the new reference

type.
In addition to determining how the reference is formatted in the bibliography, the reference type determines

which fields appear in the Reference window. For example, a Journal Article reference would have fields for
Journal, Volume, and Issue, whereas a Book would have fields for Editor and Publisher.

Customizing Fields and Reference Types

Fields can be removed, added, or renamed. You can also rename reference types. See Customizing
Reference Types for more information.

Tips for Choosing the Right Reference Type

Use Book for books written by one or more authors, and use Edited Book for books edited by one or more
editors (whether they are books in a series or not).

Use Book Section for references to parts of edited or nonedited books (a chapter, for example).

The Conference Paper reference type is best used for unpublished papers. Articles that are published as
part of the comprehensive conference proceedings should be entered as Conference Proceedings
references.

Use the Electronic Article, Electronic Book, or Web Page reference type for citing material from a Web page
or FTP site. If you are citing a journal article that appears both online and in print, most style guides prefer
that you use the print information and cite it as a regular journal article. Email discussions should be cited as
Personal Communications, just like any other correspondence.
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Use the Chart or Table reference type if you want to include an image and later insert that image as a table
in Microsoft Word. Images in all other reference types will insert into Word as figures, which are listed and
numbered separately from tables.

Changing the Default Reference Type

By default, new references appear as Journal Article references. You may change this by selecting the
Default Reference Type option in the Preferences panel.

1. From the EndNote menu, select Preferences.
2. Click the Reference Types option in the list.

3. At the top of that Reference Types preferences panel, select the Default Reference Type list, and
then select the reference type that new references should use.

See Reference Types Preferences for more information.

Using Term Lists with Data Entry

EndNote uses term lists for the Author and Editor names, Journals, and Keywords. Term lists can also be
created for other fields. These lists are updated automatically as you enter or import new terms into these
fields. The benefit of this is that the term lists also help with data entry. If you begin to enter a name, journal
or keyword that you have used before in that library, EndNote will complete the term for you to speed up
data entry.

To accept a term that EndNote has suggested, press Return, Tab, or click in the next field. Terms that are
new (that is, those that do not already appear in the corresponding Author, Journals, or Keyword term list)
appear in red text.

A more complete discussion of EndNote’s term lists is provided in Introduction to Term Lists.

Note: Both the "Auto-Update" and "Auto-Complete" term list features described here may be turned off
using the Term Lists Preferences settings in the EndNote preferences.

Author and Editor Names

The following information about Author and Editor fields applies to the following "Generic" field names:
Author, Secondary Author, Tertiary Author, and Subsidiary Author.

Always enter author and editor names with one name per line. If an author’s name is too long to fit on a
single line, let it wrap to the next line as you type it.

Author names can be entered either with the last name followed by a comma and the first name or the first
name followed by the last name. Both are correct. However, if you have the "Suggest Terms as You Type"
feature of the term lists turned on, EndNote suggests author names based on names entered with the last
name first.

EndNote can abbreviate first and middle names, so for maximum flexibility enter whole names whenever

possible. If you are entering initials instead of full names, be sure to type a period, a space, or a period and
a space between initials; otherwise EndNote interprets the initials as a single name. For example, entering
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"JO Fisher" or "Fisher, JO" would result in "JO" being perceived as the single name "Jo" and formatted as
"J." in the APA style instead of "J. O." However, using any of the data entry formats below would result in the
name being formatted according to the APA requirements.

= James Oscar Fisher

= James O. Fisher

= Fisher, James Oscar

= Fisher, James O.

= Fisher, J. O.

= Fisher, J.O.

= Fisher,J O

= J. O. Fisher

= J.O. Fisher

= J O Fisher

Note: EndNote will not perceive an author's name entered as a full name to be the same author as a
name entered with initials. EndNote's author term list is not designed to work with full and abbreviated
versions of a name. This means that to meet requirements for styles which require special formatting
when there are multiple works by the same author, such as a solid line instead of repeating the author's
name in the reference list, it is important to enter the author's name the same way in all records.

See Additional Style Formatting Options for information about how EndNote can use style settings to format
author names in bibliographies. For more information about term lists, see Introduction to Term Lists.

Using "et al." or Similar Abbreviations
Enter all author names for a particular reference. EndNote will truncate the list of authors with "et al." or "and

others" as required by the bibliographic style. If you do not know all of the authors’ names, then the last
author should be "et al." or "and others" followed by a comma.

Anonymous Works

If a reference has no author, leave the Author field blank. Do not enter "Anonymous." The style that you use
to format the bibliography determines how anonymous references are treated.

Note that if a work is published with "Anonymous" printed on the title page, most style guides request that
"Anonymous" be entered as though it were the author name.

Corporate Authors
When entering corporate authors, put a comma after the name:
U.S. Department of Agriculture,
Apple Computer Inc.,

This ensures that the entire name is treated as a last name, so no name manipulation will be applied.
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If a corporate author name includes a comma in the name itself, use two commas in place of the first
comma:

Apple Computer,, Inc.
EndNote treats this as a last name, followed by a blank first name, and then a suffix. As a result, everything
after the (blank) first name is appended, with the second comma treated as text instead of the identifier

between the first and last name. The formatted result of the corporate name above would be "Apple
Computer, Inc."

Complex Author Names

For multiple-word last names, like Charles de Gaulle, enter the name with the last name first, such as:
de Gaulle, Charles
Entering a name this way ensures that both words "de" and "Gaulle" will format as the last name.

Enter authors with titles, such as "Jr." or "llI" as Last, First, Title. For example, "Alfred Smith, Jr." must be
entered as:

Smith, Alfred, Jr.
The text after the second comma will print exactly as entered and the second comma will always be

included as part of the suffix. For the example above, the name would show as "Alfred Smith, Jr." but could
not be formatted as "Alfred Smith Jr."

Note: See the Sorting Preferences section of the EndNote preferences if you do not want EndNote to
include prepositions (such as de, van, von, and so on) when it alphabetizes references in a bibliography.

The Year Field

Normally, you should enter the four numbers of the year of publication, as in 2013. When appropriate, you
may enter "in press," or "in preparation," or some other notation.

Note: When you transfer references from an outside source into EndNote, only valid dates are parsed
and transferred. Text such as "submitted" or "in print" is ignored, and year ranges such as 2010-11 may
not import as expected. However, you can manually type this information into the reference. Also, only
one item can be imported into the year field, so if year information appears more than once in import data,
only the first item will be imported into the Year field.

Title Fields

The following information about Title fields applies to the "Generic" fields Title, Secondary Title, Tertiary Title,
and Alternate Title.

Enter titles without a period or any other punctuation at the end. Do not press the Return key while typing
titles into EndNote; allow long titles to just wrap to the next line. Although the EndNote styles can change
the capitalization of titles, it is best to capitalize the title in the same way you would like it to be capitalized in
your bibliographies.
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Journal Name Fields

The Journal field is automatically set up to work with the Journals term list. This means that the Journals list
is updated as you add new journal names to your references, and EndNote will use this list to facilitate data
entry by suggesting journal names as you enter them into the Journal field.

The Journal fields (in the Journal Article reference type) can be used with the Journals term list to allow for
multiple formats of a journal name to be used in your bibliographies, depending on the format required (see
Creating Bibliographies with Journal Abbreviations). When the different forms of the journal name are
entered into the Journals term list, all it takes to change the format of your journal names in a bibliography is
one change in the style used (see Journal Names). All of the appropriate substitutions are made when the
bibliography is created.

EndNote includes several predefined journal lists in the Terms folder. If you would like to use these lists, you
should import them into your Journals list as described in Loading Supplied Journal Abbreviations.

The Journal Field

When using a Journals term list, new contents in the Journal field will be interpreted as a full journal name
and added to the list as such. If an entry shows up in red, the name has not been used in the Journals term
list before.

The Alternate Journal Field

When using a Journals term list, new contents in the Alternate Journal field will be interpreted as the journal
abbreviation and added to the list as such.

The Journals Terms List

If EndNote has a predefined journals term list for your area of study, importing it when you create your
library will eliminate many problems.

Some databases export the full journal name, some export the abbreviation, and some export both. If the
term list is automatically updated from references where the names are not consistent in the Journal and
Alternate Journal fields, EndNote will be unable to create a bibliography where the journal name formats are
consistent. EndNote will not add a new name if that name already exists anywhere in the term list, so having
an abbreviation in the Journal field or the full name in the Alternate Journal field is not a problem when an
"official" version of the name already exists in the term list—because you imported the list before adding
references!

The Pages Field

Page ranges can be entered as complete (1442-1449) or abbreviated (1442-9) ranges. The style used to
create the bibliography will change the page numbers to match the style requirements, either full number
ranges, abbreviated page ranges, just the first page (see Page Numbers).

Do not use commas in the Pages field for page numbers in the thousands. EndNote will add them, if
needed.

This field is one of three than can be used in EndNote temporary citations in place of the EndNote record

number. The other two fields are Accession Number and Label. You can find more information on this
in Temporary Citations Preferences.
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The Edition Field

The text of the Edition field is not modified by EndNote for your bibliographies, so be sure to enter it exactly
as you want it to appear. For example, "1st," "2nd," and so on for this field if that is what you need in your
bibliography.

The Date Field

In the Date field of your references, enter dates as you would like them to appear in your formatted list or
bibliography; EndNote does not reformat dates. The output style determines which date field prints in your
bibliographic references.

Note: When you transfer references from an outside source into EndNote, only valid dates are parsed
and transferred. Text such as "submitted" or "in print" is ignored. However, you can manually type this
information into the reference.

Auto Date Stamps

Two Auto Date Stamp fields are tracked in EndNote and can be added to the Reference List panel display.

The Added to Library and Last Updated date fields are inserted when you save a new reference. The Last
Updated date is reset each time you save changes to a reference. The date format of the Auto Date Stamp
fields matches your default operating system settings (for example, 4/16/2020).

To add the two Auto Date Stamp fields to the Reference List panel, select EndNote > Preferences > Display
Fields. From the Field column, select the Added to Library and/or Last Updated fields. EndNote populates
the Heading column with your selection.

You cannot edit, print, or export either of the Auto Date Stamp fields. You can, however, display and sort
these fields from the Reference List panel just as you can any other EndNote field.

Note: For references entered with EndNote version X1 or earlier, the Added to Library field is left blank
and the Last Updated field displays the date of conversion to EndNote.

The Short Title Field

Use the Short Title field to enter abbreviated versions of the regular title which should be used as part of an
in-text citation or a footnote citation. This is a common request for many of the humanities styles, which use
a shortened form of the title in the citation to help identify which reference is being cited. For example, MLA
typically lists just the author name and the specifically cited pages in the in-text citation:

(Perin 141)
But if there are multiple works by that author, MLA requires that the title or a shortened form of it be added to
the citation. If the full title of the reference is fairly long, such as Burning the Midnight Oil: Tales from Working
the Night Shift, you should enter an easily recognizable form of the title that starts with the first word on
which the normal title would be sorted. For example:

(Perin, Burning the Midnight 0i1 141)
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If an EndNote style is configured to use the Short Title field, and that field is empty for a particular reference,
the normal Title field is used instead

The Original Publication Field

Use the Original Publication field to enter any information about the original publication that you
need included in the cited reference. For example, when citing a republished book you might want to include
the original publication date, as well as any other supplementary information about the original publication
(such as place published and publisher). Enter this information just as you would want it to appear in your
formatted bibliography reference (including text formatting and punctuation).

The Reprint Edition Field

Use the Reprint Edition field for references that were originally published under a different title. The field
should include the original title and year to indicate that this reference is a reprint of an earlier publication.
Enter this information exactly as you would want it to appear in your formatted reference (including text
formatting and punctuation).

Note: This field is not intended to be used to indicate whether or not you have a reprint of the article on
file.

The Reviewed Item Field

Use the Reviewed Item field for articles or chapters that are critical reviews of books, cinema, art, or other
works. The contents of the Reviewed Item field varies depending on the type of review that you are citing,
but typically you should enter the title of the reviewed work and the primary person responsible for it (author,
artist, performer, and so on). Additional information about a production or performance may also be
included. Enter the information exactly as you want it to appear in the formatted references (including
punctuation and text formatting).

The ISBN/ISSN Field

ISSN (International Standard Serial Number) and ISBN (International Standard Book Number) are codes
used to identify a particular publication. An ISSN number would refer to an entire journal (such as the
Journal of Virology), and an ISBN would refer to a particular edition of a book. An electronic edition of a
book would have a different ISBN than a print edition, for example.

These numbers help to identify a specific publication if you need to order it or locate it. This field is also used
for Report Number and Patent Number in the Report and Patent reference types.

The DOI Field

A DOI (Digital Object Identifier) is a unique ID for locating a digital version of a document, PDF, or image. It
is most useful if you are importing reference data or retrieving references directly from an online source. In
early versions of EndNote, this field was titled "Electronic Resource Number."
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The Accession Number Field

This field is used to identify the internal tracking number for references imported from online databases. For
example, if you import a reference from Clarivate Web of Science, the Web of Science Unique Identifier
number will be imported into this field; if you import a reference from PubMed, the PMID will be imported
into this field.

This field is one of three than can be used in EndNote temporary citations in place of the EndNote record
number. The other two fields are Label and Pages. You can find more information on this in Temporary
Citations Preferences.

Note: Only one item can be imported into this field. This means if a record from an online database
contains both a Web of Science Unique Identifier and a PMID, only one of them can be imported into the
Accession Number field. The other identifier will likely be imported into the Notes field.

The Call Number Field

The Call Number field is used to store library call numbers. These are the codes that help you to locate a
particular publication on the shelves in your library. When available, the EndNote connection files import the
call number information into this field.

The Label Field

The Label field can be used for many purposes, such as special in-text citations or reprint numbers.

When converting references from other reference management systems, the record number from the
previous system is imported into the Label field, for example, when converting a Reference Manager
database to EndNote.

Some citation styles require that citations include only part of the author’s name, such as [SMIT 90].
EndNote cannot create this citation for you, but if you type " SMIT 90" into the Label field and use the Label
field in your style’s citation template, EndNote will insert the Label field into the citation.

This field is one of three than can be used in EndNote temporary citations in place of the EndNote record
number. The other two fields are Accession Number and Pages. You can find more information on this
in Temporary Citations Preferences.

If you do not need the Label field for citation purposes, it can be used as an additional field for categorizing
references or storing reprint numbers. (Do not use EndNote’s record numbers to number reprints because

these numbers change when references are moved to different libraries. EndNote’s record numbers cannot
be assigned or changed by the user, but the Label field can be edited.)

The Keywords Field

Use the Keywords field to store keywords that you want to associate with a reference. You can restrict a
search to just the Keywords field, so the terms you enter into this field can be used to later retrieve the
references when using EndNote’s Search command.

By default, EndNote will also import keywords from online databases into the Keywords field.
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The Keywords term list (which maintains a list of terms used in the Keywords field) can be set up to
recognize semicolons (;), slashes (/), backslashes (\), and returns as delimiters that separate individual
keywords. If you would prefer to use other punctuation to separate your keywords, you may change these
settings using the Define Term Lists command under the Library menu.

The Abstract, Notes, and Research Notes Fields

The Abstract, Notes, and Research Notes fields can each hold up to 64,000 characters, which is equivalent
to about 16 pages of text. Use the Notes field to store personal reminders, such as the location of a
quotation in a book or the quotation itself. Use the Abstract field for a brief description of the contents of the
work. Use the Research Notes field to create personal annotated bibliographies.

The URL Field

URL (Uniform Resource Locator) is the term for the address used to locate a specific page of information
with your Web browser.

To link a URL to a reference in your EndNote library:
1. Select a reference in the Reference List and select the Edit panel. Put your cursor in the URL field.
2. Type or paste a valid URL into the field. For example:
https://fendnote.com/
or
https://clarivate.com/
3. The URL becomes a hyperlink (blue and underlined).
If you need to enter multiple links into the URL field, enter them one per line. Adding any other information
along with the URL or path and filename may keep the Open URL command from successfully finding the

desired site.

When a correctly formatted URL is entered into the URL field, the URL > Open URL command on the
References menu can be used to launch a Web browser and take you to that site or file.

Some online reference databases include a URL for the full text of an article online. When importing or
retrieving references directly from these sources, the URLs can import directly into this field to take
advantage of the Open URL command. You can also store a URL to related information on the Web or other
relevant material.

EndNote automatically recognizes URLs if they are entered with the correct prefix, such as "https://,"
"http://," or "ftp:/." When recognized, they become clickable Web links and appear as blue and underlined

text. Simply clicking on one of these links will open your Web browser and go to the address given. This
feature is not specific to the URL field. See Linking References to Files and Web Sites.

The File Attachments Field

Use the File Attachments field to store the path to PDF files (and other file types) on your hard drive.
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Note: Use the Figure field to attach a graphic or file that you want to insert into a Word document with
Cite While You Write.

To link a file to a reference in your EndNote library:
1. Select a reference in the Reference List.
2. From the References menu, select File Attachments > Attach File.
3. On the file dialog, select the file to attach to your reference.

4. Note the checkbox along the bottom titled, "Copy this file to the default file attachments folder and
create a relative link." This gives you the option to:

= Select the checkbox to copy the original file and place the copy in the .Data/PDF folder that is
part of your EndNote library. In this location, it will sync through EndNote online.

= Deselect the checkbox to always have EndNote look in the original folder for the inserted file.
If kept in the original location, the attachment will not sync through EndNote online.

For more information about this option, see Selecting a Relative Path or an Absolute Path for File
Attachments.

5. Click Open.

EndNote will display an icon indicating the type of file inserted. You can insert up to 45 files into the same
File Attachments field.

Note: Another way to link a file to the File Attachments field is to drag and drop the file onto the reference
in either the Library window or the Reference Edit panel. Whether the file is saved with the database or is
linked with an absolute path is determined by the default file attachment setting. See URLs & Links
Preferences.

Note: In order to maintain cross-platform compatibility, any of the following characters in a filename will be
replaced by an underscore when EndNote saves a copy of the file in the .Data/PDF folder with a relative
path.

These characters are
replaced with an underscore

\ back slash

/ forward slash
colon

asterisk

? question mark
quotation mark
< less than

greater than

| vertical bar

For more information, see Linking a File to an EndNote Reference and Opening a Linked File or URL.
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To automatically search online to locate and attach the full text of a referenced document, see Finding Full
Text for a Reference.

Note: Never rename attached files within the DATA folder. EndNote assigns each file a unique name that
helps link it to a specific reference.

The Figure and Caption Fields

The Figure field can contain a graphic or file attachment. See Figures.

The Figure field is included by default for all reference types, but you can remove it from any reference type
or rename it in any reference type.

Note: Each reference can contain only one item in the Figure field.

The figure itself is copied to the [library name].Data folder found in the same folder as the library file.

A related Caption field appears directly under the Figure field in a reference. Use this field for a short
description of the image or file.

Cite While You Write allows you to insert the figure and its caption into a Microsoft Word document. See
Finding and Inserting Figures and Tables. Figures in most reference types will insert into Word as figures.
The only exception is the Chart or Table reference type; use the Chart or Table reference type if you want to
include an image and later insert that image as a table in Microsoft Word. Tables are listed and numbered
separately from figures in Word.

The PMCID and NIHMSID Fields

Unlike most of the fields described in this section, the PMCID and NIHMSID fields are not generic fields.
They occur only in the Journal Article and Electronic Article reference types. As you can see below, the
generic names for these fields are Custom 2 and Custom 6.
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Modify Reference Types X

Reference Type: Journal Article ~
To hide an unwanted reference type, add a period before the name
(e.g., ".Map") in the column heading below.

Generic Journal Article A
ISBN/ISSN ISSN

DOl DOI

Original Publication Original Publication

Reprint Edition Reprint Edition

Reviewed ltem Reviewed Item

Custom 1 Legal Note

Custom 2 PMCID

Custom 3

Custom 4

Custom 5

Custom 6 NIHMSID

Custom 7 Article Number

Custom 8

Accession Number Accession Number
Leall Numhbar ~all Niimbar v

EndNote Defaults Apply to All Ref Types
OK Cancel

The U.S. National Institutes of Health (NIH) requires that the PMCID be reported by some authors, so it is
important to track this information and be able to use it if you are working with the NIH. You can find
information on requirements for using these numbers at https://publicaccess.nih.gov/include-pmcid-
citations.htm.

What is the difference between these two? The PMCID is the unique permanent identifier assigned when an
article is approved for publication at PubMed Central (PMC). The NIHMSID is a temporary identifier
assigned when an article is submitted for publication at PubMed Central. The NIHMSID is only to be used
for the first 90 days after it is assigned or until an article has been granted a PMCID. You can find more
information on this at https://www.ncbi.nlm.nih.gov/pmc/about/public-access-info/.

Note: The PMID is not equivalent to either of these numbers. The PMID is the unique identifier for an
article in the PubMed database and would be imported into the Accession Number field when importing
references from PubMed, or into the Notes field when importing references from the Web of Science™.
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Font and Style

EndNote is designed to produce bibliographies that automatically use the font of the text in your word-
processing documents. Normally, when you type text into an EndNote reference, it is entered in a default
Plain font and style, which means that your references follow the font settings in your paper.

If any fonts or styles other than the default are entered into your library, they will appear in your bibliography
regardless of the font of your paper. For example, you can italicize species names, add a superscript
number, or enter Greek characters such as A.

To apply font or text styles, select the text to be changed and then select the desired font options from
the Edit menu or the Font toolbar.

EndNote supports Unicode UTF-8, allowing you to enter Unicode characters into references as well as the
characters available through the font options.

Note: If the Font and Style (bold, etc.) options are dim, it is either because you are not in an editing
window (such as a Reference or Style window), or you have not selected (highlighted) any text to
change.

Plain Text

The Plain Font command on the Edit > Font menu removes overriding formatting from the selected text.

When EndNote creates a bibliography, text in Plain Font uses the font of your paper. To use these
commands, first select the text you want to change, and then select Plain Font from the Edit > Font menu.

Text entered into EndNote without any special font or style applied is considered plain text, which is
formatted in the font of your paper. Once you specifically apply a font or style to text, that formatting
overrides the plain text setting.

The default font used to display EndNote’s "Plain Text" is the default font of your operating system. The
General font setting does not affect the font of a bibliography created for a word processing document.

Keyboard Commands

A full set of key commands is available so that you can enter references without using the mouse. For
example, to create and enter a new reference without touching the mouse, select ¥#+N to add a new
reference, type the bibliographic information using Tab or Shift+Tab to move forward or backward between
the fields, and then press +W to save and close the reference.
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Action When Entering Text Key Command
Create a new reference 3#+N
Go to Reference Edit panel #B+E
Select the next field Tab
Select the previous field Shift+Tab
When the cursor is in a field linked to a

term list, such as Author, Journal, or 38+1
Keywords, display the appropriate term list

for term selection

Undo the previous command #+Z
Cyt selected text and put it on the 38+X
clipboard

Cppy selected text and put it on the 8+C
clipboard

Paste text from the clipboard at the

. . . #»+V
insertion point

Select all text in a field }+A
Check spelling #’+Y
Set the text style to Plain a8+L
Turn bold on or off #+B
Turn italic on or off 38+l
Turn underline on or off #B+U

Note: Use the Arrow keys to navigate within a field.

Special Characters

EndNote references can include special characters, including characters with diacritics, Greek,
mathematical, and typographical symbols.

EndNote uses Unicode to encode special characters, so that data can be easily translated between
platforms, programs, and languages.

EndNote uses the default language setting of your operating system. If the characters you wish to use
require installing a different language, see Working with Multiple Languages.

Special characters can be entered into EndNote using any of these text-entry methods:

= Type the character on the keyboard (if the character is part of the language supported by the
keyboard).
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= For diacritical characters, type the character the diacritic would be applied to and hold it. A dialog box
will appear showing the letter with different diacritical characters. Select the one you want from the
dialog.

= Copy the character from another program, and paste it into your EndNote library.
= Use The Character Viewer by selecting Emoji & Symbols from the Edit menu.

Characters with diacritics can be entered into EndNote references and into EndNote term lists. If you
frequently use certain diacritical characters, or words that include diacritical characters, you can store them
in a term list and then select them from the list when entering references. See Introduction to Term Lists.
However, only one term list can be associated with an EndNote field, so you will not be able to insert a
special character from a term list into a field that already has a term list associated with it. You would need
to enter it in another field, then cut-and-paste it into the field where you need it.

Note: If characters from other languages do not appear as they should in EndNote, see Working with
Multiple Languages.

The Character Viewer

You can enter Greek characters, mathematical characters, symbols, and more into your EndNote references
by using the Character Viewer. How you access the Character Viewer may differ depending on which
macOS you are using.

To access the Character Viewer, go to the Edit menu, and then select Emoji & Symbols.
To use the Character Viewer:

1. If you see only buttons, click the Expand button at the upper-right of the window. This will allow you
to see a list of categories by name at the left.

2. Use the Search field if you know the name of the character you need. Double-click on the character
to insert it where your cursor was located in EndNote, or drag it to the location you want it.

3. If you cannot find the character using the Search field, you can try to find it by checking likely
categories in the list. Select a category to see the available characters in that category. When you
find the one you need, double-click on the character to insert it, or drag it to the location you want it.

4. |If there are characters you use frequently, select a character and click Add to Favorites. Character

Viewer will create a Favorites category where you can easily find your most-used characters in the
future.

Working with Multiple Languages

The default font used in EndNote will support Unicode characters, including symbols and standard Greek
and mathematical characters. However, if you want to work in more than one language, you may need to
install those additional languages to be able to work with them easily in EndNote.
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Adding Languages

For macOS 11 (Big Sur)

1.

2.

10.

Open System Preferences.

Click Language & Region.

Click the Add (+) button under Preferred languages.

Select the language you want to add and click the Add button.
Select which language you want to use as your primary language.

You may be given a choice of multiple keyboard options for your language. If so, you will need to
select the one you want. Click the Add Input Source button.

The new language will be added to your list of preferred languages.
Click the Keyboard Preferences button to set options for accessing the new keyboard layout.

Choose your keyboard options. One useful option, on the Input Sources tab, is to Show input menu
in menu bar, making it easy to switch between languages at any time.

Close and save your changes.

Note: Steps may vary with different versions of the macOS.

Entering Several Articles from the Same
Source

Use a reference "template" to facilitate entering a series of references that have some information in
common (such as various sections from one book or a number of papers presented at the same
conference). The template you create is an incomplete EndNote reference with just the common information
entered into it.

To create a reference template:

1.

2.

From the References menu, select New Reference.

Enter all of the bibliographic information that the references have in common (such as the year, book
title, publisher, and city for different sections from one book).

Close the reference when you are finished.

Select the reference you just created in the Reference List.

Select Copy (38+C) from the Edit menu to copy it.

Use the Paste (38+V) command to paste the reference several times, to create as many partially

filled references as you need. You should paste directly to the Reference List—do not open a new
reference and select Paste.
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7. Select the first of the partially filled references that you just created and add the information unique to
it. Save the reference, then go to the next partially filled reference and edit it. Continue until you have
completed all the references.

Figures

EndNote extends the organization of reference information by including the ability to embed files in an
EndNote library using the Figure field and insert them in Microsoft Word documents. This feature is most
useful for graphic files or tables. You can insert a graphic, figure, or file into the Figure field of any EndNote
reference. See Inserting Graphics and Files.

Note: While the Figure and Caption fields are included by default for all reference types, you can remove
them at any time if you do not intend to use them. See Adding, Changing, and Hiding Reference Types.

Note: While it is possible to insert almost any file in the Figure field, it is better to reserve this field for
graphics you want to insert into Microsoft Word. The Figure field can only hold one file attachment while
the File Attachments field can hold up to 45 file attachments, of almost any kind.

Once you have a figure in your EndNote reference, Cite While You Write allows you to insert the figure and
its caption into a Microsoft Word document. See Finding and Inserting Figures and Tables for more
information about using images with Cite While You Write.

Selecting the Appropriate Reference Type

You can insert a graphic or file into the Figure field of an EndNote reference. Depending on the reference
type, the field may be labeled "Figure" or have a custom label assigned by you.

By default, the Figure and Caption fields are included in all reference types. So, while a reference to a
journal may contain primarily bibliographic information, you can also include an illustration that appeared
with the journal article.

The Figure, Chart or Table, and Equation reference types should be used specifically to catalog image files,
and may contain minimal reference information.

Note: Figures in the "Chart or Table" reference type are inserted into Word as tables, and are labeled and
numbered separately from the figures found in all other reference types.

To add or remove the Figure and Caption fields from a reference type, go to the Edit menu, select
Preferences, and then select Reference Types. For more information about modifying reference types, see
Customizing Reference Types.

Inserting Graphics and Files

Notes on Figures:

= Always use the Figure > Attach Figure command to insert graphics and other files into the Figure
field. If you use Copy and Paste, System settings are used and colors and other attributes from the
original file could be lost.
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= Each EndNote reference can contain only one graphic or file attachment in the Figure field. A second
graphic or file inserted into a reference will replace the first one. The previous graphic or file will be
deleted from the DATA folder. See Storing and Sharing Figure Files for more information about the
DATA folder.

= After inserting a graphic, you should always type Caption text into the Caption field, particularly if you
intend to later insert the figure into a Word document. The Caption will label the graphic in the figure
list at the end of the Word document. The Caption also helps you search for the figure.

= You can insert a figure only into a reference that contains the Figure field. If you need to add the
Figure field to a reference type, see Customizing Reference Types.

= In order to maintain cross-platform compatibility, any of the following characters in a filename will be
replaced by an underscore when EndNote saves a copy of the file in the .Data folder.

These characters are
replaced with an underscore

\ back slash

/ forward slash
colon

asterisk
? question mark
quotation mark

less than

> greater than

| vertical bar

Inserting Figures into EndNote References
1. Toinsert a graphic (picture) or other file into the Figure field:
2. Select the reference from the Reference List.
3. Select Figure > Attach Figure from the References menu.
4. Click Choose File to open a dialog where you can select the file to attach.
5. Locate and select the graphic file, then click Open.

6. If returned to the Attach Figure dialog, click OK to copy the file to your EndNote reference. A graphic
appears as a thumbnail within the reference.

EndNote recognizes at least these graphic file types:
= Windows Bitmap — BMP
= Graphics Interchange Format — GIF
= JPEG File Interchange Format — JPEG
= Portable Network Graphics — PNG

= Portable Document Format — PDF

Page 60 of 553



Clarivate EndNote 20 User Help Guide

= Tag Image File Format — TIFF
Valid picture files are those that Microsoft Word recognizes as pictures.
Other types of files will appear as an attachment, with the program icon and filename. (If the application
used to create the document is not available on your system, the icon gives generic Windows file

information.)

Double-clicking on the thumbnail or file icon will launch an associated application to open the file, with the
same effect as if you had double-clicked the file on your computer desktop.

EndNote also recognizes at least these other file formats:
= Audio files (WAV, MP3)
= Microsoft Access files
= Microsoft Excel files
= Microsoft Power Point files
= Microsoft Project files
» Microsoft Visio files
= Microsoft Word files
= Multimedia files (MOV, QuickTime)
= Technical drawing files

= Text files (TXT, RTF, HTML)

Note: Unless you want to later insert the file into Microsoft Word, it is better to use the File Attachments
field to attach files to records. The Figure field can hold only one file, the File Attachments field can hold
up to 45 files.

The Figure Caption

A related Caption field appears directly under the Figure field in a reference. Use this field for a short
description of the image or file. The Caption field allows you to easily search for figures.

If you insert an EndNote figure into a Word document with Cite While You Write, the corresponding caption
appears either above or below the figure in your paper (the placement is determined by the current output
style).

Editing Figure Files
To edit a figure stored in an EndNote reference:

1. Select the reference containing the figure in the Reference List.

2. Select Figure > Open Figure from the References menu.
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This launches an associated application to open the file for editing.

Editing changes are made to the file stored in the library’s .Data folder for the reference, not to the original
figure file that was inserted.

Note: Never rename figure files within the .Data folder. EndNote assigns each figure a unique name that
helps link it to a specific reference.

Deleting or Replacing Figure Files

To delete a figure from an EndNote reference:
1. Select the reference in the Reference List
2. Scroll down and click in the Figure field.
3. Press the backspace key on your keyboard.
4. Click the Save button to save your changes.

Deleting a figure from the reference also deletes it from the .Data folder.

Note: If you insert the same figure in two different references, EndNote stores two copies of the figure in
the .Data folder. Deleting the figure from one of the references will not affect the other reference.

To replace a figure in an EndNote reference, you can do one of these:

1. Select the reference from the Reference List and attach the new figure. The existing figure is deleted
from the .Data folder and is replaced with the new figure.

2. Delete the old figure from the reference, and then attach the new figure.

Converting from Figures to File Attachments

You can move a linked file from the Figures field to the File Attachments field in a reference. Keep in mind
that only figures stored in the Figure field can be inserted as graphics in Microsoft Word with Cite While You
Write.

Early versions of EndNote did not include a File Attachments field. You may have linked a file to the
Figure field in the past, and now would prefer to have the file linked to the File Attachments field.

To convert file links from the Figures field to the File Attachments field:
1. In Reference List, highlight the reference(s) you wish to change.

2. Select Figure > Convert Figures to File Attachments from the References menu.
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Storing and Sharing Figure Files

When you insert a figure, EndNote copies the figure file and places the copy in the .Data folder for your
library, which is found in the same folder as the main library file. The copied figure file is specifically linked to
a single EndNote reference.

Note: Simply putting a figure file into the .Data folder does not link it to a reference. You must use the
References > Figure > Attach Figure command.

If you move your library to a different computer or if you want to share your library with someone, remember
to always copy the .Data folder along with the library.

Linking References to Files and Web Sites

EndNote includes a URL field and a File Attachments field that you can use to link URLs and local files to
EndNote references.

See the related topics below for details.
= Linking a URL to an EndNote Reference
= Linking a File to an EndNote Reference
= Selecting a Relative Path or an Absolute Path for File Attachments
= Removing a Linked File from File Attachments
= Opening a Linked File or URL

= Finding Full Text for a Reference

Linking a URL to an EndNote Reference

The term "URL" stands for "Uniform Resource Locator" and is a common term for the "address" used to
identify the location of an item online. Most often, URLs refer to Web pages, such as this example of the
Clarivate Web page:

https://clarivate.com/
To link a URL to a reference in your EndNote library:

1. Select a reference in the Reference List.

2. Put your cursor in the URL field.

3. Type or paste a valid URL into the field. EndNote will recognize URLs beginning with http://, https://,
or ftp:// as valid URLs.

4. The URL becomes a hyperlink (blue and underlined).

For more information about linking to a URL, see The URL Field.
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Linking a File to an EndNote Reference

You can link a file on your computer—such as a PDF, a word processing document, or a spreadsheet file—
to an EndNote reference.

The File Attachments options are available only when a single reference is selected in the Library window or
when you are editing a reference.

To link a file to the File Attachments field in a reference:
1. Select a reference in the Reference List.
2. From the References menu, select File Attachments > Attach File.
3. On the file dialog, select a file to link to the selected reference.
4. Click the Options button.

Note the checkbox along the bottom titled, "Copy this file to the default file attachments folder and
create a relative link." This gives you the option to:

= Select the checkbox to copy the original file and place the copy in the .Data/PDF folder that is
part of your EndNote library. Files in the .Data folder will sync and can be shared.

= Deselect the checkbox to always have EndNote look in the original folder for the inserted file.
Files that are in their original locations, not in the .Data folder, will not be synced and cannot be
shared. If the original file is moved, the link will break and you will not be able to open it from
EndNote.

For more information about this option, see Selecting a Relative Path or an Absolute Path for File
Attachments.

5. Click Open.

EndNote will display an icon indicating the type of file inserted. You can insert up to 45 files into the File
Attachments field.

Note: Another way to link a file to the File Attachments field is to drag and drop the file onto the reference
in the Reference List. Whether the file is saved with the database or is linked with an absolute path is
determined by the default file attachment setting. See URLs & Links Preferences.

Note: In order to maintain cross-platform compatibility, any of the following characters in a filename will be
replaced by an underscore when EndNote saves a copy of the file in the DATA/PDF folder with a relative
path.

Note: Never rename attached files within the DATA folder. EndNote assigns each file a unique name that
helps link it to a specific reference.
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These characters are
replaced with an underscore

\ back slash
/ forward slash
colon

asterisk
? question mark

quotation mark
less than

> greater than

[ vertical bar

Selecting a Relative Path or an Absolute Path for File
Attachments

When you link a file to the File Attachments field in a reference, you have the option of saving a relative path
to the file or an absolute path to the file.

What is a Relative Path Versus an Absolute Path?

When you insert a link to a file with the File Attachments > Attach File command from the References menu,
the file dialog includes a checkbox titled, "Copy this file to the default file attachments folder and create a
relative link."

Relative Path (checkbox selected)

When the checkbox is selected, EndNote makes a copy of the original file and places it in the .Data/PDF
folder that is part of your EndNote library. This saves the file as a "portable link" that can move as part of the
library. EndNote will always be able to access the file, even when you share your library with a colleague
through Library Sharing or by giving them a copy of your library files (always include the complete .Data
folder along with the .enl file).

File attachments stored in the .Data folder will sync and be included in libraries shared through the Library
Sharing feature.

If you edit the original file on your computer, those changes will not be reflected in EndNote. You would need
to make the changes to the copy in your library or clear the file from your EndNote reference and reinsert
the file. To make changes to the copy in your library, open the file in the default application for that file type
by selecting File Attachments > Open File from the References menu.

Absolute Path (checkbox blank)

When the checkbox is blank, EndNote will use the complete path and filename to look in the original folder
for the inserted file. This can be helpful if you plan to edit the original file and you want those changes
reflected when you access the file from within EndNote. However, if you ever move the file from the original
folder, EndNote will not be able to access it unless you clear the file from your EndNote reference and
reinsert it from the new folder location. If you send your library to a colleague, the file will not be available.

File attachments outside the .Data folder will not sync and will not be shared through the Library Sharing
feature.
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How Can I Tell Which Type of Path Was Used?
In the Summary Panel

At the top of the Summary panel you will see a list of attached files. Files showing only a file name are
stored in the .Data/PDF folder and have relative links. Files showing path information are not stored in
the .Data/PDF folder and have absolute links.

In the Edit Panel

Go to the Edit panel for the reference, then scroll to the File Attachments field. Hold your mouse pointer over
the file icon.

= [f the file was linked with an absolute link, the file name will not include the .Data/PDF folder for your
library.

= [f the file was linked with a relative path, the file name will include the .Data/PDF folder for your
library.

You can also determine the type of path by previewing the File Attachments field. Use an output style such
as Show All Fields, which includes the File Attachments field, or make your own custom style.
See Introduction to Output Styles for information on creating custom styles. In the preview, file attachments
appear as:

'File' Attachments: file://localhost/Applications/EndNote %2020/EndNote.pdf
internal-pdf://2044897763/EndNote.pdf

‘File’ Attachments: internal-pdf://0605142259/Bird-2009-
Insightful problem solving and creat.pdf
file://C\Program Files (x86)\EndNote 20\EndNote.pdf

Files with relative links in the .Data folder begin with "internal-pdf" while files with absolute links show a full
path name.

Selecting a Default Setting for the Path

Since you likely will want most of your linked files treated the same way, you can select a default setting for
the "Copy this file to the default file attachments folder and create a relative link" checkbox. You can change
the default setting from the Preferences panel. See URLs & Links Preferences.

You still have the option to override the default setting each time you insert a file into the File Attachments
field.

Converting Absolute Paths to Relative Paths

If you are working with a library that was created with a version of EndNote prior to version X, all of your
existing linked files are saved with absolute paths. You can easily change your absolute paths to relative
paths, which will allow you to easily share your library, along with linked files, with colleagues.
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To convert absolute paths to relative paths:

1. Before you begin, back up your EndNote library. This change cannot be reversed. You can find
information on creating a compressed library as a backup at Saving a Compressed Copy of a
Library.

2. Inthe Reference List, select the references you wish to modify.

3. From the References menu, select File Attachments > Convert to Relative Links.

For each selected reference, EndNote locates each file linked in the File Attachments field and copies those
files into the .Data/PDF folder for the library.

Inserting the Same File Again

If you try to insert a link to the same filename again in the same reference, your results are different
depending on whether you are inserting files with a relative path or an absolute path.

Relative Path: The relative path always points to the library’s .Data/PDF folder. EndNote will attach the file
again, giving it a new name.

Absolute Path: Because you could have several absolute paths pointing to the same filename in different

folders, it is possible to link to the same filename numerous times.

Removing a Linked File from File Attachments

Before you remove a linked file, make sure you have a backup of the original file. This process cannot be
undone. You can find information on creating a compressed library as a backup at Saving a Compressed
Copy of a Library.

To remove a linked file from the File Attachments field:

1. Select the reference in the Reference List.

2. In the Summary panel for the reference, select the drop-down list for the attachment you wish to
remove, then select Delete from the list.

OR

3. In the Edit panel for the reference, scroll to the File Attachments field, select the drop-down list for
the attachment you wish to remove, then select Delete from the list.

If the file was linked with an absolute path, the File Attachments field no longer points to the file. The original
file remains intact.

If the file was linked with a relative path, that file is deleted from the library’s .Data/PDF folder, and the File
Attachments field no longer points to it. You will not be able to reinsert the link unless you have the original
file stored elsewhere on your computer.

Note: See How Can | Tell Which Type of Path Was Used? for information on identifying relative or
absolute links for files.
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Saving a Copy of an Attached File

Whether an attached file is saved with a relative path in a library’s .Data/PDF folder or with an absolute path
to a specific location, you can save a copy of the attached file to any location.

To save a copy of an attached file from the Reference panel:

1. Select the reference in the Reference List.

2. Select the Summary panel.

3. Select the file attachment you want to copy.

4. Select Save As... from the drop-down list.

5. Use the file dialog to select a folder, enter a file name, then click Save to save the file.
To save a copy of an attached file from the References menu:

1. Select the reference in the Reference List.

2. Select File Attachments > Save As... from the References menu.

3. Use the file dialog to select a folder, enter a file name, then click Save to save the file.

Note: From the References menu, if more than one file is attached to the reference, only the first one is
saved to disk.

Opening a Linked File or URL

Once a valid URL or file attachment appears in EndNote, you can use them to quickly access the linked web
site or file.

= To open a URL in a selected reference, select URL > Open URL from the References menu. If there
is more than one URL listed in the URL field, the first one listed will open.

= To open a file attachment in a selected reference, select File Attachments > Open from the
References menu. If there is more than one file attachment, the first one listed will be opened.

= [If you have more than one file attachment in a selected reference and don't want to open the first
one, go to the Summary panel, select the attachment you want to open, then select Open from the
drop-down list.

You must have the necessary program installed on your computer in order for EndNote to open a file

created by another program. For example, to open a Word document file, you must have Microsoft Word or
another program that can read Word files installed on your computer.

Using Keyboard Command Shortcuts

Keyboard command shortcuts can also be used to open URLs and file attachments. The command shortcut
for References > URL > Open URL is (8+G). The command shortcut for References > File Attachments >
Open File is (38 +Alt+P). Below are the expected actions for these commands.

Page 68 of 553



Clarivate EndNote 20 User Help Guide

= The Open URL command (38+G) opens the first URL listed in the selected reference’s URL field.

= The Open File command (38 +Alt+P) opens the first linked file listed in the selected reference’s File
Attachments field.

If you need to enter multiple links into the URL field of one reference, enter them one per line. EndNote will

open the first link in the field when you select Open URL. If you have multiple links, you can click on any one
of them to activate the link.

Renaming Attachments and PDF Files

EndNote includes two options to rename your attached files from within EndNote:
= You can rename individual files, including PDFs, with custom names.

= You can have EndNote rename PDFs with new names based on EndNote fields, either one EndNote
reference at a time or or an entire group of references at once.

Renaming Individual Attachments with Custom Names

This method allows renaming any file type, not just PDFs, but must be applied to one attachment at a time.
To rename a selected attachment with a name of your choice:

1. In the Reference Summary or Edit panel, open the drop-down menu for the attached file you want to
rename, and then select Rename Attachment... from the menu.

2. In the Rename field, give the file a new name of less than 50 characters (remember to keep the
extension part of the name intact), and then click the OK button to rename the file.

The new file name for the attachment will appear in the EndNote record.

Renaming PDFs Based on EndNote Field Contents

Along with being able to rename PDFs as you do other attachments using the method above, you can also
have EndNote rename PDF file attachments based on data in the EndNote records they are attached to.
This method can be applied to a single EndNote reference or the PDFs attached to multiple references.

Note: This method will change the name for all PDF files attached to a record. If you have more than one
PDF attached to a record, they will have the same name except for a number at the end of the name. The
new name is not based on the contents of the PDF; it is based on the data in the EndNote record holding
the PDF.

Renaming PDF Documents

1. In the Reference Summary or Edit panel, open the drop-down menu for an attached PDF file you
want to rename, and then select Rename PDFs... from the menu.

2. Select up to three fields to use in renaming the PDF. EndNote will remember your field choices for

future renaming of PDF files. (See below for a list of fields that cannot be used in renaming PDFs.)
The format of the PDF filename is First Field, Second Field, Third Field.
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a. Choose First: EndNote uses the selected field as the first field in PDF filename. For example,
by Author.

b. Then: EndNote uses the selected field as the second field in the PDF filename. For example, by
Year.

c. Then: EndNote uses the selected field as the third field in the PDF filename. For example: by
Title.

3. Click the OK button to rename the PDF attachments for the reference.

Note: Data must exist in a selected field in order for renaming to occur. If no data is available, then
EndNote inserts a hyphen between selected fields that have data.

Renaming Multiple PDF Documents
You can also rename multiple PDF documents attached to multiple references.

1. Select one or more references that have attached PDF files.

2. From the References menu, select File Attachments, and then select Rename PDFs....

3. You will receive a warning message that this change cannot be undone, with a suggestion to backup
the library first. Click OK to continue renaming the PDFs or Cancel to stop the process. See Saving a
Compressed Copy of a Library and Saving a Copy of a Library for information on backing up
EndNote Libraries.

4. If you chose OK to continue renaming PDFs, select your field choices for renaming.

5. Click the OK button to rename the files.

The Rename Options

The Rename Options dialog allows you to select the fields used to rename your PDF attachments. You can
select any field from the menu when renaming your PDF documents except the following fields.

= Figure

File Attachments

Last Updated

= Rating

Read Status

You may use up to 50 characters to rename your PDF documents. This includes the period (.) and the
filename extension. If a PDF that you are renaming exceeds the 50 character limit, then EndNote truncates
the name of the PDF to meet the 50 character limit.

See also PDF Handling Preferences.
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Changing Text in References

Global editing commands make it easy to keep your reference data consistent.
= The Find and Replace command is available from the Library menu
= The Change/Move/Copy Fields command is available from the Library menu.

The Find and Replace command searches for text in your library and either deletes that text or replaces it
with other text that you specify. The Change Fields command modifies any field in your library by either
inserting text at the beginning or end of the field, replacing all contents of the field with different text or
deleting the contents of the field. The Move/Copy Fields command moves the entire contents of a field to a
different field.

Note: Be sure that you have a current backup of your library; these operations cannot be undone with the
Undo command.

Find and Replace, Change Field, and Move Field

The Find and Replace, Change Field, and Move Field commands can be used to make changes to a large
number of references at once. Here are some of the common uses for these commands.

= Correcting consistently misspelled words or names.

Use the Find and Replace command from the Edit menu to search for the misspelled term and
replace it with the correct spelling.

= Updating author’s names.
There may be variations of an author’s name in your data. For example, "Joe Cool," "Joe A. Cool,"
"J. A. Cool.," and so on. Since some styles prefer whole names and others abbreviated first and
middle names, it is best to update names to full names and leave the work of abbreviating to the
EndNote styles.

= Cleaning up your keywords.
You can add a keyword to a group of references using Change Fields. Use Find and Replace to
replace a term with a new one. If there is a keyword that you no longer want in your references, use
Find and Replace to search for that text and replace it with nothing, thereby deleting it (you might
also want to open your term list and delete it from there so that you do not use that term again).

= Dating or labeling a set of imported references.
It can be useful to add the date or source of data to a batch of newly imported references. Only the
imported references are "showing" in the Reference List after importing. At this point, use Change
Fields to add a word or phrase to any field in just those references.

= Moving fields of information in a set of imported references.

Maybe your import filter or connection file consistently sent Note information to the Abstract field.
Use the Move Fields option to cut all information from the Abstract field and move it into the Notes
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field. Don’t forget to update your filter or connection file so it directs information to the correct field
next time!

Find and Replace

Use the Find and Replace command to find text in your references and replace it with other text. Changes
can be restricted to a particular field in your references. You can also apply:

= Match Case and Match Words restrictions

= Style changes that include bold, italics, underline, plain text, superscript, subscript, or symbol font

Caution: The Undo command from the Edit menu cannot undo the results of the Find and Replace
command. Make sure you have a backup before making changes. See Saving a Compressed Copy of a
Library for information on making a backup of your library.

The Find and Replace command will only be applied to the references showing in the current Reference
List. Use the following options to control which references are showing:

= Selecting the All References group will show all the references in the library and the change will be
applied to any that match the Find and Replace criteria.

= Selecting a group will limit Find and Replace to only the references in that group.

= Performing a search in advance of Find and Replace will bring up a set of search results in the
Reference List, allowing you to limit Find and Replace to the showing results. You can find detailed
information on searching EndNote libraries in Searching EndNote References.

= If you wish to confine Find and Replace to a specific set of references that none of the methods
above will provide, create a custom group and put all the references you want to use with Find and
Replace in that group, then select that group to show only those references. You can find information
on creating custom groups in Creating a Custom Group.

To use Find and Replace to replace text in your references:

1. After using one of the options above to limit the references in the Reference List to show only those
you want to change, select Find and Replace from the Library menu.

2. From the Select a Field list, select the field to be searched.

3. In the Find text box, type the text you wish to change. To enter a Carriage Return or Tab in the text
box, use the Insert Special button.

4. Change the Match Case or Match Words settings, if necessary.
By default, the Match Words option is always selected. If you change this setting, pay close attention to
whether or not the term you are changing could appear as part of another word or in a different context

depending on the capitalization.

5. In the Replace with text box, type the text that should replace the original text. To enter a Carriage
Return or Tab in the text box, use the Insert Special button.

Select the Retain Capitalization option to maintain the same capitalization as the text being replaced.
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Retain Capitalization should be selected if replacing a term that might appear with different
capitalization. For example, any word may have its first letter capitalized if it is the first word in a title, but
may also appear in all lowercase in other places. Do not select Retain Capitalization if you are replacing
an acronym with its unabbreviated version.

Click the Change button to search the selected references for the specified text and replace it with the new
text. Before replacing any text, EndNote has you verify the changes.

Click OK if all of those items in the dialog are correct. EndNote replaces the text and displays the number of
references that were changed.

Change Fields

The Change Fields command allows you to change the contents of a field for the references that are
showing in the Reference List.

Caution: You cannot undo the Change Fields operation. Once you perform this operation, EndNote
changes the data in the selected field in all the references in the showing Reference List. We recommend
that you make a backup copy of your library before making changes. See Saving a Compressed Copy of
a Library for information on making a backup of your library.

The Change Fields command will only be applied to the references showing in the current Reference List.
Use the following options to control which references are showing:

= Selecting the All References group will show all the references in the library and the change will be
applied to any that match the Change Fields criteria.

= Selecting a group will limit Change Fields to only the references in that group.

= Performing a search in advance of Change Fields will bring up a set of search results in the
Reference List, allowing you to limit Change Fields to the showing results. You can find detailed
information on searching EndNote libraries in Searching EndNote References.

= [If you wish to confine Change Fields to a specific set of references that none of the methods above
will provide, create a custom group and put all the references you want to use with Move/Copy in
that group, then select that group to show only those references. You can find information on
creating custom groups in Creating a Custom Group.

To change the contents of a field:

After using one of the options above to limit the references in the Reference List to show only those you
want to change, select Change/Move/Copy Fields from the Library menu.

From the Select a Field list, select the field that you want to modify.
1. Select one of the following options:

= Insert after field’s text appends text at the end of the chosen field. It does not modify the text
already in the field.

By default, when you select this option, the "Include a space before the new text" checkbox is

selected at the bottom of the dialog, to insert a space between the existing text and the new
text.
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You could also use the Insert Special button to insert a carriage return before the new text. If
you do this, unmark Include a space before the new text to avoid having both a space and a
carriage return.

Insert before field’s text inserts the text at the beginning of the chosen field. It does not modify
text that is already in the field.

By default, when you select this option, the "Include a space after the new text" checkbox is
selected at the bottom of the dialog, to insert a space between the new text and the existing
text.

You could also use the Insert Special button to insert a carriage return after the new text. If you
do this, unmark Include a space after the new text to avoid having both a space and a carriage
return.

Replace whole field with replaces the entire contents of the field with the text entered in the text
box.

Clear field deletes the entire contents of the chosen field. You cannot enter text in the text box.
Change Case applies new case formatting to the entire contents of a field. Options include:

Sentence case, lowercase, UPPERCASE, Every Word, and tOGGLE cASE. You cannot enter
text in the text box.

2. In the text box, type the text that you want to add to the field. To enter a Carriage Return or Tab in the
text box, use the Insert Special button.

3. Select (highlight) the text that you entered in the text box, and then select a font style: Bold, Italics,
Underline, Plain, Superscript, or Subscript, or Symbol Font. This is optional.

4. Click the OK button. EndNote will ask you to confirm the changes. The dialog EndNote presents
provides this information:

How many references will be changed
The library in which the changes will be made

The type of change that will be made

5. Click OK to continue with the changes or click Cancel to cancel the operation.

Move/Copy Fields

The Move/Copy Fields command allows you to move and copy field data. Both commands apply to all of the
references that are showing in the Reference List.

The Move Fields option allows you to move the entire contents of one field to another field within a
reference. All data, including any formatting that you applied to the source field, is moved to the destination

field.

Caution: You cannot undo the Move operation. Once you perform this operation, EndNote removes the
source field from all the references in the Reference List. We recommend that you make a backup copy of
your library before making changes. See Saving a Compressed Copy of a Library for information on
making a backup of your library.
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The Copy option allows you to copy the entire contents of one field to another field within a reference. Both
the source field and the destination field will contain the same data. All data retains any formatting that you
applied to the source field and to the destination field.

The Move/Copy Fields command will only be applied to the references showing in the current Reference
List. Use the following options to control which references are showing:

= Selecting the All References group will show all the references in the library and the change will be
applied to any that match the Move/Copy criteria.

= Selecting a group will limit Move/Copy to only the references in that group.

= Performing a search in advance of Move/Copy will bring up a set of search results in the Reference
List, allowing you to limit Move/Copy to the showing results. You can find detailed information on
searching EndNote libraries in Searching EndNote References.

= If you wish to confine Move/Copy to a specific set of references that none of the methods above will
provide, create a custom group and put all the references you want to use with Move/Copy in that
group, then select that group to show only those references. You can find information on creating
custom groups in Creating a Custom Group.

To move/copy the contents of one field to another:

1. After using one of the options above to limit the references in the Reference List to show only those
you want to change, select Change/Move/Copy Fields from the Library menu.

2. Select the Move/Copy Fields tab.
3. Inthe dialog that appears:

» Select the Move Field radio button to move information to another field.

= Select the Copy Field radio button to copy information to another field.
4. Use the From list to select the source field from which you want to move or copy the data.
5. Use the To list to select the destination field to which you want to move or copy the data.
6. Select one of the following options:

= Insert after field's text (the default option).

» Insert before field's text.

= Replace entire field.

7. Click OKto move or copy the data from one field to another field within each reference in the
showing Reference List. Click Cancel to stop the operation.

Caution: When using the Move option, you have the choice of inserting the moved text before or after the
data in the destination field or replacing the entire contents of the destination field. If replacing the entire
field, you have the additional option of whether or not to move empty fields. If you clear the "Don’t move
empty fields" checkbox, then any reference with an empty originating field deletes the contents of the
corresponding destination field (thereby making it empty as well). If this option is marked (turned on), the
contents of the destination field will not be deleted if the originating field is empty.
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Reverting References

The Revert Reference command undoes (reverts) all changes made to a reference since it was last opened
or saved. Revert Reference is not available after you close the reference.

To revert changes, Control+click in the Edit panel, then select Revert Reference from the list.

To remove the very last change made to a reference, use the Undo Typing (¥+Z) command in the Edit
menu before closing or saving a reference.

Cut, Copy, and Paste Text in References

The Cut, Copy, and Paste commands in the Edit menu can be used to move text from one field in a
reference to another field by selecting and copying or cutting the text and then pasting it in the desired
location. You can also Copy and Paste text from a field in an EndNote reference to your word processor.
Similarly, you can Copy text from a word-processing document and Paste it into a reference. If it is important
to paste the text along with the fonts and text styles, use the Paste with Text Styles command in the Edit
menu. The regular Paste command does not include font, size, or text style information when pasting into
EndNote from another program. Avoid pasting unwanted fonts and text styles into EndNote references
because those fonts and text styles will carry through into future bibliographies.

Using Drag-and-Drop Within a Reference

Text may be moved within a reference by selecting the text in the Edit panel, and then dragging and
dropping it in a new location.

Note: When text is moved this way within a reference, it is moved from one location to another. When it is
dragged from a reference in one library to a reference in another library, or to another program (such as
your word processor), the text is moved to the target reference and removed from the original location.

To drag-and-drop text:
1. Select the text to be moved.
2. Click on the selection, and keep the mouse button pressed while you drag the text to another
location. When the cursor is positioned in the right place, release the mouse button to drop the text in

the selected location.

See also Copying and Pasting Complete References.

Copying and Pasting Complete References

In addition to copying and pasting text between fields, EndNote can Copy and Paste entire references
between libraries.
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Copying References Using the Copy and Paste Commands

1. Select one or more references in the Reference List (hold down the Command (88) key to select
multiple references or the Shift key to select a range of references).

2. Select Copy from the Edit menu and those references are copied to the Clipboard.

3. Open another EndNote library and select Paste from the Edit menu. The references you copied are
pasted into the library and sorted correctly with the existing references.

Copying References Using Drag-and-Drop

An easy way to copy references between libraries is to use the drag-and-drop functionality. Simply select the
references you want to copy, click on any part of the selection, and use the mouse to drag them to another
open library. Release the mouse button when the cursor is over the destination library, and all of the
selected references will be copied into the library.

If you need to copy all of the references in one library to another library, you can also use the Import
command to import one library into the other.

Note: Any time you copy a reference and paste it into another library or import a reference into another
library, the reference is assigned a new record number in the destination library.

Copy References To

The Copy Reference To command allows copying a set of references to an EndNote library of your choice.
From the References menu, select Copy References To. You will have these options:
= New Library: This will create a new library and copy the selected references into it.
= Choose Library: This will allow you to choose an EndNote library on your computer and copy the
references into it. The library does not need to be open in EndNote. When the references are copied
into it, the library you chose will be opened and display the copied references in a Copied
References group.
* [YourCurrentLibraryName].enl: The third option will only appear when you have selected

references from online search results. It will show the name of the library you are currently working in
and will allow you to copy the references from your online search results into your current library.
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Searching EndNote References

EndNote provides Search features that enable you to locate specific references or groups of references. For
example, you can select a very general search, one that scans the entire library; or you can limit your
searches to specific fields (such as the Author or Keywords fields). You can also create more complex
searches using a variety of operators such as And, Or, Not, Greater than, Less than, and others.

You can use the Search panel to search EndNote libraries as well as remote databases that are available
online. See Searching Online Databases for information about online database searches.

The Simple Search Panel

The default Simple Search panel allows you to quickly search your entire library (and PDFs and PDF Notes)
by typing a word or phrase into the single text box. EndNote executes a general search of all fields.

EndNote uses an implied AND Boolean operator when you enter two or more adjacent terms in Simple
Search. For example, entering rainbow trout fish farm is equivalent to entering rainbow AND trout AND
fish AND farm.

Use double quotation marks (" "
operator.

) to search for exact phrases and to override the implied AND Boolean

If you need to perform a more specific or complicated search, click the Advanced Search button to
access The Advanced Search Panel.

The Advanced Search Panel

The Advanced Search panel offers far more control over your EndNote search, using Boolean
operators and comparison options, as well as abilities to save search strategies and reload saved search
strategies.

Search Line

A search line includes a Logical operator, the field to be searched from the Field list, the Comparison
operator, and a blank field in which you enter your search terms. Use the plus or minus buttons to the right
of each search line to insert or delete a line. You can have up to ten lines in your search.

Author ¢ Contains ¢ + —
And ¢ Year ] Contains ¢ + —
And ¢ Title 4] Contains ¢ + —
Logical Field Comparison Search
Operator List List Fields
List
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Boolean Operators List

The AND, OR, and NOT operators between the search lines indicate how the search lines are to be
combined. See Combining Search Lines with AND, OR, and NOT Operators.

Field List

The Field list allows you to restrict your search to a particular field—such as Author, Year, or Keywords—
or expand it to Any Field. By default, the Field lists are set to search Author, then Year, then Title. You can
change the default search strategy by setting the operators, fields, and comparison terms you want to use
for your new default strategy, then selecting Set Default from the Search Options drop-down menu.

You can also restrict your search to PDF files attached to references by selecting the PDF option from the
field list. The Any Field + PDF with Notes option allows you to search any field within a reference and all
PDF files in the selected group that you are searching.

See Restricting Searches to Specific Fields for more information.

Comparison List

Select an item from the Comparison list to indicate how the search term should relate to the field(s) being
searched. For example, you can find references in which:

= The Journal field begins with the term "science."
= The Journal field contains "science" anywhere in the field.
= The full Journal name is "science."

See Using Comparison Operators for more information.

Search Fields

The search term is the word or phrase that you want to locate in a reference. Enter your search terms in one
or more search fields. Search terms can be typed or pasted into the fields. For special search items, such as
tab or paragraph break characters, try copying and pasting them from TextEdit. Copying from TextEdit
assures special characters will be copied without extra formatting.

Asterisk (*) Wildcard

Expand your library retrieval results by adding wildcards before and after search terms. The asterisk
represents any group of characters.

= Fields and PDF files can be searched using the asterisk wildcard.

= No minimum character length is required.
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Note: EndNote automatically applies left- and right-hand truncation to your search terms. So, by default,
searching for "look" would find "look," "looking," or "outlook." However, you can still use the asterisk (*)
wildcard before and after a search term, if you prefer.

Save Search and Load Search

If you frequently use the same search strategies on the Search panel, you can use the Search Options
menu to save these searches and later load them when you need them. See Saving Search Strategies.

Set Default and Restore Default

Use the Search Options drop-down menu and select Set Default to save the configuration of all of the items
on the Search panel except for the search terms. Use the Search Options drop-down menu and select
Restore Default at any time to return the original configuration. See Saving Search Strategies.

Searching a Group or Group Set

You can limit your search to a specific group or group set of references.
To search a group or group set:

1. Select the group or group set. The Reference List will change to display only the references in that
group or group set.

2. Select either the Simple Search or Advanced Search panel.

3. Enter your search strategy and click Search.

Restricting Searches to Specific Fields

Use the Field list on the Advanced Search panel to narrow your search to a specific field. You can select
Any Field to look for your search terms in any of the fields in your references.

For example, to find references published in 2013, restrict the search to the Year field to avoid finding
entries that include 2013 in the abstract, title, or elsewhere.

The field names in the Field list are EndNote’s "generic" field names. For example, Author represents
Reporter, Editor, Artist, or any other variations of the Author field used in the different reference types.
See The Generic Reference Type for a complete list of generic field names. To find the generic name that
matches a field for a specific reference type, select that reference type from the List of Reference Types or
by selecting it from the Modify Reference Types dialog.
To access the Modify Reference Types dialog:

1. From the EndNote menu, select Preferences.

2. Click the Reference Types option in the list of preferences.

3. Click the Modify Reference Types button and the Modify Reference Types dialog will open.
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EndNote can import references from hundreds of sources, each of which uses its own set of field names.
Once you have transferred references into EndNote, you will search for information by using the destination
EndNote generic field names, and not the original field names from the information provider. For example,
the PMID number, when importing data from PubMed, typically transfers into the Accession Number field in
EndNote. To search for a specific PMID in EndNote, search the Accession Number field.

Searching Fields and PDF Files

You can search all fields, the attached PDF files, and added PDF notes in your selected Reference List.

1.

2.

3.

4.

Select the Any Field + PDF with Notes option from the Field list.

Select an item from the Comparison list to indicate how the search term(s) should relate to the
search.

Enter the search term(s) that you want to locate.

Click the Search button.

The following rules apply when you select the PDF option or the Any Field + PDF with Notes from the Field

list.

By default, EndNote ignores capitalization when searching for text. For example, a search for the
term hospital also finds Hospital.

If you enter a phrase, EndNote retrieves references that contain the words you entered in any field or
in a PDF file. The words appear together if they are in any EndNote field or any PDF file. For
example the query, hospital care retrieves references containing the term "hospital care" in either a
field or a PDF file.

When using the Advanced Search panel, EndNote searches quotation marks (" ") as characters
when you select a specific field, the PDF option, or the Any Field + PDF with Notes option. For
example, the query “poured cold water” only retrieves references that contain the phrase showing
within a set of quotation marks somewhere in the reference, a linked PDF file, or within a Sticky
Note. The phrase without quotation marks would be ignored in Advanced Search.

Rules for Single Word Searching

When searching for a single word in any field using the Contains comparison operator, EndNote applies
both left- and right-hand truncation. For example, the term plant finds:

Plant

plant

plant classification
planter

"plant”

transplant
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Combining Search Lines with AND, OR, and
NOT Operators

You can combine search lines on the Search panel with the Boolean operators AND, OR, and NOT to
produce the following effects:

= AND finds references that match the preceding search line(s) and the following search line.
AND narrows search results.

Example: A search for parrot AND corvid finds only those references that mention both terms.

= OR finds references that match either the preceding search line(s) or following search term.
OR broadens the search.

Example: A search for parrot OR corvid finds all references that include either term.

= NOT finds all references containing the preceding term(s) and then omits references that contain the
subsequent term. NOT narrows search results.

Example: A search for parrot Not corvid finds all references including parrot, excluding any parrot
references that mentioned corvid.

You can use the Boolean operators (AND, OR and NOT) in sequence with as many as ten search lines to
build your search strategy.

A Strategy Tip for the AND, OR, and NOT Operators

Iltems in combination searches are executed from the top field to the bottom field of the Search panel. If you
will be mixing the AND, OR, and NOT operators in your search, you will generally get the best results by
following this strategy:

1. Use the OR operator first, to broaden the search.
2. Use the AND operator next, to narrow the search.

3. Use the NOT operator last, to exclude items from the search.

‘Any Field V‘ ‘Contains V‘ ‘parrot ‘
‘Or V‘ ‘Any Field V‘ ‘Contains V‘ ‘corvid ‘
‘And V‘ ‘Year V‘ ‘Contains V‘ ‘2008 ‘
‘Not V‘ ‘Any Field V‘ ‘Contains v‘ ‘bat ‘

For example, in the search strategy shown above, EndNote will try to find any reference in the Reference
List that contains either parrot or corvid in any field, but those references must also contain 2008 in the year
field, and cannot have the term bat in any field. In this search of the sample library, five references were
found.

Page 82 of 553




Clarivate EndNote 20 User Help Guide

However, with the search below twenty-three references were found. This was because instead of
broadening the search first with the OR operator, then narrowing (refining) it with the AND operator, this
search first narrowed the search with the AND operator and then broadened it with the OR operator,
producing poor results.

‘Year V‘ ‘Contains v‘ ‘2008 ‘
‘And v ‘ ‘Any Field V‘ ‘Contains V‘ ‘parrot ‘
‘Or v ‘ ‘Any Field V‘ ‘Contains v‘ ‘corvid ‘
‘Not v ‘ ‘Any Field V‘ ‘Contains v‘ ‘bat ‘

Using Comparison Operators

Comparison Operators

The "comparison operators" are used to indicate how the search term relates to the chosen field in that
search line. For example, if you have a search line that looks like this:

Field Comparison Operator Search Term

Title Contains parrot

You will be searching for references where the Title (the search field) contains (the comparison operator)
parrot (the search term).

The comparison operators function as follows:
= Contains: Finds all references where the search field includes the search term. The search term

includes both left and right truncation, so a search for "house" would find "house," "greenhouse," and
"household" anywhere in the field.

Note: Only the "Contains" comparison operator is available when searching online databases. The
following operators are available only for searching the EndNote library. Please note that some operators
may not work together with some options selected from the Field list.

= Is: finds all references in which the entire content of the search field is exactly the same as the
search term.

Note: This operator does not work in searches where you select the Any Field + PDF with
Notes option from the Field list.

» Is Less Than: finds all references in which the search term is less than the contents of the search
field.

= Is Less Than or Equal To: finds all references in which the search term is less than or identical to
the contents of the search field.

= Is Greater Than: finds all references in which the search term is greater than the contents of the
search field.
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Is Greater Than or Equal To: finds all references in which the search term is greater than or
identical to the contents of the search field.

Note: For all of the Greater Than and Less Than comparisons, the comparison is either numerical
or alphabetical based on the nature of the term. When the fields have both numbers and letters,
numbers are considered less than letters, and empty fields are ignored.

Field Begins With: finds all references in which the search term is found at the beginning of the
selected field (also referred to as right field truncation). The search term can be a partial word, a full
word, or several words, and will be compared to the initial text in the field. If you enter more than a
single word, remember that punctuation and spaces are significant, so you must enter exactly what
is found in the reference.

Note: This operator does not work in searches where you select the Any Field + PDF with
Notes option from the Field list.

Field Ends With: finds all references in which the search term is found at the end of the field (also
referred to as left field truncation). The search term can be a partial word, a full word, or several
words, and will be compared to the ending text in the field. If you enter more than a single word,
remember that punctuation and spaces are significant, so you must enter exactly what is found at the
end of the field.

Note: This operator does not work in searches where you select the Any Field + PDF with
Notes option from the Field list.

Word Begins With: finds all references in which the search term is found at the beginning of a word
anywhere in the field (also referred to as right word truncation). Punctuation and spaces are ignored.
This can help you find words that start with the same root. For example, searching for a word that
begins with "land," would also find "landing" and "landfill," but not "Iceland" or "island."

Note: The Field begins with, Field ends with, and Word begins with comparisons all treat Author fields like
any other field. There is no manipulation of surnames and first names; EndNote looks at the literal string
of text in the field.
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Examples of Comparison Operators in Searches

Comparison | Search
Field Operator Term EndNote Finds
Year Is greater than | 2020 all references published after 2020
Year Is less than 2020 all references published before 2020
Is greater than
Year or equal to 2015 references published during or after 2015
Title Is less than A all references where titles start with a number
all references with authors whose last names
begin with A, B, or a number; this would not
Is less than match a name such as "Carter," as "Ca is
Author or equal to C greater than C
Is greater than all references with authors whose last names
Author or equal to S begin with S-Z
Title Contains bird all references with "bird" in the title
all references with "bird" as the exact title,
Title Is bird "birding" or "birdlike" would not be found
Abstract Is all references with no abstract (empty field)
all references where titles start with "bird"
Field begins including "birding," and "birdlike behavior," but
Title with bird not "Once a bird"
all references where abstracts end with "bird,"
Field ends which would include "a single bird," but not
Abstract with bird "two birds" or "birding"
all references where any field includes a word
that begins with "house," which would include
Word begins text such as "U.S. House of Representatives"”
Any field with house and "household," but not "greenhouse"

Search Command Tips

Canceling Searches

Pressing Esc cancels a search in progress.

Finding Tabs and Carriage Returns

For special search items, such as tab or paragraph break characters, try copying and pasting them from
TextEdit. Copying from TextEdit assures special characters will be copied without extra formatting.
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Searching for Numbers

When you search for a number, EndNote looks for that exact text string in your reference text. For example,
a search on "Any Field" which "Contains" the search text "0025" will match the numbers 00025 and 0025,
but it will not match 25.

There is an exception for record numbers. Record numbers, which are assigned by EndNote, cannot include
leading zeros. When you search Any Field for a number, EndNote looks for an exact match in all text fields;
however, leading zeros are stripped from your search text before comparing it to record numbers. Only an

exact match of a record number will be returned. So, a search of the Record Number field for "0025" will
match record number 25. It will not match record number 250.

Author Fields

The field names in the Field list are EndNote’s "Generic" field names, which means that Author represents
Reporter, Editor, Artist, or any other variations of the Author field used in the different reference types.

If you wish to search for author initials, make sure to include a space between the first and second initial.
For example:

Smith, J P

If you do not include a space between initials, EndNote will assume that JP is a complete first name.

The Year Field

When searching in the Year field, a search for "1994" retrieves only references published in 1994, where as
a search for "94" retrieves references from the 1940s and 1994.

Finding Empty Fields

EndNote can search for empty fields. Select the desired field from the Field list, select "Is" as the

comparison operator, and leave the search term blank. Click Search and EndNote finds references in which
the chosen field is blank.

Finding File Attachments

You can easily search for a specific file attachment by name. Search for:

| | File Attachments | Contains | [name of the file] |

To search for all references that include file attachments, enter these two search lines:

Record Number Is greater than or equal to 1
NOT File Attachments Is [blank]

The first line ensures that all references are searched and gives EndNote something to apply the NOT
command against, and the second line looks for references in which the File Attachments field is not blank.
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Note: Another easy way to see references with file attachments is to click on the paper clip header in the
Library window to sort those references at the top of the list of references.

Setting and Restoring Defaults for the Advanced Search
Panel

Use the Search Options drop-down and select Set Default to save the current configuration of the Search
panel as your default. The default configuration will appear whenever you first display the Advanced Search
panel.

The layout of the window (such as the number of search lines) is saved, as are all of the operators and field
names. The search terms are not saved.

Use the Search Options drop-down and select Restore Default to clear out all of the search terms currently
entered in the Search panel, and reset all of the settings back to the default configuration.

Saving Search Strategies

The Save Search and Load Search commands on the Search Options drop-down menu allow you to
save the settings currently on the Search panel and recall them for later use. Most of the options on the
Search panel are saved, including the search terms; however, the target of the search (the EndNote library
or online database) is not saved.

To save a search:

1. Configure the Search panel.

2. From the Search Options drop-down select Save Search.

3. Adialog appears, prompting you to name the search strategy. Enter the name and click Save. The
search files are saved by default in the //Application Support/EndNote/Searches folder. You may
save them elsewhere if you prefer, but EndNote will open to this Searches folder when you choose to
Load a saved search. EndNote adds .enq as the file name extension for saved searches.

To load a saved search:
1. On the Search panel, from the Search Options drop-down select Load Search.

2. In the dialog that appears, select the search strategy that you would like to use, and click Open.

3. The contents and settings of the Search window change to reflect the saved search. Click Search to
initiate the search.

Saved searches are especially useful if you use EndNote's connection files to search online databases.
When saving search strategies for online databases, it is helpful to include an abbreviation of the online
database name the search is intended for in the file name. See How to Search an Online Database for
information on using connection files.

You can save the search results (the set of matching references) as a group. You can use saved search
strategies to set up Smart Groups. Smart groups are updated as you add references to your library. Or, you
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can save specific results to Custom Groups. Custom groups are not updated as you add references to your
library.

Finding Text in a Single Reference

When you have a reference that contains a significant amount of text, such as long abstracts or notes, it can
get hard to find things.

To jump to specific text within a reference, use the Find Text command in the Edit panel.
1. Select the reference to search in the Reference List.
2. Select the Edit panel.
3. Click the Find Text button (the magnifying glass) to open the Find Text dialog.
4. Enter the search term and press the Return key.

EndNote will jump to the first occurrence of the text and highlight all occurrences of the text within the
reference.

Finding Duplicate References

In order to help locate duplicate references, EndNote offers a Find Duplicates command. This command
searches the references that are currently showing in the Library window to identify duplicates. Duplicates
are determined based on the duplicate criteria specified in preferences. See Duplicates Preferences.
To find all of the duplicate references in a library:

1. With the library open, click on the All References group to show all references.

2. From the Library menu, select Find Duplicates.

EndNote will display a Find Duplicates dialog where you can compare duplicates and decide which
version to keep and which to delete.

Differences between reference fields are shown with blue highlighting. In addition, EndNote takes
you to the first reference field in which there is dissimilar content between the two duplicate
references. Scroll through the list to see which fields contain duplicate content and which contain
dissimilar content.

3. For each set of duplicates, you have the option to:

= Click Keep This Record to save that particular reference and throw the other one in the Trash.

= Click Skip to leave both references in the library, intact. They will appear in a temporary
Duplicate References group, so you can review them later.

= Click Cancel bypasses the side-by-side comparison process. All duplicates will appear in a
temporary Duplicate References group if you wish to review them.

The older (first entered) reference will always appear in the left column in the Find Duplicates dialog.
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Warning: Before selecting Keep This Record, which will delete the duplicate, check the record numbers
to be sure that you are not deleting a reference already cited in a paper.

By default, references are considered duplicates if they have the same reference type (such as Journal
Article or Book), and the Author, Year, and Title fields are identical. The criteria for detecting duplicates can
be changed using the Duplicates Preferences settings in EndNote’s Preferences dialog.

References that appear identical may not show up as duplicates if the information in the fields EndNote
checks is slightly different or if the reference types are different. When trying to determine how references
differ, it is helpful to know exactly how EndNote compares them.

Author: Compares last name and first initials (even if the first or middle name are written in full).
Capitalization is not important.

Year: Compared exactly as entered.

Title: Leading articles A, An, or The are ignored, but punctuation is included. Capitalization is not important.
Reference Type: Compared exactly as entered.

When there are no more sets of duplicates to compare, the Find Duplicates dialog closes. The Duplicate
References group is refreshed, the Trash group contains the unwanted duplicate references, and all other

groups are updated appropriately. The Duplicate References group is empty unless at least one set of
duplicates was skipped or the Duplicate References operation was cancelled.
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Groups and Group Sets

Groups make it easy to break a large library into subsets for later viewing. A group points to a subset of
references that already exist in the library.

You can further organize your references by storing multiple groups in group sets.

You can have up to 5,000 groups and 5,000 group sets in a library.

The Groups and Group Sets Panel

The left panel of the Library window displays the groups and group sets available in your library.

To display a group of references in the Reference List panel, click the group name.

The Types of Groups in EndNote

There are several types of groups to organize your references in EndNote. The first section of groups are
automatically generated, and include both permanent groups and temporary groups.

Automatically Generated Groups

Permanent Groups include the All References, Sync Status, Unfiled, and Trash groups. These are groups
that will always appear in your library, which you cannot remove or rename.

= All References displays every reference in the library.

= Sync Status is not really a group. The Sync Status button allows you to open the Sync Status dialog
to review information about the EndNote library that you selected to synchronize with your EndNote
account.

= Unfiled displays those references that are not part of a custom group (and, optionally, of a smart
group).

= Trash is a holding place for references you have removed from the library but have not yet
permanently discarded.

Temporary Groups include the Retractions, Sync Conflicts, Copied References, Duplicate References,
Imported References, and Recently Added groups. These are groups that will sometimes appear in your
library, which you cannot remove or rename. These temporary groups may be replaced as you use
commands in EndNote, and are always deleted when you close a library. (Only the groups are deleted; the
references remain in the library.)

= Retractions displays articles in the library which have been retracted. It works with Retraction Watch
to check for new retractions and provide information on the reason for the retraction.

= Sync Conflicts contains all of the references for which EndNote has identified a conflict between an
EndNote reference and an EndNote online reference.
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Copied References contains the references last copied to your library using the References > Copy
References To command.

Imported References contains the references last imported using the File > Import command.

Recently Added is built into each library (shared, unshared, syncing and unsyncing). This group
allows users to see the latest references added. The group is handled on a library-by-library basis
and is not built into global preferences so that it can be set to display the last 24 hours in one library
and last 30 days in another.

Manually Created Groups

Custom groups, smart groups, and combination groups are user defined. You can create up to 5,000 user-
defined groups and organize them in group sets.

Custom Groups are manually created by the user to help organize the library; you can drag-and-
drop to copy individual references into a custom group. Custom groups are updated only when you
specifically add or remove references. Custom Groups are listed alphabetically.

Smart Groups use search criteria to dynamically update groups as existing references are edited or
new references are added to the library.

Combination Groups allow you to better organize your EndNote references. Combine groups and
use AND, OR, and NOT to create new, useful smart groups based on other groups. Save references
in groups and then save sets of groups in group sets. You can collect both custom groups and smart
groups within the same combination group set.

Online Search groups allow you to easily initiate a search of a favorite online database and quickly
view the latest download.

Find Full Text groups are temporary, and appear only when you use the Find Full Text command.

Group Sets

Group sets are indicated by group set headings in the Groups panel. Some group sets are automatic and
cannot be removed or renamed. These include Find Full Text, Groups Shared by Others, Online Search,
and more. A new library begins with one group set you can rename: My Groups. Group sets can contain any
combination of custom groups and smart groups, as described below.

Expand a group set by clicking the expand arrow.

Collapse a group set by clicking the collapse arrow.

Click and drag a group set heading to move the group set to a new location.

For more information about group sets, see Group Sets.

Find Full Text

The Find Full Text group set lists temporary groups that appear when you select Find Full Text from the
References menu. The groups remain for the current session, but disappear when you close the library.
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= Searching...: This group displays the current set of references for which EndNote is attempting to
find the full text file of each referenced work. When the full text search is completed, this group is
deleted. Those references for which the full text was found are displayed in a Found PDF group.

= Found PDF: This group displays the set of references for which EndNote inserted the PDF file of the
referenced work as an attachment. These references display a paper clip icon in the File
Attachments column of the reference list. If a URL is also found, it is added to the reference, but the
reference is not included in the Found URL group.

= Found URL: This group displays references that EndNote was unable to download the full text for,
but for which it found a link that appears to allow access to a copy of the PDF. That link is added to
the URL field of the reference.

= Not Found: This group displays the set of references for which EndNote could not identify a full text
PDF file. These are only from the set of references searched with the Find Full Text command during
this session of working in the EndNote library.

For more information about Find Full Text, see Finding Full Text for a Reference and How to Find and
Retrieve Full Text.

Groups Shared by Others

Groups that others have shared with you through EndNote online will appear here. See About Shared
Libraries for information on sharing libraries.

Online Search

The Online Search group set in the Groups panel lists your "favorite" connection files for online searching.
When you click on one of these connection file names, The Advanced Search Panel becomes active and
you are connected to the selected online service in order to begin searching. You can add or remove
connection files from this group using The Connection Manager. For more information about online
searching, see How to Search an Online Database.

Custom Groups

Custom groups are perfect for when you want to build a group of references that are not easily found by
index term or other common text. You can browse through your reference list and drag individual references
to a custom group.

Create group sets in order to organize your custom groups and smart groups. See Group Sets.

Custom groups and smart groups are listed alphabetically within each group set.

Creating a Custom Group

You have options for creating a custom group. You can select references and then add them to a new group
or you can create an empty group and then add references to it.
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A group name can be up to 255 characters in length, but shorter names will show better in the Groups
panel. There are no restrictions on the characters you can use in a group name. Although it is possible to
give two different groups the same name, this may cause some confusion if you work in EndNote online
because no group sets appear online to organize custom groups under.

You are limited to 5,000 total custom, smart, and combination groups per library. Once you reach that limit,
you must delete a group before you can add a new one.

Create an Empty Custom Group from the Groups Menu

1. Select the group set you want to create the new group under. If you do not select a group set, the
new group will be created under the top level My Groups heading.

2. Select Create Group from the Groups menu.
3. Give the new group a name and press Return.

4. Add references to the new group. See Adding References to a Custom Group.

Create an Empty Custom Group under a Group Set
1. Control+click on a group set.
2. Select Create Group from the list.
3. Give the new group a name and press Return.

4. Add references to the new group. See Adding References to a Custom Group.

Create a Custom Group from a Selected Set of References

1. Select references in the Reference List. If the references are selected from a group set, the new
group will be added to that group set, if they are selected from All References, the new group will be
added to the first group set in the library.

2. From the Groups menu select Add References To > Create Custom Group.

3. Anew custom group with the name New Group will appear.

4. Control+click on the new group and select Rename Group from the list.

5. Enter the new name and press Return.

6. Drag the new group to the group set you want it in.

Adding References to a Custom Group

You can add references to a new or existing custom group at any time. You do not have to worry about
copying the same reference to a group more than once; EndNote will not allow duplicates (based on
EndNote record numbers, which are unique to each library).

To add references to a group:
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1. First, select the references you want to add to the group. You can do this in many ways, for example:
= Click on an individual reference to select it.

= Display a list of references (such as search results), click in the list of references, and then go
to the Edit menu and choose Select All.

= Hold down the Shift key and click on two references to select a range of contiguous references.
= Hold down the Command (88) key and click on individual references to select them.
2. Add the selected references to a group. Several methods are available:

= Drag and drop the selected references onto an existing custom group name in the left panel of
the Library window.

= From the Groups menu, select Add References To and then select either the name of an
existing custom group (or select Create Group to create a new custom group).

= Control+click on the selected reference or selected list of references to display a menu, select

Add References To, and then select either the name of an existing custom group, or
select Create Group to create a new custom group.

How to Know Which References Are not Included in Any Custom Groups

The automatic Unfiled group includes references that do not appear in any custom groups.
The Unfiled group may or may not include references that are part of a smart group. Control+click on Unfiled

to display a context sensitive menu and toggle the setting to Exclude Smart Groups in Unfiled or Include
Smart Groups in Unfiled.

Removing References from a Custom Group

You can remove references from any of your custom groups. The references will still be in your library and
appear under All References—they just will not appear in that particular custom group.

To remove references from a custom group:

1. Inthe left Groups panel of the Library window, click on the name of the group.

2. In the reference list, select the reference(s) you want to remove. You can select multiple references:
= Hold down the Shift key and click on two references to select a range of contiguous references.
= Hold down the Command (88) key and click on individual references to select them.

3. Select the Remove References from Group command in one of these ways:
= Press the Delete key on your keyboard.
= From the Groups menu, select Remove References from Group.

Remember that the selected references are only removed from this group. They still exist in All References
and possibly in other groups.
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If you really want to delete the references from your library, see Deleting References from a Group.

Notes: When you delete a record from a smart group, EndNote also deletes the record from All
References without warning. To restore the reference, go to Trash and select the reference, then
Control+click to bring up a menu. Select Restore to Library and EndNote returns the reference to the
smart group.

If you delete a reference that is in a custom group, then restore it to the library, the reference's association
with the custom group will not be restored. You will need to add it to the custom group again.

Smart Groups

Smart groups are built with search strategies. Smart groups are dynamically updated as you add references
to and edit references in the library.

You can create group sets in order to further organize your smart groups and custom groups. See Group
Sets.

Creating a Smart Group

Smart groups are built with search strategies and are dynamically updated as you add references to and
edit references in the library.

Note: You cannot create a smart group when an Online Search group is displayed.

To create a smart group:
1. Display the set of references that you would like to search. This would typically be All References.
2. From the Groups menu, select Create Smart Group... An advanced search dialog appears.
3. Enter a name for the group, then your search strategy, and then click Create.

The Smart Group search dialog works the same as the Advanced Search panel. If you need more
information about how to use the Search dialog, see Searching EndNote References.

The new smart group will be added to the current group set. If you are searching all references, it will be in
the top-most group set. You can drag-and-drop the new smart group to any group set.

Creating a Smart Group from an Existing Search Strategy

You may have already created, and possibly saved, a search strategy to find a subset of references. Rather
than run the search again each time you enter and edit references, you can use the existing search strategy
to create a smart group.

To create a smart group from a search strategy:

1. Select a group, or select All References to display all references in the library.

2. Navigate to The Advanced Search Panel.
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5.

Create your search strategy or, if you have saved a search strategy, select Load Search from the
Search Options drop-down.

If loading a saved search, locate, select, and open the search strategy to load it into the Advanced
Search panel.

From the Search Options drop-down, select Convert to Smart Group.

A smart group named Converted Search is created and stored in the current group set. If you searched all
references, the Converted Search group will appear in the first group set.You can drag-and-drop the smart
group to any group set.

To rename the Converted Group, see Renaming a Group.

The smart group will be updated with matching references each time you save a reference.

Editing a Smart Group

You may have created a smart group only to find that you need to tweak the search strategy for the group.

To edit a smart group:

1.

2.

Select the smart group name in the Groups panel.

From the Groups menu, select Edit Group to display the smart group search dialog, or Control+click
on the smart group and select Edit Group from the list. The current search strategy is displayed.

Modify the search strategy as needed, and click Save. (If you need more information about how to
use the Search dialog, see Searching EndNote References.)

The smart group updates based on the new search strategy.

Combination Groups

Combine custom and smart groups under a single group to better organize your EndNote references. Use
AND, OR, and NOT logic to create new, useful combination groups.

Creating a Combination Group

To create a combination group:

1.

2.

From the Groups panel, select Create from Groups... to display the Create from Groups dialog.
Enter a name for the combination group.

In the fields under the Include References In heading, select up to 10 custom and/or smart groups to
use as your search criteria.

Use AND, OR, NOT to include or exclude custom and/or smart groups in your combination group.
(See A Strategy Tip for the AND, OR, and NOT Operators.)
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5.

You can also use the Add (+) and Remove (-) buttons to manage which groups you want to include
in and/or remove from your combination group set.

You are limited to 5,000 custom, smart, and combination groups per library. Once you reach that limit, you
must delete a group before you can add a new one.

‘ Note: You cannot include group sets in a combination group.

Editing a Combination Group

To edit a combination group:

1.

2.

Select the group that you want to edit.

From the Groups menu, select Edit Group to display the Create from Groups dialog, or Control+click
on the combination group and select Edit Group.

Enter a new name for the group (optional).

Use AND, OR, and NOT to include or exclude custom and/or smart groups in your combined group
set (optional). (See A Strategy Tip for the AND, OR, and NOT Operators.)

You can also use the Add (+) and Remove (-) buttons to manage which groups you want to include
in and/or remove from your combined group set.

Click Save to save your changes.

Deleting a Combination Group

To delete a combination group:

1.

2.

Select the group that you want to delete.

From the Groups menu, select Delete Group to display a dialog, or Control+click on the
combination group and select Delete Group.

In the confirmation dialog, select Delete to delete the group or Cancel to cancel and keep the group.

Group Sets

To help organize your groups, you can create up to 5,000 group sets. Group sets can contain any
combination of custom groups, smart groups, and combination groups.

Use the Expand or Collapse icons next to a group set header to expand or collapse the list of groups found
in that group set.

Expand a group set by clicking the expand arrow.

Collapse a group set by clicking the collapse arrow.
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When the list is collapsed, the number next to the group set header reflects the total number of references
found in each group set. This number could include duplicates (references that are included in more than
one group).

Some group sets are automatic and cannot be removed or renamed. These include Online Search and Find
Full Text.

Creating a Group Set

A new library begins with a single editable group set titled My Groups. However, you can create up to 5,000
group sets in your EndNote library.

To create a group set:

1. From the Groups menu, select Create Group Set.

2. Enter a name for the new group set and press Return.
When you first create a group set, there are no groups listed below the heading. You can drag groups to
move them from other group sets to the new group set or you can create new custom groups, smart groups,

and combination groups under the new group set.

Selecting a group set shows all the references from the various custom groups, smart groups, and
combination groups under the set.

Moving a Group Set

To move a group set in the Groups panel, click on the group set heading, hold down the mouse button, and
drag and drop the group heading to its new position in the Groups panel. The new position will be
remembered each time you start EndNote.

You can change the position of any group set, including Online Search and Find Full Text.

Deleting a Group Set

Are you sure you want to delete that group set? When you delete a group set, all of the groups within that
set are also deleted! The references are not deleted; they still reside in your library.

To delete a group set:

1. From the Groups menu, select Delete Group Set, or Control+click on a group set, then select Delete
Group Set from the list.

2. A confirmation dialog will appear. Select Delete if you want to delete the group set and all groups
within it, or select Cancel if you do not want to delete the group set and the groups within it.

You cannot delete any of the permanent group sets, such as Online Search or Find Full Text.

You also cannot delete the last group set left in a library. Each library must have at least one group set as a
place to store new custom groups, smart groups, or combination groups.
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Managing Groups

Renaming a Group

To rename a group:
1. Select the group in the Groups panel.
2. Select the Rename Group command in one of these ways:
= From the Groups menu, select Rename Group.
= Control+click on the group name to display a menu, and select Rename Group.

You cannot rename the automatically created groups: All References, Duplicate References, Imported
References, Search Results, Unfiled, Trash, Find Full Text, etc..

Renaming a Group Set

To rename a group set:
1. Select the group set in the Groups panel.
2. Select the Rename Group Set command in one of these ways:
= From the Groups menu, select Rename Group Set.
= Control+click on the group set name to display a menu, and select Rename Group Set.
Renaming does not affect the groups found in the set. Your groups will remain intact.

You cannot rename the permanent group sets: Online Search, Groups Shared by Others, or Find Full Text.

Deleting a Group

When you delete a group, the group is deleted but the references themselves are still part of the library.
Temporary groups are always removed when you close the library.

When you delete an Online Search group, it does not mean that you can no longer search that online
database. You have not deleted the connection file, but you have removed it as a favorite. You can go to
Tools > Connection Files > Open Connection Manager to add it as a favorite again. To use a connection file
without making it a favorite, select Tools > Online Search and select the connection file you want from the
list. (If you do not see the connection file you want in the list, see Installing Additional Connection Files.)

To delete a group:

1. Select the group you want to delete.

2. Select the Delete Group command in one of these ways:
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= From the Groups menu, select Delete Group.
= Control+click on the group name to display a context-sensitive menu, and select Delete Group.

In the confirmation dialog, select Delete to delete the group or Cancel to cancel and keep the group.

Note: If the group you are trying to delete is used in a combination group, you will receive a warning to
that effect, asking if you still want to delete the group.

The group is deleted from the library, but the references that were in the group are still part of the library.

Deleting References from a Group

When you delete a reference from a group, it is moved to the Trash and is deleted from all groups in your
library.

If you want to remove the reference from a custom group without deleting it from your library, see Removing
References from a Custom Group.

To delete a reference from your library:
1. Select the reference(s) to delete in the Reference List.

2. Select Move References to Trash from the References menu, or drag the selected references to the
Trash group.

The references are now moved to the Trash group. The Trash group is a temporary holding place.
The references are no longer in your library and cannot be cited or searched, but they have not yet
been irrevocably discarded. If you change your mind, you can still drag a reference from the Trash
back to the All References group to bring it back into the library, but any associations to custom
groups it belonged to will be lost. It will need to be added to any custom groups manually.

3. When you are absolutely certain that you no longer want the reference(s) you have moved to the

Trash, select the Trash group and then go to the References menu and select Delete Trash
References.

Recently Added Groups

The Recently Added Group is built into each library (shared, unshared, syncing, and unsyncing) to
allow users to see the latest references added.

The Recently Added Group displays above the Unfiled Group.
Control+click on the Recently Added Group to select the time frame for the references shown.
The time frame choices are:

* In the last 24 hours

= |nthelast 7 days

= In the last 14 days
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= |nthe last 30 days
The Added to Library time/date stamp is used to determine when the reference was added to the library.

The group is handled on a library-by-library basis and is not built into global preferences, so it can be set to
display the last 24 hours in one library and last 30 days in another.

The Lost & Found Group Set

The Lost & Found group set has special properties. Chances are that you will never see this group set. It
appears only when some combination of events has caused a group to be separated from the group set it
belongs to. This is incredibly rare.

The Lost & Found group set is a temporary holding place. You cannot add any groups to this set, rename
them, or search them. The only thing that you can do is drag a group from this set to another group set.

Once you do that, all functionality returns to the group. Once you have moved all groups from the Lost &
Found group set, the Lost & Found group set is removed.

Sharing Groups

EndNote allows you to share an entire EndNote Library with colleagues, but sometimes you might not want
to share your whole library. Sometimes you just want to share a set of references within your library. For
this, use the EndNote Shared Groups feature.

EndNote allows you to share custom groups within your library with up to 1,000 other EndNote desktop or
EndNote online users per group, and to have others share their custom groups with you. Smart groups and
combination groups are not available in EndNote online, so they cannot be shared.

Before you can share groups, you will first need to sync your library to your EndNote account. Only groups
from your synced library can be shared. See The Sync Feature for more information.

Sharing a Custom Group

To share a group with a colleague:
1. Select the custom group in EndNote.
2. Select Share Group from the Groups menu.

3. Enter the email address (or addresses, separated by commas) of the people that you would like to
invite in the email box. You must use the email address they are using for their EndNote account.

4. For each invitee, use the drop-down box to select the desired access level: Read & Write or Read
Only. These can be edited later in the Sharing with list, if needed. If access rights are changed later,
they will receive a notice.

5. Enter an optional message to be sent to the above email address(es).

6. Click the Invite button.

7. The icon by your custom group will change to show that it is now being shared. (This may not show
until the next time you open EndNote.)
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Your colleague will receive an email telling them a group has been shared with them. When they next open
their synced EndNote library, they will see your group listed under the Groups Shared by Others group set.
Clicking on this group will send them to their EndNote online library, where they can find the group listed
under their online Groups Shared by Others heading. They can access the references online and use them
in their word-processing documents using Cite While You Write's EndNote Online option.

Colleagues do not need to be using EndNote on the desktop to share a group with them. Groups can also
be shared with colleagues using the free version of EndNote online.

Note: Attachments are not shared when sharing a group.

Removing Someone from a Shared Group or Changing Their Permissions

To remove someone from a shared group or change their permissions:

1.

2.

5.

Select the custom group in EndNote.

Select Share Group from the Groups menu.

Click the Settings (the Gear icon) button to the right of a person's name.
Select from the following options:

= Remove: This will remove them from your shared group. They will no longer have access to
your references.

= Remind: This will allow you to remind people they have access to your shared group.
= Read Only: If their current permission level is Read & Write, this will change it to Read Only.
= Read & Write: If their current permission level is Read Only, this will change it to Read & Write.

Make your changes and click the Close button.

Important Points about Groups

Keep these points in mind as you work with groups:

You can create up to 5,000 custom groups, smart groups, and combination groups (5,000 combined)
in a single library.

You can create a maximum of 5,000 group sets in a single library.
You can add a reference to a particular group only once (based on the unique record number). A
single reference will never appear more than once in a particular group. However, you can add that

reference to any number of groups.

When you are viewing a group of references with selected references, and then switch to viewing All
References, the references are selected in the All References group until you deselect them.

You can drag references from one library directly into a custom group in another open library. The
references are copied to the second library and into the target custom group.
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= Deleting a reference from any group deletes it from the library. If you want to remove a
reference from a custom group, but not delete it from the library, see Removing References from a
Custom Group. (You cannot remove a reference from a smart group because the contents of the
group are based on search results.)

= Once you move a reference to the Trash group, it is no longer officially in your library (it will not
appear in any other group or reference list, it is not included in your reference count, and it cannot be
searched or cited). However, until you select Delete Trash References from the References menu,
you can still drag the reference from the Trash group back to your active library.
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Term Lists

Term lists help you automate data entry for the Author, Journals, and Keywords fields. They can maintain
lists of all the authors and keywords that have been used in your library. The Journals term list can improve
the consistency of how journal names are formatted in your bibliographies.

You can also create your own term lists to automate other fields. For example, if you enter book references
manually a lot, you could add a term list for the Publisher field.

Introduction to Term Lists

EndNote’s term lists are used to store terms such as keywords, author names, or journal names. You can
use these stored terms when entering references to improve consistency and accuracy of information in
your library. You can also use the Journals term list to store abbreviated journal names that EndNote can
substitute for the full journal name in a bibliography, or to substitute the full name for an abbreviation.

To get a general sense of how the term lists work, here’s a brief overview of how term lists can be built and
used for someone with a new EndNote library. With the default term list settings in the preferences, updating
of terms and auto-completion happen automatically. If you do not like this behavior, you may turn off these
settings (see Term Lists Preferences).

Term Lists are Automatically Maintained

When you create a new EndNote library, there are three empty term lists already set up and ready for you to
use: Authors, Journals, and Keywords. As you enter new references into your library (whether by typing,
importing, or pasting them) EndNote updates the term lists automatically so that the Authors, Journals, and
Keywords lists include all of the author names, journal names, and keywords entered into your references.

Term Lists Help with Data Entry

When you use the New Reference command in the References menu to create new references, you will
notice two other features associated with the term lists. As you begin entering an author name, EndNote
attempts to complete the name for you by suggesting the closest matching name in the Authors term list. If
you enter a new name that is not already in your Author list, the name appears in red text to indicate that it
is a new addition to the term list. When you save the reference, that new term is added to the list.

When you are searching for references, you can also open a term list to pick the exact term or name for
which to search.

Term Lists: Associating Additional Fields

= Journals Term List: By default, the installed Journal term list is linked to the Journal Article
reference type. This list allows EndNote to substitute abbreviations for full journal names, or full
names for abbreviations, in bibliographies. See The Journals Term List for more information.

= Authors Term List: There are several fields associated with the Authors term list. They include the
Primary Author, Secondary Author, Tertiary Author, Subsidiary Author, and Translated Author fields.
You can associate additional fields to the Author term list if you require them.
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Keywords Term List: This term list is associated with the Keywords field in an EndNote reference.
You can associate additional fields with the Keyword term list if you require them.

Important Points About Term Lists

The following list includes useful information about term lists.

Term lists are stored with the library and therefore are specific to only that library.
A library must be open before you can edit its term lists.

If you enter many references manually, you may find it helpful to create new term lists for things like
publisher and city names. Up to 31 term lists can be created for any library.

There is no limit to the number of terms in a term list.

Each term can be up to 253 characters long.

Terms can be copied from one list and pasted into another.

Entire term lists can be exported and imported.

By default, term lists are automatically updated from the terms entered in your references. New
terms appear in red text in the Reference window. This functionality may be turned off using

EndNote’s Preferences.

Term lists can be "linked" to specific fields so that EndNote associates the correct term list with the
field you are editing.

Term lists can be used with the "Auto-entry" feature on or off. By default, this option is turned on so
that EndNote will suggest the closest matching term as you type in a reference.

The Journals term list stores various forms of journal names that can be used when creating
bibliographies. EndNote provides fourteen Journals lists (including Humanities, Medical, and
Chemistry) that can be imported for use with your EndNote libraries. Look in the //EndNote 20/Terms
folder.

By default, the installed Journal term list is linked to the Journal Article reference type.
There are several fields associated with the Authors term list. They include the Primary Author,
Secondary Author, Tertiary Author, Subsidiary Author, and Translated Author fields. You can

associate additional fields to the Author term list if you require them.

The Keywords term list is associated with the Keywords field in an EndNote reference. You can
associate additional fields with the Keyword term list if you require them.
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Adding Terms to a Term List

Automatic Updating of Term Lists

By default, EndNote automatically updates the term lists in a library so they stay current with the data that
has been entered into the references. If you enter a term into a reference, and that term is not in the
associated term list already, the term appears in red text to alert you that you have entered a new term. This
can help you to maintain a controlled vocabulary for keywords and other terms.

You can turn off automatic updating of term lists if you do not want to use the term lists at all. You can also
turn this option off and manually enter terms into your lists as described in the following sections. For
example, you can manually enter all of the terms you plan to use into a term list before entering references
into the library. This can be extremely helpful when you have someone else entering data for you and you
want a specific vocabulary used for keywords or other terms. As references are entered into the EndNote
library, the term lists can speed data entry, and if a red term appears, the person doing data entry knows
that they have entered something that was not intended to be a valid term for that field.

Turning Off the Automatic Updating of Term Lists
1. From the EndNote menu, select Preferences.

2. Select the Term Lists panel.

3. Click the checkboxes for Update lists when importing or pasting references and Update lists during
data entry to remove the check mark. The feature will be turned off.

Delimiters

EndNote has predefined term lists for authors, keywords, and journals. When you enter multiple terms into
those fields and EndNote updates the term list, it needs to know when one term ends and the next term
begins. We call the punctuation that separates the terms "delimiters."

The following information applies when entering data into EndNote manually. For the Author fields, author
names must always be entered one name per line. Carriage returns (end of line marks) are the only valid
delimiter for this field. Journals normally have just one journal name per reference in this field, so delimiters
are not needed here. Keywords are the most complex of the three. By default, EndNote uses carriage

returns (end of line marks), semicolons, and backslashes (\) as delimiters for the Keywords field. If you
would like to use other delimiters, see Delimiters Used for Separating Terms.

Using the New Term Command

To manually add terms to a term list:
1. From the Library menu, select Open Term Lists and select the term list that you want to modify.
2. On the Terms tab, click New Term.

3. Enter the term and click Save Term to add it to the list. You can then replace the text in the dialog
with a new term and again click Save Term to save the new term to the list.
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4. When you have entered your last new term, click OK to add it to the list and close the New
Term dialog.

5. Click Close to dismiss the Terms List dialog.
If you are entering terms into the Journals term list, you will have options to enter different forms of the

journal name. See Important Points About Entering Journal Names for more information about using the
Journal lists.

Note: The Save Term (or Save Journal) button is unavailable (dim) if the new term already exists in the
term list.

Manually Updating Term Lists

To create a term list automatically from words already in your library, use the Update List button on the Term
Lists dialog. This is useful if you have turned off the preference to automatically update your term lists, or if
you have received a library from a colleague without a term list, or if you have deleted a term list and wish to
recreate it.

The Update List command can apply to just a group or set of search results, or use the All References
group to apply it to the whole library.

Important Points about the Update List Command

= Update List does not change the terms in your references; it only adds new terms from your
references into the term list.

= Update List does not add duplicate terms to a list.

= Update List removes leading and trailing spaces, but does not change punctuation.

= For Update List to update the Journals term list with both a full name and abbreviation, the full name
must be entered in the Journal field and a consistent abbreviation must be entered in the Alternate
Journal field. See Journal Names and Updating a Journal List for more information on the special

needs of the Journals term list.

= Update List does not automatically link fields to a term list. For easy data entry, you can link a single
term list to any number of fields. See Linking Term Lists to Fields.

To update a term list:
(If you are updating the Journals list, see Updating a Journal List.)

1. Select a group to update the terms list from, do a search to create the set of references to update
from, or manually select a set of references to update from.

2. From the Library menu, select Define Term Lists... and then select the term list that you would like to
update.

3. Click Update List.
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4. The currently linked fields are listed in the dialog as the fields from which EndNote gathers new
terms. If necessary, remove a field from this list by selecting it and clicking Remove Field; or add a
new field by selecting it from the Add Field list. Adding or removing field names from this list does not
affect the links between fields and term lists.

The Generic field names are used in this dialog. See the List of Reference Types to find the
corresponding field names for the fields of various reference types.

5. To update a term list from only the currently selected references in your library, select the Update
Terms From Selected References option.

6. Click Update to begin the updating process. When finished, EndNote displays the number of terms
added to the list. Click OK and the process is complete.

Note: Pressing Esc stops the update process, but all terms added up to that point are kept in the term list.

Delimiters Used for Separating Terms

The text used to separate the terms in a particular field is determined by the "Delimiter" settings on the Lists
tab of the Term Lists dialog (select Define Term Lists from the Library menu).

If your keywords are separated by a slash, such as:
Antarctica/ozone/stratosphere

you should select a slash (/) as the field’s term delimiter. A carriage return is always interpreted as a
delimiter, so it is not necessary to enter a delimiter for the Author fields or any other field that has terms
entered one-per-line. If different delimiters are used for the same field in your references, you will need to do
more than one update process, updating from the references with different delimiters separately.

Cleaning Up After Updating

Click on the Terms tab, and scroll through the term list to make sure that the Update List command had the
desired result. If it did not, you can highlight specific terms and remove them by clicking Delete Term.

After using the Update List command, you might find that due to errors or variations in spelling, you have
multiple entries for the same term. Scan through the list and delete the unwanted terms.

If necessary, use the Find and Replace command from the Library menu to change all occurrences of a
term in your library. For example, if both "geochronology" and "geo-chronology" are entered as keywords,
you can delete the unwanted term "geo-chronology" from the term list, then click on the Reference List, and
select Find and Replace (8+R) from the Library menu to change "geo-chronology" to "geochronology"
throughout the library.

Importing Terms Into Term Lists

EndNote provides fourteen lists of journal names and abbreviations, including lists for Chemistry, Medicine,
and the Humanities; all of which are stored in the /EndNote 20/Terms folder. If you are interested in using
these abbreviated forms of the journal names in your bibliographies, you can import them into your term lists
and adjust your styles to use the abbreviations.
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Note: See List of All Journals Cited in PubMed® for a current list of medical journal names and
abbreviations, in case you need to add journal names in the medical sciences to the provided list.
Sometimes you may be told to use the "Index Medicus" journal names. Index Medicus ceased publication
in 2004 (see the May-June 2004 NLM Technical Bulletin article Index Medicus to Cease as Print
Publication), so the PubMed list is the current resources for finding official medical abbreviations.

If you would like to look at the lists before importing them, you may open them in your word processor—but
do not edit or save them. They must remain tab-delimited text files in order for EndNote to correctly import
the terms.

Terms can be imported from any text file that lists the terms one per line. Make sure a carriage return is also
inserted after the last term in the list. If you create a list of terms in a word processing document, be sure to
save the list as plain text using the Save As command in your word processor. Then, if your terms include
extended characters, select the Unicode (UTF-8) encoding option.

To import a text file that contains terms other than journal names (see Loading Supplied Journal
Abbreviations for journal names):

1. From the Library menu, select Define Term Lists and highlight the term list to which you want to add
terms. Use Create List if you want to create a new list.

2. Click Import List.
3. Select the text file to be imported and click Choose.

The new terms are imported and sorted alphabetically into the existing term list. This import must be done
for each library in which you want to use these terms.

Inserting Terms into References

Suggesting Terms As You Type (Auto-completion)

If you are entering text into a field that is linked to a term list, EndNote finds the first matching term in the list
and suggests that as the term you want to enter.

The suggested text appears highlighted after the cursor. Continue typing until EndNote suggests the correct
term, and then press Return or Tab to accept it. (Return creates another line in the field so that you can
enter more author names; Tab moves the cursor to the next field in the reference.)

When you enter a term that is not already in the term list, it appears in red to indicate that it is a new term.
When you save the reference, that term is added to the term list and will no longer display in red.

These auto-completion term list features may be turned off. To turn off the display of red text, turn off the
preference to Suggest Terms as You Type. See Term Lists Preferences.

Inserting Terms Without Using the Auto-
Completion Feature

If you have turned off the option to suggest terms as you type (auto-completion), you can still insert terms
into your references manually.
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To insert a term from a Term List window:
1. Open a reference and position the cursor where you want to add the term.
2. From the Library menu, select Open Term Lists and select the desired list.

Or, in an Author, Journal, or Keywords field, press 38+ 1 to display the appropriate list. (If you create a
custom term list, the 38+7 command will also work with any field you link to your custom term list.)

3. Double-click a term to insert it directly into the reference, or select the term(s) and click the Insert
Term button.

Terms can also be selected by typing the first few letters of the term, by using the Arrow keys, or by clicking
on the term with the mouse. Hold down the Command(88) key to select multiple terms. Press Return to

insert the selected term or click Insert Term. If multiple terms are selected and inserted, they are listed in the
reference one per line in alphabetical order.

Using Terms For Searches

To ensure that you are searching for the correct terms, you can use the term lists with EndNote’s Search
command. Terms can be entered in the fields on the Advanced Search panel just as they are entered into
references.

1. Navigate to the Advanced Search panel, select the field you want to search, and click in the field as
though to enter data in it.

2. From the Library menu, select Open Term Lists, and then select a list. Or, in an Author, Journal, or
Keywords field, press 3#+1 to display the appropriate list. (If you create a custom term list, the 38+171
command will also work with any field you link to your custom term list.)

3. Select a term and click Insert Term to insert it into the Search field.

4. Click Search to search for your references.

Modifying Terms

Any term in a term list may be modified or deleted without affecting any of the references in the library or
any links between term lists and fields.

To edit a term in a term list:

1. From the Library menu, select Open Term Lists and select the list that contains the term to be
modified.

2. Select a term, and then click Edit Term. If multiple terms are selected, only the first one opens.

3. Change the term as necessary and click OK when finished. The modified term replaces the original
term in the term list. (If the term as it is modified already exists, the OK button will be dim.)
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Notes: Editing a term in a term list does not change all occurrences of that term in your library. Use the
Find and Replace command from the Library menu to find the old term in your references and replace it
with the new one.

You cannot edit a term to change the capitalization. You will need to delete it from the list and add it again
with the new capitalization.

Deleting Terms

A term can be deleted by highlighting it in the list and clicking Delete Term. Deleting a term from a term list
does not remove it from the references in the library. If you later use the Update List command, the term will
be added to the term list again.

Exporting and Printing Term Lists

Term lists can be exported and then imported into other term lists as a way to move complete lists from one
library to another (see Importing Terms Into Term Lists).

You can also open exported term lists in a word processor to print them.
To export a term list:
1. From the Library menu, select Define Term Lists.
2. Highlight the term list that you want to export.
3. Click Export List.
4. Name and select a location for the text file that will be created during the export.
5. Click Save. The terms are exported to the text file and listed alphabetically, one term per line.

This file can now be imported into another EndNote term list or opened in a word processor to be printed.
Term lists cannot be printed directly from EndNote.

Predefined Term Lists

Three empty term lists are available by default with every library: Authors, Journals, and Keywords. These
lists are already linked to their corresponding fields: the Authors term list is linked to the Author, Secondary
Author, Tertiary Author, Subsidiary Author, and Translated Author fields; the Journals term list is linked to the
Secondary Title and Alternate Title fields; and the Keywords term list is linked to the Keywords field.

Defining Term Lists

Use the Define Term Lists command in the Library menu to create, rename, or delete a term list. This
command is also used to specify the punctuation that separates individual terms in a reference (delimiters).
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Creating a New Term List

To create a new term list:
1. From the Library menu, select Define Term Lists.

2. Click Create List, and then enter the name for the new list. You cannot create a term list with the
same name as an existing term list.

3. Click OK.

4. Check the "Journal List" box only if you want to create a term list for storing journal names and
abbreviations. These different forms of the journal name can be used interchangeably when creating
bibliographies. See Creating Bibliographies with Journal Abbreviations.

The predefined Journals term list is already set up as a multi-column list. If you delete this list, you
can create another one as described here, but there can only be one Journals term list in a library.
Do not create a 4-column journal list for nonjournal fields.

To add terms to the list, you can import an existing list of terms, update the list from existing EndNote field
data, or manually enter terms into the list.

Note: New term lists must be linked to fields for the "Suggest terms as you type" and automatic updating
features to work. See Linking Term Lists to Fields.

Linking Term Lists to Fields

Term lists are associated with fields using the Link Term Lists command from the Library menu. When a
term list is linked to a field, the list can be used to facilitate data entry. EndNote can also keep the term lists
current by automatically adding new terms from linked fields. By linking term lists to particular fields, you can
use the auto-completion (Suggest terms as you type) feature whenever you are entering data into the linked
field. Each field can be linked to only one term list. However, you can link the same term list to multiple

fields.
The three predefined term lists (Authors, Journals, and Keywords) are already linked to their corresponding
fields. Any new term list that you create is not linked to a field until you set up the links. The links between
term lists and fields are specific to each library.
To change these settings or to link a new term list to one or more fields:

1. Open a library.

2. From the Library menu, select Link Term Lists.

3. If you have more than one library open, select a library from the drop-down list at the top of the
dialog.

4. The names of the available term lists appear next to the field names with which they are linked. You
may change the links here as necessary by selecting a different term list from the drop-down lists. A
field can only be linked to one term list.

5. Click OK to save your changes and close the dialog.
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These changes will not alter any data that is currently entered in either your references or your term lists.
Term lists may be linked to multiple fields.

Note: After linking a term list to one or more fields, you should make sure the list is updated with the data
from those fields. Go to the Library menu, select Define Term Lists, select the list, and click Update List.

To unlink a term list from a field:
1. With the library open, select Link Term Lists from the Library menu.

2. Scroll through the list of fields to find the field that you would like to be unlinked from a list. Select
None from the drop-down list next to the field name.

3. Save your changes by clicking OK.

Deleting and Renaming Term Lists

Term lists can be renamed without disturbing their links to reference fields or the terms within them. Deleting
or renaming term lists does not change the data entered into your references.

To delete or rename a term list:
1. From the Library menu, select Define Term Lists.

= To Rename a Term List: Highlight a term list, and then click Rename List. In the Rename List
dialog, enter the new name for the list, and click OK.

= To Delete a Term List: Select a term list, and then click Delete List.

2. Click OK to save your changes.

Configuring Term Separators (Delimiters)

EndNote uses the delimiters in the Define Lists dialog to determine what punctuation separates the
individual terms in the same field in a reference.

For example, if you import data from a source that uses semicolons (;) to separate keywords:

Adult, Age Factors; Astigmatism; Follow-Up Studies; Hospitals, University;
Keratotomy, Radial; Myopia; Refraction, Ocular

you would want to be sure that the semicolon was selected as a separator for your Keywords term list. You
would also want to be sure that the comma was not chosen because the commas in this example are used
within some of the terms.

By default, EndNote uses the semicolon (;), backslash (\), and end-of-line markers as separators. Words or
phrases entered on different lines in a field (by pressing Return) are always interpreted as separate terms,
but the other separators can be changed depending on your needs.

Note: Line breaks are the only allowable separators for Author and Journal lists, so the delimiter options
cannot be changed for lists linked to the following fields: Author, Secondary Author, Tertiary Author,
Subsidiary Author, Translated Author, Journal/Secondary Title, and Alternate Title.
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To customize the delimiters for a term list:

1.

2.

Open a library.

If you have more than one library open, select a library from the drop-down list at the top of the
dialog.

From the Library menu, select Define Term Lists. (Each library has its own set of term lists.)
Click on the name of the term list that you intend to modify.

Click the checkbox to the left of the desired separator to select it (or to unselect it if it is already
checked). The last checkbox provides a place to enter a custom term delimiter, if necessary.

Close the Term Lists dialog to save your changes.

The Journals Term List

The Journals term list allows EndNote to format bibliographies with the version of journal names required by
a publisher's style requirements. For example, most humanities styles require the full journal name, while
scientific and medical journals generally require journal abbreviations, sometimes with periods on
abbreviated words and sometimes without. Because the Journals term list can track up to four versions of a
journal name, EndNote styles can use the version of the journal name required by the publisher—but only if
a Journals term list has been set up with the different variations of the journal names.

There should be only one multi-column term list per library: the Journals term list. If you somehow
accidentally delete the Journals term list, it is possible to recreate it, but trying to create multi-column lists for
other fields, such as publisher or author names, will not work properly in formatting bibliographies.

Important Points About Entering Journal Names

If you will never need to submit documents that require journal names formatted in different ways, you do
not have to use the abbreviation sections in a Journals term list. However, if you do need to submit
documents with different formats for the journal names, keep these points in mind:

Enter variations of the same journal name together in one term.

Enter a consistent abbreviation format in each column. For example, all abbreviations with periods
could be entered under the Abbreviation 1, all abbreviations without periods in Abbreviation 2, and
so on.

Only the first term for each journal (the one in the Full Journal slot) is transferred when you insert a
term into a reference. However, what will show up in the bibliography will depend on the style and
the consistency of your Journal term list.

Use the Journal Abbreviation option in the styles to pick which form of the journal names should be
used in the bibliography (see Creating Bibliographies with Journal Abbreviations).

EndNote can remove periods from abbreviations during formatting. EndNote cannot add periods to
an abbreviated journal name.
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Loading Supplied Journal Abbreviations

You can load one of the supplied journal name lists to use for data entry. These lists also contain journal
abbreviations for alternate output, and are used by certain output styles. The lists are supplied as plain text
files in the //EndNote 20/Terms Lists folder. You can open and view one of these files with any word
processor, but make sure to leave it a plain text file so that EndNote can import it.

To replace the existing Journals list with one of the supplied journal abbreviation lists:
1. From the Library menu, select Open Term Lists, and then select Journals Term List.

2. Delete all existing terms from the list (you can click and drag to highlight all terms, or use the
Command(38)+A shortcut, and then click Delete Term. This will give you a "clean slate" to import the
journal lists, with each version of the name in the correct column of the list.

3. Click on the Lists tab and select the Journals list.
4. Click Import List.

5. In the File dialog, navigate to the //EndNote 20/Terms Lists folder, select the list you want to use, and
click Open to import the journal names and abbreviations from the file into the Journals term list.

6. Close the Terms Lists dialog.

Updating a Journal List

For EndNote to accurately use the abbreviated journal names in your bibliographies, it is important to be
consistent when entering different formats of a journal name. The first column should always list the full
journal name, and subsequent columns should store consistent formats of abbreviated names. See
Important Points About Entering Journal Names.

Journal lists are updated automatically, from the Journal Article and Electronic Article reference types,
unless you have turned off the preferences to update lists (see Term Lists Preferences). When journal lists
are updated, the entry in the main Journal field goes into the first column of the list (Full Journal) and the
journal entered into the Alternate Journal field goes into the second column (Abbreviation 1). Be consistent
when entering data into these fields so that the Journals term list will be updated correctly. Note that if the
name entered into the Journal field exists in any of the columns of the Journals term list, it is not added
again. EndNote tries to avoid duplicate entries in the Journals list.

If you have turned off the preference to automatically update the term lists, you may manually update the
lists as described here. When you are manually updating Journal lists, you can choose which columns in the
list are used for which fields of data.

Note: It is best to import a terms list, if there is one available in EndNote, before updating from your
library. This will ensure that a large number of the journal name versions will be in the correct location
before the update, minimizing cleanup. See Loading Supplied Journal Abbreviations.

To update a journal term list:

1. Select a group to update the terms list from, do a search to create the set of references to update
from, or manually select a set of references to update from.

2. From the Library menu, select Define Term Lists... and then select Journals.
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3.

4.

Click Update List.

The fields to update the list from should already be selected: the Journal/Secondary Title and
Alternate Title fields. If you wish to change these fields, select the fields from which EndNote should
extract the journal names. If importing from selected references, check the Update from Selected
References option.

Click Update to begin the updating process. When finished, EndNote displays the number of terms
added to the list. Click OK and the process is complete.

When the update is complete, you will see a column of journal names listed in alphabetical order.

Creating Bibliographies with Journal Abbreviations

When you insert a journal name from the Journals term list into a reference, only the first entry for the
journal name is entered. However, you can create a bibliography that uses any abbreviation in the term list
by editing the style used to format the paper.

To edit a style to use journal abbreviations:

1.

2.

From the Tools menu, select Output Styles, then select Open Style Manager.
Select the style that you would like to edit, and click Edit.

From the list of options at the left of the Style Editor window, click Journal Names.
Select one of the available options.

Close and save the style. Now when you format a paper or look at the Preview panel, all of the
journal names should be replaced with the appropriate abbreviation.

If a journal name in one of your references does not have the selected abbreviation entered in the Journals
term list, the journal name appears in the bibliography exactly as it is entered in the Reference window.
Editing the Journal term list to include all the versions of the name will fix it in the current bibliography and
any time that journal name is used in the future. See Modifying Terms.
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Searching Online Databases

EndNote’s search interface provides a simple way to do basic searches of EndNote libraries and online
databases. The same Advanced Search panel is used for both purposes.

This search interface is not intended to replace the advanced search options that may be available using the
search interface offered by your information provider. There may be times when you want to use the
information provider’s search interface (for example, to take advantage of a thesaurus of search terms) and
then import those references into EndNote. This is still an option using EndNote’s Import command (see
Importing Reference Data into EndNote). But once you know the terms that you want to use in your
searches, being able to retrieve the necessary references directly from EndNote is a very fast and efficient
approach.

How Does It Work?

EndNote is able to provide access to these remote sources using an information retrieval protocol called
Z39.50, which is widely supported by libraries and information providers around the world. It provides a
convenient method to access their library catalogs and reference databases.

EndNote stores the information necessary to connect to and search these online databases in individual
Connection Files. Preconfigured connection files are provided for a number of these sources. If necessary,
you can also customize or configure your own connections to Z39.50-compliant databases (see Editing a
Connection File and Creating Connection Files).

Note: If the online database that you access is not available on a Z39.50 server, EndNote will not be able
to connect directly to it. You can still import references downloaded from non-Z39.50 databases. See
Importing Reference Data into EndNote.

How to Search an Online Database

The process of searching an online database is very similar to searching an EndNote library. Here are the
basic steps involved; more detailed descriptions of these steps are provided in additional help topics.

To search and retrieve references from a online database:
1. Initiate the online search in one of these two ways:

= From the Tools menu, select Online Search to display the collection of connection files installed
on your computer.

or

Click more under the Online Search group set. Select the online database that you would like to
search, and then click Choose. See Selecting a Connection File.

When the connection has been established, the Search panel appears ready for you to enter a
search.
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= Once you have searched an online database, or marked the database as a favorite with the
Connection Manager, it appears in the Online Search group set in the Groups panel.

2. Enter your search request in the search fields on the Advanced Search panel, and then click Search.
EndNote searches the database and displays the number of references that were found to match
your search criteria.

3. Click OK to retrieve the references.

If you would like to pause during record retrieval, click Pause. When you are ready to continue, click
Resume.

Note: The connection to the online database is maintained only until the search is completed and the
matching references are retrieved; when the references are downloaded, you are automatically
disconnected. Each time you initiate another search, EndNote reconnects.

Next, Determine Which References to Keep

The retrieved references are stored in the Online Search group set for the library, but they are not yet in your
EndNote library.

1. Select the references you want to add to your library.
2. Now you have choices on how to add the references to your library.

= Go to the References menu and select Copy References To in order to select a new or existing
library and copy the selected references to that selected library.

= Control+click on the selected references and select Copy References To from the list in order to
select a new or existing library and copy the selected references to that selected library.

= Drag and drop the references into the group you want to add them to in the library.

= Mark the references using the checkmark boxes to the left of them, and then click the Add the
selected records to your local library button to add them to your library.

®

If you used the Copy References To command, the references are copied to the selected library and are
displayed in a Copied References group. Each time you copy references into an EndNote library, the Copied
References group is replaced with the new set of references. Previously copied references remain in the
library; they are just no longer part of the latest Copied References group.

Searching an Online Database
Establishing the Connection

The first step to searching an online database is to connect to it. Once the connection has been made,
you’re able to use EndNote’s Advanced Search panel to search the online database.
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If you have connected to a particular database before or if you have selected a database as one of your
favorites (see Adding Favorite Connection Files), it will appear in the Groups panel under Online Search.
This saves you a few steps in the process of using the Online Search command.

To connect to an online database, do one of these:

= On the Groups panel, under Online Search, select the online database you want to search. That
initiates the online connection.

= If the database you want to search is not listed under Online Search in the Groups panel, select
Tools > Online Search, select the desired database, and click Choose to initiate the connection.

or

Click the more... button in the Online Search group set, select the desired database, and click
Choose to initiate the connection.

This Connection dialog is very similar to the Connection Manager described in The Connection Manager,
but it does not provide the options to edit connection files or mark them as favorites. However, it does
contain a Quick Search field that the Connection Manager does not. Here you can enter the name, or a
portion of the name, of the file your are looking for, then press Return to find files matching the text entered.

When a successful connection has been made, the Search panel opens with the online database selected
for searching. You are now ready to begin searching the database.

The connection to the online database is maintained only until the search is completed and the matching
references are retrieved; when the references are downloaded, you are automatically disconnected. Each
time you initiate another search, EndNote reconnects.

‘ Note: If you have difficulty establishing a connection, see Troubleshooting Connections.

Online Database Searching (Overview)

Searching an online database is essentially the same as searching your own EndNote library. After
establishing a connection:

1. Enter your search term(s) in the fields on the Advanced Search panel.
2. Select the appropriate search options.
3. Click Search to send the search request to the online database.
A few significant differences between searching an online database and an EndNote library are described in

Searching EndNote Fields vs. Online Database Indexes. See The Advanced Search Panel for general
information about using the Advanced Search panel interface.

Available Search Options

Once you are connected to an online database and that database is selected for searching, certain
elements on the Search panel change from the settings that are available for EndNote library searches.

= The search set list changes when searching an online source. You can search either the remote
database or the list of references already retrieved and saved from the remote source.
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= The options available in the search menus (such as Author, Title, or Keywords) vary with each
database, and they are not the same as searching the fields in an EndNote library (see Searching
EndNote Fields vs. Online Database Indexes).

= The following fields are not available in the search menu for searching an online source: PDF, Any
Field + PDF with Notes, and PDF Notes.

= The comparison list for each search line is always set to Contains.

Boolean Searches

Multiple search terms can be combined using the Boolean operators AND, OR, and NOT. EndNote
constructs a search from the top to the bottom of the Search panel, finding the search results of the first two
items, then combining that result set with the third search line, and so on.

Field ggrer:-g:;irson Search Term Boolean Operator
Keywords Contains parrot AND
Keywords Contains corvid NOT
Keywords Contains avian OR
Keywords Contains Emery
Boolean Operators Table

For example, the search shown above could be written as:
(((parrot AND corvid) NOT avian) OR Emery)

First EndNote looks for references about parrots and corvids, then any references to avian would be omitted
from that set, and finally all references by Emery would be added.

Keep in mind that:
= OR broadens your search by adding together two result sets
= AND narrows the focus of the search by looking for the intersection of references found
= NOT narrows the search by omitting the results for one term from the current result set.

See A Strategy Tip for the AND, OR, and NOT Operators for an example search strategy to help with using
these three operators.

Searching EndNote Fields vs. Online Database Indexes

When searching an online database, you are not searching the specific fields in each record, but rather the
available search indexes for that database. The search menus on the Search panel list only available
indexes for the online database, so you will not see all of the generic field names listed as you do when
searching an EndNote library.
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If the current search strategy is set up to search an EndNote field that does not exist as an online database
search index, that field name will appear in italics. If you try to execute a search, EndNote will advise you
that the field is not valid. Change the search field selection to a valid index for the selected online database.

The connection file for a particular database stores the names and settings for the search options listed in
the search menus. See Search Attributes in Connection Files if you are interested in changing the
preconfigured options.

Note: Comparison operators other than "Contains" cannot be used when searching online databases.

Understanding Search Results

When searching an online database, the search menus display a list of available search indexes supported
at the remote site. These are not fields in the online database, but rather sets of search terms and
synonyms designed to facilitate your searches.

It is not uncommon to search for a term in an index and notice that the exact term appears nowhere in the
retrieved reference(s). For example, you might search for heart attack in the Title index of a medical
database and find references that do not include heart attack in the Title field but, instead, they use the term
myocardial infarction. This apparent discrepancy can be attributed to the search index of the online
database, which has mapped the common term heart attack to its scientific equivalent myocardial infarction.

It is also not uncommon for some of these databases to index personal names that appear in the titles or
keywords along with the author names. For example, a search of the Library of Congress for "Charles
Dickens" in the Author index displays books about Dickens as well as those written by him. This form of
indexing is most commonly seen with library book catalogs and not with the scientific reference databases.
Sometimes you can restrict the searches to books by that particular author by setting up a search to find (for
example) "Charles Dickens" in Author, NOT "Charles Dickens" in Keywords.

These search indexes are maintained by the providers of the databases and are not controlled by EndNote.

Online Database Search Limitations

Some of the search options have additional limitations that you would not encounter when searching an
EndNote library. For example, some databases prohibit searching for a year alone. The year can be
specified only to limit a search (these are called "limit fields"). In such a case, a search for 1997 as the year
would be denied, but searching for Smith as an author AND 1997 as the year (thereby limiting the results of
the author search), would be allowed.

If you have set up a search that is not accepted by the online database, an error message will describe the
source of the problem as specifically as possible. (See Troubleshooting Connections.) Keep in mind that
these restrictions are set by the information provider, not EndNote.

Documentation from the information provider may help to clarify which search options are available.

Changing the Focus of the Search

The target of the search is the online database (represented by the database name on the Search panel) or
the current EndNote library group that is displayed when the Search command is chosen. (If you haven't yet
connected to the online database or opened a library, you will need to do so before you can search it.) To
change the focus of a search, click on a different library group or online database in the Groups panel.
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The available search options differ among the various online databases, as well as between online
databases and EndNote libraries. When you change the target of a search, the field options on the Search
panel change automatically. You could set up a Keywords search for a particular online database, but when
you select a different online database, the field selection changes because Keywords is not an option for the
new database selection.

When switching the focus of your search from one group to another and back again, the original search
setup is retained as long as you have not changed any settings on the Search panel and the field selections
are available in both databases.

Selecting a Connection File

Before an online source may be searched, you must first connect to it by selecting the corresponding
connection file. The connection file tells EndNote which online database you want to search, where to find it
online, and what search options are available for it.

Access-Restricted Databases

EndNote comes with preconfigured connection files to free reference databases and library catalogs as well
as databases that require payment and/or authentication for access. Most of the databases offered by the
commercial information providers (Ovid, OCLC, etc.) require an account for access. There are, however,
numerous databases that are available at no cost to you, and no account is required (see Free Databases).

When you attempt to connect to a restricted database, by default EndNote prompts you to enter your user
ID and/or password. If you have a user ID and/or password supplied by the data provider that hosts the
restricted database, enter the necessary information, and click OK to log on. (Depending on the database
you are accessing, the passwords and IDs may be case-sensitive.)

Note: The User ID and password must be the one provided by the database provider. Student, Faculty, or
employee logons for your system are unlikely to work because they are provided by your institution, not
the database provider. You may be able to access the database through IP address recognition instead. If
you find you are unable to access the database through Online Search, you can still search the database
through a Web browser and then import your references into EndNote. See Importing Reference Data
into EndNote for more information. Clarivate does not control access to databases from other database
providers.

If you do not have a user ID and/or password, but instead have authenticated access to a database either
by IP address recognition (for example, your computer is on your university campus or company network
and has an IP address that is recognized as authenticated by the data provider’s server) or through a proxy
server, it may be possible to configure the connection file and your Network Preferences so that you do not
need to enter a user ID and password.

If you have access to a restricted database by IP address recognition, you may need to edit the connection
file so that it does not prompt you for a user ID and/or password. In EndNote, select Tools > Connection
Files > Open Connection Manager. Locate the connection file for the database you wish to access, select it,
and click Edit. Click Connection Settings and clear the User ID and Password boxes under Login
Information Required. Close the connection file, choosing Yes when asked if you want to save your
changes.
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Note: To access databases using IP authentication, you must be on the authenticated network. If you are
off-site, this is usually managed through an institutional VPN. Contact your institution's library or technical
support group for information on institutional VPN setup.

If you have access to a restricted database via a proxy server, you must make sure that your Network
Preferences are properly configured, because EndNote uses these settings. Note that these are operating
system settings, not browser settings. See Problems Connecting for information about proxy servers. You
will need the address and port number of your proxy server.

Free Databases

Two major databases that do not require passwords are the PubMed database from the U.S. National
Library of Medicine, and the Library of Congress. Many of the general library catalogs are also unrestricted.
Additional connections may be available at the EndNote online site. See Download EndNote Connection
Files.

Databases Not Requiring an Account

Description Information Provider/Category

PubMed (MEDLINE and pre-MEDLINE)
references from the U.S. National Library | U.S. National Library of Medicine (NLM)

of Medicine

Most university library catalogs Library Catalogs

Books at the U.S. Library of Congress Library of Congress

Crossref Publishers International Linking

Association, Inc.

Adding Favorite Connection Files

EndNote provides thousands of connection files for a variety of sources. Whenever you use a connection
file you have not used in the past, it is automatically added to your list of favorite connection files and will
show in the Online Search group set.

You can also add multiple connection files to favorites using the Connection Manager.

1. To peruse the list of installed connection files, choose Tools > Connection Files > Open Connection
Manager. The list includes the original connection files installed in the EndNote program folder (//
EndNote /Connections), as well as any user created or edited files stored in your personal
Connections folder (see Folder Locations Preferences).

2. When you have found a connection file that you will want to use in the future, click the checkbox to
the left of it to mark it as a favorite. Marked files (up to 500) appear under the Online Search group
set in the Groups panel, giving you easy access to those files you use most often.

Note: By default, EndNote only installs a list of popular connection files, but you can customize the
installation to install more connection files. See Installing/Uninstalling Components of The Customizer
section for more information.
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If you have installed a large number of connection files, use the following features in the Connection
Manager window to locate the connection file(s) that you want to use:

= Click in the list and start typing the name of a connection file. Use the letter "u" as an abbreviation for
"university." Other words might also be abbreviated. For example, the University of California at San
Francisco would be searched for as "U Calif-San Francisco." EndNote will jump to the first letter that
matches very quickly, so you may only be able to type a few letters, to help you get near the file you
want.

= Click Find by and EndNote displays the list of information providers (categories) used for all of the
connection files. Choose one to restrict the list to show just that set of files.

= Click the column headings to sort the connection files by name or by information provider. Clicking
the same column heading a second time will change the sort order from ascending to descending.
Click again to set it back to ascending order.

Click the More Info button at the bottom of the dialog to display additional information about the selected
connection file.

Note: For information about editing connection files or creating new ones, see Introduction to Connection
Files.

What if Your Database Is Not Listed?

By default, EndNote installs only the most popular connection files. For information about locating and
installing additional files, see Installing Additional Connection Files.

If a connection file has not been provided for the database that you want to search, contact your librarian or

information provider to see if their database is available on a Z39.50 server. If it is, you should request the
information required to set up a Z39.50 client for that database. See Creating Connection Files.

Adding Connection Files

The Connection Manager displays all of the connection files in the EndNote program folder as well as in
your personal Connections folder. If you have received a connection file from a colleague or librarian or
downloaded one from the Web, copy it into your personal Connections folder and it will appear in the
Connection Manager. Keeping the file in your personal Connections folder ensures that it will not be deleted
or overwritten with future updates to the EndNote program.
To locate your personal Connections folder or to designate a different Connections folder:

1. Select Preferences from the EndNote menu.

2. Select the Folder Locations option.

3. Select the Connections Folder option.

4. Click Select Folder if you want to select a different folder to use for your personal Connections folder.
The default folder should be in your Documents folder.

5. Use your personal Connections folder to store and access connection files you have created or

modified. They will show up in Connection Manager or when you click the more button in the Online
Search group set.
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Note: New and updated connection files are posted on the EndNote Web site as they become available
(Download EndNote Connection Files).

Retrieving and Saving References

After a successful search, EndNote alerts you to the number of references that were found in The
Connection Status Panel. You have the option of retrieving all of the references or a specific range of
references. The order of the retrieved references reflects the way they were returned from the server—this
is not necessarily alphabetical, chronological, or in order of relevance.)

Retrieved references are downloaded into the group selected in the Online Search group set, but are not
automatically saved to a library. To save references, select them, and then:

Go to the References menu and select Copy References To in order to select a new or existing
library and copy the selected references to that library.

Click the Add the selected online records to your local library (+) button at the right side of The
Connection Status Panel.

Drag and drop the selected references to a group in the current library.

Use the Copy and Paste commands from the Edit menu to copy individual references from the
Online Search group and then paste them into a library group.

Discarding Duplicate References

If you use the same search strategy to search multiple online sources, you may introduce duplicate
references into your EndNote library. See Finding Duplicate References for information on removing
duplicates from the library.

The Connection Status Panel

The Connection Status panel provides abbreviated information on the results of an online search. You can
select the number of results to download, or quickly add references to your library using the Add the
selected online records to your local library button (+) at the right.

Searching PubMed (NLM)
Retrieve results: 50 100 155

Connection Status Panel

For more detailed information on the status of connections during your current EndNote session, see The
Connection Status Window and The Connection Log File. This log file can be helpful for troubleshooting
connection files.
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The Connection Status Window

The Connection Status window provides detailed information about a connection and EndNote’s interactions
with the online database and server. This window is useful to help you or to help EndNote Technical Support
assist you in tracking down the source of a problem with an online database.

View the connection status information by selecting Show Connection Status from the Tools menu to display
the Status window.

The Status window displays information for the latest connection. A menu at the top of the Status window
lets you view either the record data for each reference or the status messages returned from the server of
the online database.

Note: The Connection Status window displays the last 32K of text written to the Connection Log. If you
need to see more than that, you can open the Connection.log file in a word processor after closing the
EndNote connection.

The Connection Log File

All messages and retrieved references for a given EndNote session are recorded in a log file. By default, the
log file is called "Connection.log" and is saved in the folder:

[Your Folder]/Library/Application Support/EndNote
An existing log file is overwritten the first time EndNote establishes a connection after being started.

You may select a different name and/or location for the log file using the URLs & Links settings in the
Preferences window. To do so, select Preferences from the EndNote menu and select the URLs & Links
option from the list. Click Choose in the Connection Log section to name the new log file and choose where
to save it.

You may also choose not to create a log file by clearing the Use Log File option. This will slightly speed up
the retrieval process. However, a log file can be useful for troubleshooting connection problems or when
building or editing a custom connection file.

Importing a Log File

The log file is a regular text file. It can be viewed using a word processor and imported, if necessary, using
the connection file. In this sense, the log file is a back up for the references retrieved in a particular EndNote
session. You can verify that EndNote retrieved the reference data correctly by browsing through the log file
in your word processor and comparing the unmodified data to what appears in your EndNote references. If
necessary, you can change the settings in your connection file and import the references again (without
reconnecting to the online database).

Note: You cannot import from a Connection.log file saved for an online search from the Web of Science™
Core Collection. You must do a regular online search or a direct export.

To import a log file using the filter options of a connection file:

1. Open a library into which you want to import the log file.
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2. From the File menu, select Import > File.
3. Open Options.

4. Navigate to the folder for the Connection.log file and select it. Substitute the name of your log file if
you have changed the default name.

5. Select Use Connection File from the Import Options list.

6. Select the desired connection file, and then click Choose. Now you should be back in the Import File
dialog with both the file and the import option set.

7. Next to Text Translation, select No Translation.

8. Click Import.

Note: The connection file and filter file for a database are likely configured to import very different
reference formats. Normally, a connection file is set up for MARC (Machine Readable Cataloging) data,
whereas a filter is set up for tagged data. Because the output formats are so different, you should not use
a filter file.

Searching the Web of Science™ Platform

Web of Science™ is a comprehensive research platform that brings together many different types of content
for searching. Journal articles, patents, Web sites, conference proceedings, Open Access material—all can
be accessed through one interface, using a variety of powerful search and analysis tools.

Search the Web of Science™ Core Collection just as you would search any other online database. Your
search results can be copied directly to the EndNote library of your choice.

Once the records are in EndNote, you can click on an EndNote record’s URL to jump back to the original
Web of Science Core Collection online record. Various options are available to you online, such as viewing a
list of related references.

Note: IP authentication is required to search the Web of Science platform from EndNote.

Available Web of Science™ Databases

As of this release, the following Web of Science product databases are available for direct online searching
with EndNote. A subscription is required to access a particular product database.

= Biological Abstracts

= BIOSIS Previews

= CAB Abstracts

= Current Contents Connect

= FSTA
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= MEDLINE

= Zoological Record

Web of Science Core Collection: Citation Indexes

= Core Collection Index
= Science Citation Index
= Social Sciences Citation Index

= Arts & Humanities Citation Index

Full Record Charges

The Web of Science platform requires a paid subscription. You may have an online subscription with a
username and password, or you may have access to a local Web of Science platform server.

Users of Previous Versions of EndNote

If you used a previous version of EndNote, many of your preferences were saved when you upgraded to
EndNote . However, if you want the ability to link back to Web of Science Core Collection records and
product databases, you may need to update the Base URL.

1. From the EndNote menu, select Preferences.

2. Click the EndNote Defaults button to update to the latest Base URL.

Searching Author Names in Web of Science Databases
that Contain Particles and Spaces

When searching a Web of Science product database (for example, the CABI or MEDLINE), you may need to
add a connector to names that contains particles and spaces. For example, to search for de Bruyn A, enter
the name in the Search field as de+Bruyn+A to ensure that the product returns all relevant results.

To search for de la Rosa, enter the name in the Search field as la+Rosa. You can also add a first name to

restrict your search, but do not add a connector between the first name and the last name. For example, to
search for Mario de la Rosa, enter in the Search field Mario de+la+Rosa.

Finding Full Text for a Reference

EndNote can attempt to locate full text files on the Web by using data stored in your references. If found,
EndNote downloads and attaches the files to the references.

EndNote uses these resources when searching for full text publications:

= PubMed
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= Clarivate Links
= DOI
= OpenURL

EndNote will try to use all of these methods to optimize the likelihood of finding full text files associated with
your bibliographic records.

The Web of Science™ Core Collection free journal set is checked for all users; subscribers may have
increased IP-based access to all resources. In cases where full text PDF files require a subscription, and
you or your institution have the appropriate access, EndNote will attempt to authenticate and automatically
download the appropriate files. If EndNote cannot find the full text file, it will often be able to attach the URL
of the provider's Web page for the article for easier future access.

How to Find and Retrieve Full Text

When you retrieve the full text file of a referenced work, it is saved to the File Attachments field as a relative
link (the file itself it stored in the current library’s .Data folder). The file is saved in its native format, which in
most cases is a PDF file.

When a file is downloaded and attached to a reference, a file attachment icon appears in the File
Attachment field for the reference. In the Reference List, a paper clip icon appears in the File Attachments
column for that reference.

The Find Full Text command can attempt to find full text documents for up to 250 records at a time; this total
includes all full text searches run concurrently in open databases. If you want to find the full text for more
than 250 EndNote records, you must run the Find Full Text operation more than once. Select up to 250
references each time.

Note: References must be in an EndNote library to use Find Full Text. You cannot find the full text for
references in Online Search groups. Copy your references to your library, then run Find Full Text.

To find and retrieve full text:
1. Select the reference(s) to which you want to add full text.
= In the Library window, highlight up to 250 references.

For example, you can select a single reference, or hold down the Command(38) key to select
individual references, or use Edit > Select All to select an entire set of displayed references.

2. From the References menu, select Find Full Text > Find Full Text. You can also Control+click a
reference in the Reference List and select Find Full Text from the contextual menu or use the Search
the Web for full text documents for the select references button on the toolbar.

Q

3. (Optional) If you have entered an OpenURL address and authentication URL in the Find Full Text
Preferences, you may be directed to a login web page for your institution’s library. Follow the
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instructions to log in, such as entering the appropriate User ID and password. Once you are logged
in, click Continue.

EndNote begins searching for and downloading full text for the selected references. Full text downloading
happens in the background, which may affect the performance of other operations.

References appear in groups under a Find Full Text group set. See Find Full Text Groups for a description of
the resulting groups.

Note: Your institution may sever your OpenURL connection after a certain amount of time. Unfortunately,
there is no indication when that happens. You will need to go to the References menu, select Find Full
Text, and then Authenticate to restore access to the site. Just selecting Find Full Text again during this
EndNote session will not restore authentication.

To add access to a library, see Adding Access to Your Institution's Library.
To improve the likelihood of finding full text articles for references, see Improving the Search for Full Text.

If you want to pause or cancel a Find Full Text operation, see Pausing or Canceling Find Full Text.

Note: Some institutions or data providers may have restrictions on downloading large numbers of PDFs
using methods such as Find Full Text. If you are unsure of the restrictions for your institution, check with
your library.

Find Full Text Groups

During the Find Full Text searching and downloading process, results are constantly updated under a Find
Full Text group set.

The results of a Find Full Text search remain for the current session until you close the library. The
categories include:

= Searching...

Found PDF

= Found URL

Not found

If you run the Find Full Text operation more than once during a single library session, the additional
references are added to the references already found in the Find Full Text groups.

Searching...

This group displays the current set of references for which EndNote is attempting to find either the full text
file of each referenced work or at least a URL to the referenced work. When the full text search is
completed, this group is deleted. Those references to which full text or a URL was added are displayed in a
Found PDF group or a Found URL group.
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You can cancel the Find Full Text operation at any time by Control+clicking on the Searching group, to
display a context-sensitive menu, and selecting Cancel finding full text. Full text that has been retrieved until
that point is already saved in the library.

You can pause the Find Full Text operation at any time by Control+clicking on the Searching group, to
display a context-sensitive menu, and selecting Pause finding full text. Full text that has been retrieved until
that point is already saved in the library.

Found PDF

This group displays the set of references for which EndNote inserted the PDF file of the referenced work as
an attachment. These references display a paper clip icon in the File Attachments column of the Reference
List. If a URL is also found, it is added to the reference, but the reference is not included in the Found URL

group.

If the Find Full Text operation recognizes an already attached file as being the same as that found for a
selected reference, EndNote will not attach the new file. This means the original PDF, with any personal
annotations, will not be replaced by the newly found PDF. If it finds a different file, it will add the new file to

the record. For example, if you manually added a PDF of related material, but not the article itself, when the
PDF for the article is found, it will be attached to the PDF by Find Full Text.

Found URL

This group displays the set of references for which EndNote inserted a URL to the referenced work, but did
not find a full text document to attach.

Not Found

This group displays the set of references for which EndNote could not identify a full text file or a URL. These
are only from the set of references searched with the Find Full Text command during this session of the
EndNote library.

Pausing or Canceling Find Full Text

= To pause a Find Full Text operation, Control+click on the Searching... group to display a context-
sensitive menu, and select Pause finding full text. Full text that has been retrieved until that point is
already saved in the library.

= To resume a paused Find Full Text operation, Control+click on the Searching group and select
Resume finding full text.

= To stop a Find Full Text operation, Control+click on the Searching group and select Cancel finding
full text.

Improving the Search for Full Text

These are suggestions for improving the accuracy of the Find Full Text feature:

= Make sure you are IP authenticated to access any premium full text resources to which you would
like EndNote to attempt connecting.
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= Ask your librarian whether your institution is set up with Web of Science™ ™ Core Collection journal
links. If so, create a free personalized Web of Science™ Core Collection account and log in. If your
institution does not have custom journal links set up for Web of Science Core Collection, ask your
librarian to set it up (it is easy and free).

= Create a free EndNote account and log in. Enhanced EndNote online is included for two years with
EndNote. Make sure your EndNote account information is complete under EndNote Preferences
(EndNote > Preferences > Sync).

= Review your EndNote references to confirm that the DOI information is in the DOI field. If it is not,
data for multiple records can be moved between fields with the Change/Move/Copy Fields...
command from the Library menu. (See Move/Copy Fields.)

= Enable Web browser cookies.

If you would like Find Full Text to search a specific institutional library, see Adding Access to Your
Institution's Library.

Finding Related Online References

If Find Full Text is unable to find and download the PDF you need, you may still be able to access it using
the OpenURL Link command. OpenURL Link connects to an OpenURL standard syntax server and uses
EndNote’s OpenURL preferences along with data in your EndNote record to find related online references.

Highlight a reference in EndNote and use the URL > OpenURL Link command on the References menu to
start your default web browser and display the full text article (if available) plus a list of links to similar
articles.

Note: This command has no relation to the URL field found in EndNote references or to the URL > Open
Link command on the References menu (which opens the specific URL found in the URL field).

To enabile this feature, and find out what preferences are available, see URLs & Links Preferences.

Adding Access to Your Institution's Library

Many libraries are accessible with an OpenURL Path. Subscription libraries also require valid authentication,
which usually means a user ID and password. First, you must determine the appropriate OpenURL path. If
the library requires authentication, you must also determine the authentication URL. Next, enter these URLs
as Find Full Text preferences. Then, you may need to authenticate access by entering your personal user ID
and password. These definitions may be helpful to you:

OpenURL Path: This is the OpenURL web address to the online library. It is where EndNote will be directed
to search for matching references.

Authentication URL: This is the web address to the page where you enter subscription details to access
the online library. It is typically the page where you enter a user name and password. Once you enter the
Authentication URL (if required), EndNote can access the full text of the matching references from the online
library’s OpenURL path.

Proxy Server: Your institution may use a proxy server to control access. For EndNote to automatically

handle the proxy server when accessing http-based connections, you will need to configure your proxy
settings. You can do this for macOS by opening Preferences > Network > [your connection method] >
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Advanced > Proxies. Check your institutional library's website, or ask your librarian or network administrator,
for information on what the settings should be for your institution's proxy server.

Determining the OpenURL Path

The easiest way to determine your institution’s OpenURL address is to ask your librarian, or check the
library's website.

SFX link resolvers work best, so look for a URL that begins with http://sfx.library or a similar URL that
contains sfx in the path.

Determining the Authentication URL

In order to use the OpenURL path to find full text articles, your institution likely requires that you log in to
access full text. EndNote uses an authentication URL to automatically direct you to your institution’s log-in
web page.

Again, the easiest way to determine the authentication URL is to work with your librarian or check your
library's website. To act as your own detective, though, you can try the suggestion below.

To determine the authentication URL:
1. Enter the OpenURL path as an EndNote preference.
a. From the EndNote menu, select Preferences.
b. Select the Find Full Text panel.
c. Select the OpenURL box, and enter the OpenURL Path information.
d. Click OK to save the setting.
2. Then try one of these:

a. Follow the URL Path:

(1) Highlight a reference—one where you believe the full text article is available from your
institution.

(2) Control+click on the reference and select References > URL > OpenURL Link. If you are
not automatically directed to the full text article, use your browser to continue to try to get to
the full text PDF file.

b. Browse to the URL:
(1) Use a browser to go to your library’s Web site and try to access a subscription resource.

(2) Once you reach a page where you are prompted to enter credentials, copy the root of that
URL. It may start with https://login.ezproxy. Copy everything through “/login? url=%@".

(3) Enter the path as an authentication preference as described next under Setting Full Text
Preferences.

(4) Test the URL by logging in to your institution’s site as described below.
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Setting Full Text Preferences

Once you have determined the appropriate OpenURL path and authentication URL for your institution, you
must enter them as preferences in EndNote.

To enter Find Full Text preferences:
1. From the EndNote menu, select Preferences.
2. Select the Find Full Text panel.

This panel determines which methods are used when searching for full text articles. By default,
PubMed, the Web of Science™ Core Collection Full Text Links, DOI, and OpenURL are selected.

3. To search your institution’s library, make sure OpenURL is selected, and enter your institution’s
OpenURL Path. If authentication is required, enter an Authentication URL (the address of the site’s

login page).

For more information, see Find Full Text Preferences.

Logging in to Your Library

Once you have entered the appropriate URLs as Find Full Text preferences, you can log into your
institution’s library. Do this in one of two ways:

Authenticate Only

1. From the References menu, select Find Full Text and then Authenticate.

2. This method allows you to try connecting without starting a Find Full Text search. You should be
directed to your institution’s login web page. Log in as indicated on the web page. You may be
directed to a home page or a list of resources, which means you are logged in. Click Done. You are
authenticated for this session of EndNote or until your institution times out the connection.

3. You still need to specifically select the References > Find Full Text > Find Full Text command to
begin searching for full text articles.

Authenticate and Search

1. From the References menu, select Find Full Text, and then Find Full Text.

2. If you have an OpenURL path and authentication URL entered under Find Full Text preferences,
EndNote will direct you to your institution’s login web page. Log in as indicated on the web page, and
then click Continue to begin the search for full text articles for the selected references.

You are authenticated for this session of EndNote or until your institution times out the connection.

Note: Your institution may sever your OpenURL connection after a certain amount of idle time.
Unfortunately, there is no indication when that happens. You will need to go to the References menu,
select Find Full Text and then Authenticate to restore access to the site. Just selecting Find Full Text
again during this EndNote session will not restore authentication.
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Importing Reference Data into EndNote

Retrieving References Directly from Online
Databases

If you have access to a library catalog or bibliographic database that supports the Z39.50 protocol, you can
use EndNote as a tool to search and retrieve references directly from that database into EndNote. You do
not need to use EndNote’s Import command. You can use the Online Search command instead. This is the
easiest way to get data into EndNote because it involves no intermediate steps. For more information about
the direct retrieval of references, see Searching Online Databases.

Importing Bibliographic Data to EndNote

There are many sources of bibliographic data that can be used to help you create your EndNote library. To
avoid retyping this data into EndNote, we have provided several means by which you can get references
into EndNote:

* Import PDF files.

= Import references saved or downloaded from online data services (for example, PubMed or
Clarivate).

= Import text files that conform to a particular format (such as the Tab-Delimited or EndNote Import
format). These files can be created by you or generated from other databases.

= Import text files exported from other bibliographic software programs.

For all of these options except importing PDF files, you need to get your data files in the right format
(see Getting Data in the Right Format), and then determine the correct Import Options.

Once you have a file in the proper format and you know which import option or filter to use, the import
instructions are the same for all of these types of data. See Importing Text Files.

Note: Although we try to provide many flexible ways to get data from other sources into EndNote, we do
not claim that EndNote can import data from all sources. In some cases, you may have to write your own
import filter (see Creating a New Filter), or you may need to manipulate the data in a word processor
before it can be imported. If none of these tools helps you to import your data, tips on how to quickly copy
and paste data into EndNote are described in Copying and Pasting References from a Document into
EndNote.

Note: When importing records, we recommend that you import into a temporary new library, determine
which ones you want to keep, and then move those records into your permanent library.

Before you download references from an online source, consider copyright issues.

Copyright Issues and Fair Use of Downloaded Data
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EndNote gives you the capability to import references downloaded from online
databases into its libraries. Some producers of online reference databases expressly
prohibit such use and storage of their data, others charge an extra fee for a license to
use the data in this way. Before you download references from a database, be sure to
carefully check the copyright and fair use notices for the database. Note that different
databases may have varying restrictions, even from the same information provider.

Importing PDF Files

If you already have PDF files you have downloaded, or even need a little assistance with finding PDF files
for references you have discovered online, EndNote can help.

EndNote can import PDF files, either a single PDF or an entire folder of PDF files. It can even import a
folder of PDF files with subfolders and create a group set for the main folder and custom groups for the
subfolders.

EndNote Click (formerly Kopernio) can help you find PDF files for articles your institution has access to,
quickly and easily.

EndNote Click

EndNote Click is a free browser plugin that finds the best available PDF of an academic article while you
browse. Behind the scenes, EndNote Click will search open databases and (where possible) your
university's subscriptions to find the best version of the paper for you.

Download and Install the EndNote Click Plugin

The EndNote Click plugin is availabre for Firefox, Chrome, Microsoft Edge, and Opera (for Opera you must
first install the Chrome Extensions for Opera, then download the plugin for Chrome). Download ind install
the plugin according to the requirements for your browser.

= Download EndNote Click for Firefox.

= Download EndNote Click for Chrome.

= Download EndNote Click for Microsoft Edge.

Create Your EndNote Click Account

The first time you click on the EndNote Click button in your browser, you will be directed to log in or create
an account. You must create an account to use EndNote Click.

After creating your account, you will be shown a set of customization options. Select EndNote as your

citation management software to enable quick integration for downloading PDF files to EndNote or pushing
them to EndNote online.

On-Campus Access

EndNote Click automatically detects your library subscriptions when you are on campus based on your IP
address. You don't need to do anything.
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Off-Campus Access

If your library supports off-campus access to subscriptions via EZproxy, OpenAthens, or Shibboleth,
EndNote Click can connect through these. You will need to log in to your library the first time you use
EndNote Click off-campus.

Note: Neither Clarivate nor EndNote Click receive or store a user's institutional credentials. Credentials
are stored in the Web browser, just like any other set of stored credentials, and EndNote Click simply
uses them when attempting to retrieve fee-paid journal articles when the user is off-site.

Using EndNote Click to Import PDF Files into EndNote

As you are browsing the web, EndNote Click will be searching for available PDF files matching the articles
you are looking at. When it finds one, it will show a button similar to the one below in the lower left corner of
the window.

View PDF

To download the PDF to EndNote:

1. Click the View PDF button. The PDF will appear in an online viewer and a panel with options will
appear at the left.

2. Select Export to EndNote Desktop to send the PDF and it's related bibliographic data to your
desktop library. (Depending on your browser settings, you may be asked what to do with the
downloaded file, to open it or to save it. If asked, open the file with EndNote.) An EndNote reference
will appear in the temporary Imported References group, and the PDF will be attached.

Note: The EndNote reference will have the basic information, but there may be additional information
available. Try using the References > Find Reference Updates command to find missing information and
add it to the reference.

Importing PDF Files to Create New References

This feature allows you to convert existing collections of PDF files into EndNote references with minimal
typing or copying by extracting the Digital Object Identifier (DOI) from the PDF file. The system matches DOI
information with data available from CrossRef (https://www.crossref.org/), capturing bibliographic content
and creating new EndNote references.
To import a PDF file:

1. Open the library into which you want to import the references.

2. From the File menu, select Import.

3. Locate and select the PDF file, or folder of PDF files, you want to import.

4. Click the Options button to show the Import Options, Duplicates, and Text Translation options.
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5. Select PDF File or Folder from the Import Option list. (If you are importing a folder of PDF files, you
could also select the PDF Folder as a Group Set option. This would automatically create a new
group set based on the contents of the PDF folder you are importing, with groups for any subfolders.)

6. Select an option from the Duplicates list:

= Import All: Imports all references, including duplicates.

= Discard Duplicates: Imports all references except duplicates.

= Import into Duplicates Library: Duplicate references are imported into a library called File-
Dupl.enl, where "File" is the name of the library into which you are importing.

By default, a reference is considered a duplicate when the Author, Year, Title, and Reference Type match a
reference already in the library. See Duplicates Preferences if you would like to change the duplicates
criteria.

7. Select No Translation for the Text Translation option.

8. Click Import to import the file.

Note: When performing the import function, if there are two DOIs found in the first two pages of a PDF
document, EndNote will put at least one DOI in the DOI field for data extraction. The PDF is then attached
and the file name is put in the Title field.

When the import is complete, the new record is stored in the temporary Imported References group, and will
include bibliographic information given for the Digital Object Identifier (DOI) mined from the PDF file
metadata, such as title, author, volume, issue, page, year, and DOIl. You may be able to find more
information for the record using the Find Reference Updates command.

The Imported References group is a temporary group that is replaced each time you import another set of
references. It is removed when you exit EndNote (although the references remain in the library).

To return all of your references to the library display (including the newly imported ones), click the All
References group.

Importing References Downloaded from Online
Databases

If you have access to an online bibliographic database or university catalog, you can probably use
EndNote’s import filters to import text files saved or downloaded from these sources. EndNote filters are
configurable so they give you the flexibility to import the reference data you need, and eliminate data you do
not need.

There are two main things you need to know in order to correctly import downloaded references into
EndNote:

1. How to download the data in the right output format. See Getting Data in the Right Format.

2. Which import filter to use to import the data into EndNote. See Choosing the Correct Import Filter.
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Importing Text Files

EndNote can import structured text files to create new references in your library. This method of importing is
extremely flexible. You can create your own structured files for importing, and your own import filters, as well
as importing data from hundreds of online databases. This method also has the advantage of letting you
remove duplicates of references already in your library during the import process.

Note: See Importing EndNote Libraries for specific instructions about merging two EndNote libraries by
importing one library into another. For another method of merging EndNote libraries, see Merging
Libraries through Sync.

To import a text file into an EndNote library:

1. Open the library into which you want to import the references.

2. From the File menu, select Import.

3. Locate the file you want to import. All files, except for EndNote libraries and PDFs, must be plain text
files.(The exception to this "plain text" rule is EndNote-generated XML files. See Exporting to
EndNote XML for information an creating EndNote XML files.) Select the file and click Open.

4. Click the Options button to show the Import Options, Duplicates, and Text Translation options.

5. Select the appropriate filter from the Import Options list. Filters are the customizable files EndNote
uses to import text files. See Import Options for more information on available filters. See Creating a
New Filter for information on creating your own custom filters.

6. Select an option from the Duplicates list:

= Import All: Imports all references, including duplicates.

= Discard Duplicates: Imports all references except duplicates.

= Import into Duplicates Library: Duplicate references are imported into a library called File-
Dupl.enl, where "File" is the name of the library into which you are importing.

By default, a reference is considered a duplicate when the Author, Year, Title, and Reference Type
match a reference already in the library. See Duplicates Preferences if you would like to change the
duplicates criteria.

7. Select a Text Translation option.

This option allows you to specify the text character encoding of the file you import, so that extended
characters transfer correctly. You should verify the setting with your database provider. Some U.S.
databases that contain extended characters require ANSI-Latin1 or UTF8. MARC format files may
require ANSEL translation. You might be able to use No Translation for text files that do not contain
any extended characters.

8. Click Import to import the file.

Note: The time required to import a file is proportionate to the size of the library and the number of
references being imported. Refer to the progress indicator to determine when EndNote has completed the
task.

Page 139 of 553



Clarivate EndNote 20 User Help Guide

When the import is complete, the newly imported references are displayed in a temporary Imported
References group. This is a perfect time to add a keyword to each imported reference with the Change Field
command or to peruse the imported data to make sure it imported as expected. Make sure to check
references that contain extended characters.

The Imported References group is a temporary group that is replaced each time you import another set of
references. It is removed when you exit EndNote (although the references remain in the library).

To return all of your references to the library display (including the newly imported ones), click on the All
References group.

Import Options

EndNote's import options include:

PDF File or Folder: Use to import references from a PDF file that has been downloaded to your
hard drive. This option allows you to convert existing collections of PDF files into EndNote records
with minimal typing or copying by extracting Digital Object identifiers (DOI) from PDF files. The
system matches the content against the existing API services by capturing bibliographic content and
creating new EndNote records. See Importing PDF Files to Create New References for specific
instructions.

EndNote Library: Used to import references from one EndNote library into another. If the library you
are importing from is closed or locked, all references are imported. If the library you are importing
from is open, with read/write access, the showing references are imported. See Importing EndNote
Libraries.

EndNote Import: Used to import text files that have been downloaded from online databases or
exported from EndNote using the EndNote format. See Creating a Tagged EndNote Import File for
more information.

Refer/BiblX: Used to import text files exported from the Refer or BibIX programs. The EndNote
import format is based on the Refer/BiblX format.

Tab-Delimited: Used to import text files in which the fields within a single reference are separated by
tabs. For details see Creating a Tab-Delimited Format.

Reference Manager (RIS): Used to import text files exported from Reference Manager or any other
source that uses the RIS format.

ISI-CE: Used to import text files downloaded from Web of Science™ Core Collection and other
Clarivate sources.

Note: See Searching the Web of Science™ Platform for information about directly retrieving Web
of Science™ Core Collection records.

Multi-Filter (Special): A special option for importing files that include references from multiple
sources (see ldentifiers).

EndNote Generated XML: Used to import EndNote’s proprietary XML format.
Other Filters: EndNote includes hundreds of import filters configured to import data from a variety of

online databases. Most likely, the first time you import a file, you will not see the import filter that you
need in this list. Select Other Filters from the Import Options list to find the filter that matches the
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source of the data you want to import. Import filters that you have recently used or chosen as your
favorites will be listed in the Import Options list in the Import dialog.

See Choosing the Correct Import Filter for information about how to choose the filters to appear in
the Import Options list.

= Use Connection File: EndNote provides the option of using a connection file as an import filter. This
is useful if you need to import the Connection.log file generated by using EndNote’s Online Search
command to search an online database. The Connection.log file should include all of the references
from your previous session. See The Connection Log File for more information.

Note: See Introduction to Filters for information about creating and modifying import filters. All of the
import filters (except Tab Delimited and EndNote Generated XML) can be modified.

Choosing the Correct Import Filter

Once you have captured and saved your data file in the appropriate format, you should identify the proper
EndNote filter to import the data. There are hundreds of filters included with EndNote, each designed to
read a specific tagged format from a specific information provider.

To see a complete list of filters installed for your copy of EndNote, select Import Filters from the Tools menu,
and select Open Filter Manager. You may see many filters with the same name, but from different data
providers. Be sure to select the filter that matches both the database and the data provider you are working
with or your data will not import correctly.

Use the Find by Category list in the Filter Manager to find all filters for a particular information provider. To
search by name, use the Quick Search on the Filter Manager toolbar. You can click the More Info button to
display additional information about a selected filter. The Comments section may provide information about
how to appropriately download information from the source database.

When you have located the filters you want to use, mark them as your favorites by clicking the checkbox in
the Favorites column to the left of the filter name. You can also mark all of the filters currently showing after
using the Find option by clicking Mark All. Once a filter is marked as a favorite, it will appear in the Import
Options list in the import dialog.

Note: There are many more databases and services that provide data than there are filters included with
EndNote, so in some cases you may need to write your own filter or modify one of ours. See Introduction
to Filters for information about creating and modifying filters. You can also check our Web site periodically
for new and updated filters (Download EndNote Import Filters).

Comparing a Filter to a Data File

If you are uncertain whether a filter matches a data file that you have downloaded, you can compare the
format from your downloaded data file to the filter. To do so, select a filter in the Filter Manager, and click the
Edit button. When the Filter window opens, select the Templates option in the list at the left of the window to
display the tags recognized by that filter.

The tags and templates in the filter should match the data in the file you want to import. See The Basic
Components of a Filter for information about editing filters.
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Changing the Filter Folder

By default, all filters provided with EndNote are stored in the Filters folder found in the EndNote program
folder. These are the filters displayed when you open the Filter Manager. EndNote also displays filters found
in your personal Filters folder.

When you create a new filter, it is saved to your personal Filters folder. When you attempt to save changes
to an existing filter, you must use Save As to save a copy to your personal Filters folder. For more
information about your personal folders, and information about how to change the location of your personal
folders, see Folder Locations Preferences.

Importing References from PubMed

To Save References to a Text File and Import Them

Follow the steps below to download your search results from PubMed as a text file and to import them into
your EndNote library.

1.

2.

10.

1.

12.

Go to the PubMed Web site in your Web browser at https://pubmed.ncbi.nim.nih.gov/.

In the Search field, enter your search criteria. (To create an advanced search, click the Advanced
button.) To execute your search, click the Search button.

Select the needed results and then click the Save button.
Select PubMed from the Format menu.

Click the Create File button. This will bring up a dialog box allowing you to save your selected
references as a text file.

Save the file to your computer. Check your browser's options for where files are saved. You may
have choices that will allow you to customize the location.

Open the library into which you want to import the references.

From the File menu, select Import.

Locate the downloaded PubMed file you want to import. Select the file.

Click the Options button to show the Import Options, Duplicates, and Text Translation options.

Select Other Filters... from the Import Options list, then select the PubMed (NLM) filter from the list.
(After using the PubMed filter once, it will automatically be added to your favorites list.)

Select an option from the Duplicates list:
= Import All: Imports all references, including duplicates.
= Discard Duplicates: Imports all references except duplicates.

= Import into Duplicates Library: Duplicate references are imported into a library called File-
Dupl.enl, where "File" is the name of the library into which you are importing.
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By default, a reference is considered a duplicate when the Author, Year, Title, and Reference Type
match a reference already in the library. See Duplicates Preferences if you would like to change the
duplicates criteria.

13. Select No Translation for the Text Translation option.

14. Click Import to import the file. The references will appear in the Imported References temporary
group.

To Import References with Direct Export

1. Open the library into which you want to import the references.
2. Go to the PubMed Web site in your Web browser at https://pubmed.ncbi.nim.nih.gov/.

3. In the Search field, enter your search criteria. (To create an advanced search, click the Advanced
button.) To execute your search, click the Search button.

4. Select the needed results and then click the Send To button.
5. Select Citation Manager from the list.

6. Click the Create File button. This will save the references in a format that works with EndNote's
Direct Export feature.

7. The references should appear in the temporary Imported References group of your library. If the
references do not appear in your library, go to your browser's download location and double-click the
file ending with the .nbib extension. The .nbib extension indicates the PubMed file format compatible
with Direct Export.

Note: On the macOS, Direct Export works best with Firefox. See Enabling Direct Export if PubMed files
are not automatically added to your library with these Direct Export instructions.

Creating Structured Text Files that EndNote
Can Import

What do you do if your data is not in a format that EndNote can automatically import? You can do one of
several things (or even a combination these options):

= Try searching for the references in another online database that might provide an importable format.

= Rearrange the reference data using your word processor so that it is in a format that EndNote can
import (one of the two options listed at the end of this topic).

= Copy and paste each piece of data from its source into the proper fields in EndNote, as described in
Copying and Pasting References from a Document into EndNote.

= Enter the data manually by typing it into EndNote as described in Entering References.
Creating a file that EndNote can import can be a lot of work if your data is in an arbitrary or inconsistent

format. If you only have a few references to import (less than 30 or 40), it might be faster and easier to
retype them or copy and paste the references than to try to put them into a format that EndNote can import.
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However, if you have many references to import, it might save time to first manipulate the data in a word
processor as best you can, and then import the references into EndNote and clean up the references there.
Even if the imported data does not come through perfectly, it can be rearranged with EndNote’s various
commands, drag-and-drop, and copy and paste, or it might be possible to update the data using Find
Reference Updates if it is fairly accurate.

These are two different formats that you can put your data into that will allow it to be imported into EndNote:

= A tab-delimited format. This is best if your data is in a database or spreadsheet that can export to a
tab-delimited file. See Creating a Tab-Delimited Format.

= A tagged format. This is best for when your data is in a word processor document and looks like a
bibliography. See Creating a Tagged EndNote Import File.

Note: To allow for the appropriate import of Unicode characters, save TextEdit files as Western (Mac OS
Roman).

Getting Data in the Right Format

To import text with any of the EndNote filters, the data must be consistently "tagged," with each tag starting
on a new line, and the file saved as text. Here are two examples:

AU- CRAMER, JOHN

TI- AQUATIC

PY- 1993

SO- ENVIRONMENTAL-POLLUTION. VOL. 5, NO. 2, PG.54-79

DE- LAKES, ACIDIFICATION, ENVIRONMENTAL EFFECTS, MACROPHYTES, ECOLOGY,
PLANT PHYSIOLOGY

Author: Cramer, John
Title: Aquatic macrophytes and lake acidification
Year: 1993

Source: Environmental Air Pollution. Vol. 5(2) pp.54-79
Keywords: lakes--acidification--environmental

Note: If data is inconsistently tagged, or poorly delimited, it may not be possible to import all the data
accurately. See A Comment About Difficult Data Files.

If references are sent to you in the body of an email as tagged text, save the email to a plain text file.

Creating a Tagged EndNote Import File

The EndNote Import format is a tagged format based on the rules of the Refer/BibIX format. In this format,
each field of data (that is, Journal, Volume, or Title) is preceded by an identifying tag: a percent sign (%)
followed by a single capital letter, a number, or a special character, plus a space. Entire references are
separated by one blank line:
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%0 Book

%A Geoffrey Chaucer

%D 1957

%T The Works of Geoffrey Chaucer
%E F. Grouse

%I Houghton

%C Boston

%N 2nd

%0 Journal Article

%A Herbert H. Clark

%D 1982

%T Hearers and Speech Acts
%B Language

%V 58

%P 332-373

%0 Thesis

%A Cantucci, Elena

%T Permian strata in South-East Asia
%D 1990

%I University of California, Berkeley
%9 Dissertation

Author Names in the EndNote Import Format

= Author names use the %A tag. This tag should repeat for each author, with the names listed one per
line:

%A  Jones, Mary
%A Simon, Jeff

= Author names can appear either as:
Geoffrey Chaucer
or

Chaucer, Geoffrey

= Either initials or full names are accepted.

Defining Reference Types

Set the reference type for each of the imported references by using %0 (zero) and the reference type name.

The default reference types are listed below. If you have modified a reference type, your EndNote data files
should use the new name instead.
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%0 Aggregated Database

%0 Hearing

%0 Ancient Text

%0 Interview

%0 Artwork

%0 Journal Article

%0 Audiovisual Material

%0 Legal Rule or Regulation

%0 Bill

%0 Magazine Article

%0 Blog %0 Manuscript

%0 Book %0 Map

%0 Book Section %0 Multimedia Application
%0 Case %0 Music

%0 Catalog %0 Newspaper Article

%0 Chart or Table %0 Online Database

%0 Classical Work

%0 Online Multimedia

%0 Computer Program

%0 Pamphlet

%0 Conference Paper

%0 Patent

%0 Conference Proceeding

%0 Personal Communication

%0 Dataset

%0 Podcast

%0 Dictionary

%0 Press Release

%0 Discussion Forum %0 Report

%0 Edited Book %0 Serial

%0 Electronic Article %0 Social Media
%0 Electronic Book %0 Standard

%0 Electronic Book Section

%0 Statute

%0 Encyclopedia

%0 Television Episode

%0 Equation

%0 Thesis

%0 Figure

%0 Unpublished Work

%0 Film or Broadcast

%0 Unused 1

%0 Generic

%0 Unused 2

%0 Government Document

%0 Unused 3

%0 Grant

%0 Web Page

EndNote Tags and Corresponding Fields
The table below shows the tags recognized in the EndNote Import format and the corresponding EndNote

field into which each tagged item is imported for the Generic reference type. For other reference types, you
can find the fields associated with the tags by examining the EndNote Import filter template. See Templates
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for Different Reference Types in Import Filters and Connection Files for information on viewing or editing
filter templates.

Note: The Figure field is not included for importing.

Tag EndNote Generic Field Name
Y%A Author
%B Secondary Title (of a Book or Conference Name)
%C Place Published
%D Year
%E Editor/Secondary Author
Y%F Label
%G Language
%H Translated Author
%l Publisher
%J Journal Name
%K Keywords
%L Call Number
%M Accession Number
%N Number (Issue)
%0 Alternate Title
%P Pages
%Q Translated Title
%R DOI
%S Tertiary Title
%T Title
%U URL
%V Volume
%W Database Provider
%X Abstract
%Y Tertiary Author/Translator
%Z Notes
%0 Reference Type
EndNote Tags Table
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Tag Generic Field Name (Continued)

%1 Custom 1

%2 Custom 2

%3 Custom 3

%4 Custom 4

%6 Number of Volumes

%7 Edition

%38 Date

%9 Type of Work

%? Subsidiary Author

%@ ISBN/ISSN

%! Short Title

Y%# Custom 5

%$ Custom 6

%] Custom 7

Y%& Section

% ( Original Publication

%) Reprint Edition

%* Reviewed ltem

Y%+ Author Address

Y%of Figure

%" Caption

%> File Attachments

%< Research Notes

%l Access Date

Y%= Custom 8

Y%~ Name of Database
EndNote Tags Table (Continued)

Creating a Custom "Tagged" Format

If you have a large bibliography that you would like to import into EndNote, it may be possible to use your
word processor’s Find and Replace commands to insert descriptive tags in front of some of the fields of data
so that EndNote can accurately import the references. In addition to adding tags, you also need to make a
filter to read your tags. (See Choosing the Correct Import Filter for information about using a predefined
EndNote Import format if you would rather not create your own filter.)
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This topic outlines the basic steps to convert a bibliography into a tagged text file.
Step 1. Save a Copy of Your File

= Open your bibliography in a word processor and save a copy of the file with a new name (this is your
backup).

= Remove everything but the reference data from the file.
Step 2. Add Descriptive Field Tags
Use your word processor’s Find and Replace commands to search for unique delimiters between fields, and
insert paragraph marks and descriptive field tags in front of specific fields. For this example, we will show a
very simple case where only the start of each reference is tagged, and the filter does the rest of the work.
This works well for reference lists that have clear delimiters separating the individual components of the
reference (author, year, title, and so on). In some cases, you may have better results making additional
replacements in the text file before importing. The more tags you add to your data, the greater degree of
accuracy you can get with the import filter.
Suppose your references look like this:

Jones, M. (2020) "Quail Intelligence" Avian Science. Vol. 3 no. 2.

Billoski, K. (2012) "Parakeet Smarts" Avian Digest. Vol. 23 no.5.

The process of converting this bibliographic format to a tagged format would be something like this:

= Search for 2 paragraph marks (since the references are separated by 1 blank line), and replace with
two paragraph marks and a tag "XX-" followed by a space.

The result is a tagged data file that looks like this:
XX- Jones, M. (2020) "Quail Intelligence" Avian Science. Vol. 3, no. 2.
XX- Billoski, K. (2012) "Parakeet Smarts" Avian Digest. Vol. 23, no.5.

Once you have made all the changes to tag as much of the data as necessary, save the file (as a plain text
file), and create an import filter to match the tags and formats of the references.

Step 3: Create a Filter for Non-Delimited Data

Using EndNote, create a new filter to read your data file (see Creating a New Filter). The template of a filter
for the above data file would look like this example.

Tag Field

XX- Author (Year) "Title" Journal. Vol. Volume no. Issue.

Each field listed for the Tag must appear in each of your references. If a reference field is missing, all of the
data will appear in a previous field. For instance, if you were using the above reference format and a Volume
field was not present, the filter would place the Issue data in the Journal field.

To resolve this issue, each iteration of a reference must be entered into the filter according to a hierarchy of
formats (longest is always on top).

XX- Author (Year) "Title" Journal. |Vol. Volume no. Issue].
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XX- Author (Year) "Title" Journal. |Vol. Volume].
XX- Author (Year) "Title" Journal. | DOI: DOI]|.

To ensure that each source line is imported into your library during import even if it does not match one of
the templates you set up, you can turn on the Import Source Into option from the Source Parsing option in
the filter. Just identify your source tag, then select import source into and select a field.

Step 4: Clean Up the Data

After you set up your file with tags and create a filter to import it, you should test and refine the filter by
importing into a new library. Once your filter is working as you would like it, you can use it to import the data
file into your real EndNote library.

If you cannot get the filter to import everything exactly as you want, you may have to do some manual
editing to correct this, either before or after importing the data into EndNote. You might find it useful to
import into a test library, then use the Change Fields Move/Copy Fields, and Find and Replace options to

clean up the data. Then, transfer these references to your real library with drag-and-drop, copy and paste,
or the Import command.

Creating a Tab-Delimited Format

The Tab-delimited import option can import text files in which each reference is separated by a paragraph
break (), and the fields within a reference are separated by tabs. Most databases or spreadsheets can
export a tab-delimited text file.

Preparing the Data Before Exporting
Author Names

Before you export data from a database or spreadsheet into a text file, we recommend that you separate
multiple author names with a semicolon (;) or two forward slashes (//). For example:

McCartney, P.//Harrison, G.//Lennon, J.

If you cannot easily do this in your database, you can do it after exporting or manually edit the data after it is
in EndNote.

Reference Types

If possible, you should make sure that each reference in your tab-delimited file includes a field indicating the
reference type. Use EndNote’s Reference Type names so that EndNote is able to recognize the formats. If
you have only one type of reference (such as Journal Articles), it is not necessary to do this—the import
settings can indicate that all references should be imported as the same type.

If you cannot label each reference with the appropriate Reference Type name, you should export your data

into separate files based on reference type. This makes it easy to preserve the original reference types of
the references when importing the data files into EndNote.

Paragraph/Line Breaks within Records

Each reference must end with a paragraph mark. There should be no paragraph marks or line breaks within
a reference. For example, spreadsheet programs such as Excel will allow you to enter line breaks within a
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cell. When saved as a tab-delimited file, these line breaks may be interpreted as the end of a record,
breaking the reference into separate EndNote references.

Preparing the Data File for Import

Once the tab-delimited file(s) are generated, you must open each file in a text editor or word processor and
add two lines to it. These lines tell EndNote what the reference type is for the data and how the data should
be interpreted.

First Line: The Default Reference Type

If all the references in the file are for the same reference type, the first line of the file must define the default
reference type for the entire file. The format for the first line is an asterisk (*) immediately followed by a valid
EndNote reference type, followed by a paragraph break (shown below as <{[>). For example:

*Journal Article<(>

The second line should contain the field names used for that reference type. A file of journal articles would
contain the fields used in the Journal Article reference type. It might look like this:

*Journal Article<(>

Author <tab> Year <tab> Title <tab> Journal <tab> Volume <>
Jones, J//Shoe, S  <tab> 1994 <tab> Easy Food <tab> J. of Eating <tab> 1 <>
Woo, W//Lee, L <tab> 1995 <tab> Rain Hats <tab> J. of Clothing <tab> 2 <>
Carlos, C//Luis, L <tab> 1991 <tab> Cell Phone <tab> J. of Phones <tab> 3 <Y>

Tab-Delimited File Example for a Single Standard EndNote Reference Type as the Default

First Line: A Custom Reference Type

Just like when importing a tab-delimited file for a standard reference type, the field names for a custom
reference type must match the reference type, so you will need to know the field names you used in your
custom reference type. To find them, follow these instructions.

1. Select Preferences from the EndNote menu.

2. Select Reference Types.

3. Click the Modify Reference Types button. Find your custom reference type and make a note all the
fields used in it.

Note: You can find templates of all the reference types using the List of Reference Types. These
templates can be printed out to help you record changes you make to the reference types.

A file for which you are using a custom reference type as the default might look like this:

*My Reference Type<{>

[F1] <tab> [F2] <tab> [F3] <tab> [F4] <tab> [F5] <>
Jones, J//Shoe, S <tab> 1994 <tab> Easy Food <tab> J. of Eating <tab> 1 <>
Woo, W//Lee, L <tab> 1995 <tab> Rain Hats <tab> J. of Clothing <tab> 2 <>
Carlos, C//Luis, L <tab> 1991 <tab> Cell Phone <tab> J. of Phones <tab> 3 <>

Tab-Delimited File Example for a Single Custom EndNote Reference Type as the Default
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Note: Ensure that the field names that appear in the second line match those assigned to your custom
reference type. In the example above "My Reference Type" would the name of the custom reference type,
and "F1," "F2," etc. would be the name of the fields used in the custom reference type. Tabs are indicated
by "<tab>" in the examples above.

First Line: Using Multiple Reference Types

If you could not make separate files based on reference type, you can specify each reference type within
one file. In this case, your first line must be an asterisk (*), followed by "Generic" and a paragraph mark.
then the list of field names found in the Generic reference type, starting with a field for "Reference Type."
Use the Reference Type column to define the actual EndNote reference type names. For example:

*Generic<y>

Reference Type <tab> Author <tab> Year <tab> Title <tab> Publisher <f>
Book <tab> Jones, J <tab> 1994 <tab> Easy Food <tab> Avalon <Y>
Book Section <tab> Woo, W//Lee, L <tab> 1995 <tab> Rain Hats <tab> Nourse <>
Web Page <tab> Carlos, C <tab> 2020 <tab> EndNote <tab> Clarivate <>

Tab-Delimited File Example with No Default Reference Type

Note: Ensure that the generic field names for the reference type (Modify Reference Types dialog) appear
in line 2. In the examples above, note that in the first example for the standard Journal Article reference
type there is a "Journal" field name, but the Generic name for that field would be"Secondary Title." When
importing multiple reference types, "Secondary Title" would appear in the field names, not "Journal."

Second Line: EndNote Field Names

As stated above, the second line of the tab-delimited file must contain the actual field names used by
EndNote. The order of the field names does not matter as long as they correspond to the order of the data
in the rows beneath them and correspond to the names of the default reference type (or to the generic
names when importing multiple reference types).

For example, if your default reference type is "*Journal Article," the field names in the second line of your file
will be those of the Journal Article reference type:

*Journal Article<Y>

Author <tab> Year <tab> Title <tab> Journal <tab> Volume <>
Jones, J//Shoe, S <tab> 1994 <tab> Easy Food <tab> J. of Eating <tab> 1 <>
Woo, W//Lee, L <tab> 1995 <tab> Rain Hats <tab> J. of Clothing <tab> 2 <Y>
Carlos, C//Luis, L <tab> 1991 <tab> Cell Phone <tab> J. of Phones <tab> 3 <T>

EndNote Field Names Table for Journal Article Fields

Note: The field names must be separated by tabs and a paragraph break must follow the last field name.

Additional Considerations

= ANSI, ASCII, or UTF-8 formatted plain text files can be imported. This means that no font styles or
text styles can be preserved during import.

= All field names and reference type names in the file must be identical to those in EndNote. See the

List of Reference Types for a listing of all of the reference types. Use the links in the list to access
templates showing the field names.
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Multiple author names should be separated by semicolons (;) or by two forward slashes (//).
= Fields cannot contain tabs or paragraph marks. Let the lines of data "wrap" to the next line.
= Leading and trailing spaces are removed during importing.

= No uppercase or lowercase conversion is made during importing.

= A reserved field name called "Unused" may be used for data that you do not want imported into
EndNote.

Importing References from Other Bibliographic
Software Programs

Many programs include an option to export data in the RIS format, which can easily be imported into
EndNote. See Importing Text Files for instructions on importing a text file in the RIS format.

If a program does not include an option to export to the RIS format, information on converting from many
programs is available at the EndNote Support website.

Copying and Pasting References from a
Document into EndNote

If you have a bibliography that is too inconsistent or difficult to parse using your word processor (as
suggested in Creating a Custom "Tagged" Format), you can use the Copy and Paste commands as an
alternative method for getting your data into EndNote and still avoid a lot of retyping.
To transfer the references into EndNote:

1. Open the list of references in a word processor.

2. Select a reference and copy it using the Copy (36+C) command.

3. Open your EndNote library, and select New Reference (8+N) from the References menu to create a
new reference.

4. Put the cursor in the Title field of the new reference and select Paste (3+V) from the Edit menu.

This will paste the entire reference into the Title field of the Reference window. From here, you can drag-
and-drop (or cut and paste) the individual pieces of data into their proper fields. Be sure to remove
extraneous punctuation, and make sure author names are each on a separate line. Follow the guidelines for
Entering References. See Default Reference Type for information about setting a default reference type for
new references.
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Cite While You Write in Microsoft Word

Overview of the Cite While You Write Process
in Word

Use Cite While You Write™ (CWYW) with Microsoft Word 2016, 2019, or Office 365 (locally installed desktop
version only) to easily and quickly cite references, figures, and tables, and create a paper with properly
formatted citations, a bibliography, figures, and tables.

Cite While You Write gives you access to EndNote references and formatting commands through an
EndNote tab in Word.

You can start by inserting a citation into a document. A bibliography formatted according to any one of
thousands of styles is created. Instant formatting technology can automatically update your citations and
bibliography as you write. You can even insert figures and tables found in EndNote references.

A Traveling Library allows you to reformat references in your Word document even when your EndNote
library is not available. If you are collaborating with other authors, you can rely on the Traveling Library to
supply reference information.

You can use your EndNote desktop application or EndNote online to Cite While You Write. See Using Cite
While You Write with EndNote Online.

How to Cite While You Write with Microsoft
Word

The basic steps required to cite a reference and generate a bibliography with Microsoft Word are
summarized below.

To Cite While You Write:
1. Open the EndNote library or libraries that contain the references you wish to cite.
2. Start Microsoft Word and open the paper you are writing.

3. When you are ready to cite a source, position the cursor in the text where you would like to put the
citation.

4. On the EndNote 20 tab, click the Insert Citation button. A Find & Insert My References dialog
appears. (If you click on the drop-down list arrow at the bottom of this button, you will be given
choices beyond finding and inserting citations.)

5. In the text box at the top, enter identifying text for EndNote to locate the appropriate reference. This
could be an author’s last name, a year, a keyword, or any other combination of terms found in the
reference.

6. Click Find and EndNote compares the identifying text to your EndNote references and then lists the
matching reference(s).
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7. ldentify and highlight the appropriate reference(s).

8. Use the Insert button drop-down to display a menu, and select from:

Insert: To insert the citation and format it as defined by the currently selected output style. (This
would be the same result as simply clicking on the Insert button.)

Display as: Author (Year): Select this menu option to display both the author name and the
year in the highlighted citation, but with the author name appearing to be outside the citation
marker.

Exclude Author: Select this to omit the author name from the formatted citation.

Exclude Year: Select this to omit the date from the formatted citation.

Exclude Author & Year: Select this to omit both the author name and the year from an Author-
Date formatted citation. This is usually used when you want only page numbers to appear in the

citation.

Show Only in Bibliography: Select this option to display the selected citation only in the
bibliography, not in the body of the paper.

9. Go back to step 3 to insert the next citation, and continue citing references this way.

Note: When Instant Formatting is turned on, each time you insert a citation it is formatted and a
bibliography is updated at the end of your document. When you are done inserting citations, your
document is done! Instant Formatting is turned on by default. See Instant Formatting in Microsoft
Word for more information.

10. If your citations are not automatically formatted, and a bibliography is not updated each time you
insert a citation, click the Update Citations and Bibliography button on the EndNote 20 tab.

11. If you want your paper formatted with a different style, select the style you want from the drop-down
Style menu. If you do not see the style you want on the list of favorites, click Select another style to
see the list of all styles installed on your computer. See Installing Additional Output Styles for
information on installing more styles.

Your paper is ready for publication!

If you want to insert figure or table citations, see Inserting and Formatting Figures and Tables.

Word Processor Compatibility

To Cite While You Write in Microsoft Word, you must use Microsoft Word 2016, 2019, or Office 365 (locally
installed desktop version only).

Install the latest service pack from Microsoft. Cite While You Write can convert and use Word documents
that used earlier versions of Cite While You Write.

Word displays Cite While You Write commands on an EndNote 20 tab.

If you use Apple Pages as your word processor, see How to Cite While You Write in Apple Pages.
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If you use a word processor other than those listed above, or an older version of these word processors,
save your document as an RTF file and use Format Paper.

To create a standalone bibliography that is not based on the citations in a paper, see Introduction to
Independent Bibliographies.

Note: Only one word processor at a time should be open when inserting citations and formatting
documents.

Setting Cite While You Write Preferences in
Microsoft Word

You can access and set Cite While You Write preferences from either EndNote or Word. The same dialog
appears, and changes are saved in the same place:

= From EndNote’s Tools menu, go to the Cite While You Write (CWYW) submenu and select CWYW
Preferences.

= In Word, on the EndNote 20 tab, select Preferences.
Cite While You Write preferences include general preferences (see General Preferences in Microsoft Word),
the ability to assign keyboard shortcuts to menu commands (see Keyboard Preferences in Microsoft Word),

and the ability to control the placement of figures (see Figures and Tables Preferences in Microsoft Word).

For information about other EndNote preferences that directly affect Cite While You Write, see Related
EndNote Preferences.

The Application Tab in the Cite While You Write
Preferences Dialog

Use the Application tab to indicate which version of EndNote to use when you use Cite While You Write.
1. On the EndNote tab, select Preferences.
2. Select the Application tab.

3. From the drop-down Application menu, select which version of EndNote you want to use with Cite
While You Write.

= EndNote is your desktop version of the EndNote bibliographic application. Select this option if
you want to work with your desktop libraries. This option will cause a tab called EndNote 20 to
appear.

= EndNote online is the online version of EndNote. Select this option if you want to use
references from a group shared with you. See Sharing Groups. This option will cause a tab
called EndNote to appear.
OR

Select Search: Shared Groups in the Find & Insert My References dialog to temporarily search
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shared groups without changing the tab. Change it back to Search: Libraries to search your
desktop libraries again.

Select EndNote online from the Application menu if you want to make any changes to your EndNote online
accounts, such as changes to your e-mail address or your password.

1. Select EndNote online from the Application menu.
2. Enter or confirm the EndNote online URL: https://www.my.endnote.com:80/.

3. Enter your e-mail address and password. Your e-mail address and password are remembered in
Sync Preferences.

4. Mark the Remember my address and password checkbox if you want EndNote to remember these

changes. If you are working on a shared computer, leave this box unmarked so the next person
using that computer does not have access to your account.

Finding, Editing, and Deleting References in a
Library

Finding Cited References in a Library

You can quickly jump from a bibliographic in-text citation (not a figure citation) to the corresponding EndNote
reference.

To find an EndNote reference:
1. Make sure both your Word document and your EndNote library are open.
2. Highlight the citation(s) in your Word document.
3. On the EndNote tab, select Edit Library Reference(s).

EndNote goes to the corresponding reference for editing.

Editing a Reference in the Library

You may insert a citation in a Word document, and then later edit the corresponding reference in EndNote.
Are those changes reflected in your Word document?

Your citations and bibliography will reflect the edits the next time the citations in the paper are updated with
the EndNote library open. Open your document, open your EndNote library, and click Update Citations and
Bibliography on the EndNote 20 tab.

EndNote will not be able to make the update if the library is not open during formatting. Instead, it will take
the original reference information from Word’s Traveling Library (see The Traveling Library).
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Note: The author’s last name and the publication year are both used to identify a reference, so changes
to these items in an EndNote reference are not reflected in the in-text citation. Cite While You Write will no
longer identify a match between the citation and the reference if the citation is unformatted. If the citation
is formatted, it will use reference information from Word's field codes to update the citation and
bibliography (The Traveling Library).

If you make changes to a figure in an EndNote reference, you must manually replace the figure in your Word
document.

Deleting a Reference from the Library

The first time a citation is formatted, EndNote uses information from the unformatted citation to look in the
open library and find the corresponding reference. If you later reformat, EndNote again looks in the library
for that reference. If the reference has been deleted from the library, EndNote takes the reference
information from hidden Field Codes in Microsoft Word (The Traveling Library).

So, if you deleted a cited reference from the library, the required information is still available in the hidden
field codes surrounding each formatted citation—even though the reference is no longer in the library.

However, an unformatted citation is a temporary placeholder. If a citation is unformatted, and you have
deleted the corresponding reference from the EndNote library, EndNote will not be able to find the reference
information for formatting.

If you add the reference to the library again, it will be assigned a different record number. You would need to
reinsert the citation in Word.

Record Numbers

EndNote assigns a unique record number to each reference as it is added to your library. These record
numbers appear in temporary citations to ensure that the correct reference is used when the paper is
formatted:

{Argus, 1991 #11}
The record number for a reference is also visible in the title bar of the Reference panel.

Note that:

= EndNote automatically assigns a record number sequentially to each reference as it is added to a
library.

= If the same reference appears in two different libraries, the record numbers will most likely be
different.

= Record numbers are never reused or reassigned within a library. When you delete a reference, the
corresponding record number is never used again in that library.

= You cannot modify or reassign record numbers.
= We recommend that you not rely on EndNote’s record numbers as a means of filing or numbering

your office reprints, because you have no control over this number. Instead, enter your own unique
number into the Label field, and use that number for your reprints.
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If you add the reference to the library again, it will be assigned a new, different record number, so EndNote
still will not be able to find a match to your unformatted citation when formatting your paper. You will need to
reinsert the citation into the paper using the new reference in your library.

Cite While You Write Commands and Field
Codes

Cite While You Write Commands

When Cite While You Write is installed, several EndNote commands appear on an EndNote 20 tab in Word.

When you select an EndNote command from the EndNote 20 tab, the EndNote program starts (if not
already running) and a Cite While You Write submenu becomes active on EndNote’s Tools menu, displaying
some of the same EndNote commands available in Word.

Note: When you use Cite While You Write Preferences to choose EndNote online as the active Cite While
You Write Application in Word, the tab changes. The EndNote online tab contains a smaller set of CWYW
commands.

Below are brief descriptions of the Cite While You Write commands found on the EndNote tab in Word.

Insert Citation > Insert Citation: Search for EndNote references to select and insert as citations in
your Word document. See Finding and Inserting Citations in Microsoft Word.

Insert Citation > Insert Selected Citation(s): Insert a citation for each reference currently selected
in the open EndNote library. You can insert up to 250 references in a citation. See Inserting Selected
Citations in Microsoft Word.

Insert Citation > Insert Note: Add custom text citations to your Word document. See Including
Notes in the List of References in Microsoft Word.

Insert Citation > Insert Figure: Search for an EndNote reference that contains a figure, and insert a
figure or table in your Word document. The figure or table is numbered, and automatically added to
the document. Figures inserted in the document will not appear in the bibliography. See Finding and
Inserting Figures and Tables.

Go To EndNote: Bring EndNote to the front of your screen. This command launches EndNote if it is
not already running.

Edit & Manage Citation(s): Edit existing individual or multiple citations. You can omit author and/or
year from citations, add prefix or suffix text (such as page numbers) to citations, or delete formatted
citations from the paper. See Editing Citations in Microsoft Word.

Edit Library Reference(s): Select citations in your Word document, then select this command to
directly edit the corresponding references in EndNote. See Editing a Reference in the Library.

Style: Select an output style from the list to format (or reformat) your paper according to the rules of
the selected style. The styles listed are marked as "favorites" in the EndNote style manager.
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Update Citations and Bibliography: Format (or reformat) your paper according to the rules of the
selected style. The formatting process replaces the temporary citations in your paper with formatted
citations, and builds a bibliography at the end of the document. This command also updates the
formatted figures and tables found within the body of the document or in a list at the end of the
document.

Configure Bibliography: Format (or reformat) your paper according to the rules of the selected
style. The formatting process replaces the temporary citations in your paper with formatted citations,
and builds a bibliography at the end of the document. See Configuring the Bibliography in Microsoft
Word.

Note:

By default, Instant Formatting is turned on, so your citations and bibliography are automatically

formatted as you work.

Categorize References: Create a bibliography organized by categories your create. See Reference
Type Categories in Output Styles.

Instant Formatting: Turn instant formatting on or off for the document, set how frequently EndNote
scans for temporary citations, and whether EndNote checks for citation changes.

Tools > Convert to Unformatted Citations: Unformat a selected citation before editing it or
unformat the whole document. This removes style formatting for the selected citations, and leaves
temporary citations which usually consist of the author’s last name, the year, and the record number
surrounded by delimiters. See Unformatting Citations.

Tools > Convert to Plain Text: Save a copy of your document without formatted Cite While You
Write field codes. Formatted citations and the bibliography are saved as text. See Field Codes in
Microsoft Word and Removing Field Codes.

Export Traveling Library: Create an EndNote library from the references used in a paper. See
Exporting Word’s Traveling Library to an EndNote Library.

Manuscript Matcher: Use Manuscript Matcher for an analysis of the journals most likely to publish a
paper like yours. See Manuscript Matcher.

Cite While You Write Preferences: Change general Cite While You Write preferences, change the
EndNote keyboard shortcuts available in Word, change figure and table settings, or switch to
EndNote online Cite While You Write. See Setting Cite While You Write Preferences in Microsoft
Word.

Help: Display help about Cite While You Write features.

Note:

Several Cite While You Write commands also appear on the Tools menu in EndNote. To use these

commands from within EndNote, you must use at least one Cite While You Write command from within
Word during the current session.

Field Codes in Microsoft Word

Cite While You Write places field codes around and inside your formatted citations in Word. These hidden
codes allow EndNote to format, unformat, and reformat citations within Word.

For example, this formatted citation:
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(Pepperberg, 2009, p. 32)

contains these field codes:

{ ADDIN EN.CITE

<EndNote><Cite><Author>Pepperberg</Author><Year>2009</Y ear><RecNum>2299</RecNu
m><Pages>32</Pages><DisplayText>(Pepperberg, 2009, p. 32)</DisplayText><record><rec-
number>2299</rec-number><foreign-keys><key app="EN" db-
1d="50wxdpzd9vd5Sr7e9t5b595djripttrxw9avp" timestamp="1566392612" guid="c7917588-
b354-4bad-8cdf-3fd39f717fcd">2299</key></foreign-keys><ref-type name="Electronic
Book">44</ref-type><contributors><authors><author>Pepperberg, Irene
M.</author></authors></contributors><titles><title>Alex &amp; me: How a scientist and a
parrot discovered a hidden world of animal intelligence — and formed a deep bond in the
process</title></titles><num-vols>Kindle</num-
vols><edition>Kindle</edition><keywords><keyword>African gray parrot
Behavior.</keyword><keyword>Cognition in animals.</keyword><keyword>Animal
communication.</keyword><keyword>Human-animal
relationships.</keyword></keywords><dates><year>2009</year><pub-dates><date>March 15,
2013</date></pub-dates></dates><pub-location>New York, NY</pub-
location><publisher>Scribe Publications</publisher><isbn>ASIN:
BOOAPOWOXC</isbn><urls><related-urls><url>http://www.amazon.com/Alex-scientist-
discovered-intelligence-ebook/dp/BOOAPOWOXC/ref=sr 1 2?s=digital-
text&amp;ie=UTF8&amp;qid=1363823581&amp;sr=1-
2&amp;keywords=alex+%?26+me</url></related-urls></urls></record></Cite></EndNote>}

Note: We recommend that you not view field codes in Word. If you choose to view field codes, do not
modify them. Always keep backups of your papers! To automatically turn off the display of field codes
when you open a Word document, see General Preferences in Microsoft Word.

Field codes for formatted citations include a Traveling Library of the EndNote references cited. The
reference data saved with each citation includes all fields except Notes, Research Notes, Abstract, Figure,
and Caption. This allows you to use the document on a computer that does not contain a copy of your
EndNote library. See The Traveling Library.

EndNote’s Cite While You Write field codes are supported by all the versions of Word compatible with
EndNote 20. See Word Processor Compatibility for information on if your version of Word is supported.

Once you start using Cite While You Write, you must take precautions before opening those files in other
word processors or another version of Word. If a formatted document is opened and saved with an
incompatible word processor, the formatted EndNote citations and bibliography lose their field codes. When
this happens, EndNote cannot reformat the document.

Before you open a paper in a different word processor, or give a publisher an electronic copy of your final
formatted document, see Sharing Your Word Documents.

Installing Cite While You Write Support in Word

EndNote’s installation program installs Cite While You Write support for Microsoft Word 2016, 2019, or
Office 365 (locally installed desktop version only).
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If you install Word after installing EndNote, you must use the Customizer to install Cite While You Write.

In Word, EndNote commands appear on an EndNote 20 tab.

Citing Sources as You Write

Forms of Citations in Microsoft Word

A "citation" is the brief bibliographic information in the body of a paper that refers the reader to a complete
reference in the bibliography. A citation typically consists of a bibliography number or the author and year in
parentheses:

. of the species at hand?.
. of the species at hand (Argus, 1991).

Citations can appear as either unformatted or formatted in your Word document.

Unformatted (Temporary) Citations

An unformatted citation is a temporary placeholder, and does not reflect final output. It may appear after you
insert selected citations.

Note: If you have Instant Formatting turned on, you may never see an unformatted citation. Instant
Formatting is turned on by default. See Instant Formatting in Microsoft Word.

An unformatted citation typically consists of the first author’s last name, the year, and the EndNote record
number, with citation delimiters at each end to identify the text:

{Author, Year #Record Number}.
For example:
{Alvarez, 1994 #8}

EndNote relies on these temporary citations to determine which references to include in the bibliography.

Formatted Citations

The Configure Bibliography or Update Citations and Bibliography commands use an output style to convert
all unformatted citations into formatted citations, and reflects final output.

Note: When Instant Formatting is turned on, formatting is done as you insert citations—but you can still
change the style or layout of your citations and bibliography.

Formatted citations include hidden Word field codes in case you want to reformat the bibliography again
later, even if the original library is not open.

Citations formatted in an Author-Date style might look like this:
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(Alvarez 1994; Turnhouse 1987)

This is the same citation formatted in the Numbered style:

[1,2]

You can easily revert from formatted citations back to unformatted citations at any time. See Unformatting
Citations in Microsoft Word.

Finding and Inserting Citations in Microsoft Word

You can search for EndNote references and insert them without ever leaving Word.

This is the easiest way to find and insert a citation into a Word document:

1.

2.

Open the EndNote libraries that contain the references you wish to cite.
Open the Word document and position the cursor at the location where you would like the citation.

On the EndNote 20 tab, click the Insert Citation button, or select the Insert Citation drop-down and
then Insert Citation.

In the text box at the top, enter text to identify the reference you wish to cite. EndNote assumes an
"and" between each word, and will search all fields in all the references in your open EndNote library.

Press Return and EndNote compares the text to text in your EndNote references and lists the
matching reference(s). If no references match your text, you need to modify your search text and
search again.

Identify and highlight the appropriate reference(s).

Use the Insert button drop-down to display a menu, and select from:

= Insert: To insert the citation and format it as defined by the currently selected output style. (This
would be the same result as simply clicking on the Insert button.)

= Display as: Author (Year): Select this menu option to display both the author name and the
year in the highlighted citation, but with the author name appearing to be outside the citation
marker.

= Exclude Author: Select this to omit the author name from the formatted citation.

= Exclude Year: Select this to omit the date from the formatted citation.

= Exclude Author & Year: Select this to omit both the author name and the year from an Author-
Date formatted citation. This is usually used when you want only page numbers to appear in the

citation.

= Show Only in Bibliography: Select this option to display the selected citation only in the
bibliography, not in the body of the paper.

Note: You can click the Insert button (not select the drop-down) to quickly select the default Insert
command.
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Citations are inserted directly into your paper in the same font as the surrounding text, using the Normal
style font. Once a citation is inserted and formatted, it contains complete reference information in hidden

codes.

You can insert citations in an existing manuscript or as you write. Remember to save your document as you

work.

To format your citations and generate a bibliography, see Configuring the Bibliography in Microsoft Word. In
most cases, Instant Formatting applies as you insert citations (see Instant Formatting in Microsoft Word).

Inserting Selected Citations in Microsoft Word

To insert references selected in EndNote:

1.

Open the Word document and position the cursor at the location where you would like the citation.
On the EndNote 20 tab, select Go fo EndNote.

Highlight the desired reference(s) in your EndNote library.

From the Tools menu in EndNote, select the Cite While You Write submenu and select Insert

Selected Citation(s), or click the Insert Selected Citations button (22), or on the EndNote 20 tab in
Word, select the Insert Citation drop-down, and then Insert Selected Citation(s).

Finding and Inserting from Highlighted Text in Microsoft

Word

To find and insert a citation from highlighted text:

1.

2.

As you are typing, enter text to identify the reference you wish to cite, and select that text.

On the EndNote 20 tab, click the Insert Citation button. EndNote will automatically enter the selected
text into the search field of the Find & Insert My References dialog and bring up a list of matching
references from your open library.

Identify and highlight the appropriate reference(s).

Use the Insert button drop-down to display a menu, and select from:

= Insert: To insert the citation and format it as defined by the currently selected output style. (This
would be the same result as simply clicking on the /nsert button.)

= Display as: Author (Year): Select this menu option to display both the author name and the
year in the highlighted citation, but with the author name appearing to be outside the citation
marker.

= Exclude Author: Select this to omit the author name from the formatted citation.

» Exclude Year: Select this to omit the date from the formatted citation.

= Exclude Author & Year: Select this to omit both the author name and the year from an Author-

Date formatted citation. This is usually used when you want only page numbers to appear in the
citation.
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= Show Only in Bibliography: Select this option to display the selected citation only in the
bibliography, not in the body of the paper.

Note: You can click the Insert button (not select the drop-down) to quickly select the default Insert
command.

Using Drag-and-Drop or Copy and Paste in Microsoft Word

You can drag selected citations from your EndNote library and drop them into your paper at the desired
location for the citation.

You can also copy citations from the EndNote Library and paste them into the document using Copy (36+C)
from EndNote’s Edit menu and then Paste (&+V) from Word’s clipboard.

Inserting Multiple Citations in Microsoft Word

There are several ways to insert multiple references in one in-text citation. When formatted, they appear as
one multiple citation, sorted as your bibliographic style requires:

Unformatted: {Hall, 1988 #77; Baker, 1988 #16}
Formatted: (Baker, 1988; Hall, 1988)

You can insert up to 250 references in a single in-text citation, although the limit could be lower depending
upon limitations on the amount of data a Word field code can contain.

Note: If one of the citations in a multiple citation is not matched during formatting, the entire citation
remains unformatted. Notes cannot be inserted as part of a multiple citation.

To insert multiple citations from Word:
1. On the EndNote 20 tab, click the Insert Citation button.
2. Enter a search term that will find the references you want, and press Return.

3. Hold down the Command(38) key while clicking on the desired references in the list (or hold down the
Shift key to select a continuous range of references) in order to highlight the references.

4. Click the Insert button.
To insert multiple selected citations from EndNote:

1. In EndNote, hold down the Command(38) key while clicking on the desired references in your library
(or hold down the Shift key to select a continuous range of references).

2. From the Tools menu in EndNote, select the Cite While You Write submenu and select Insert
Selected Citation(s), or click the Insert Selected Citations button (/7).

To insert multiple citations individually:
Another option is to insert citations individually, but immediately next to each other. Cite While You Write

merges adjacent citations during formatting. Citations do not merge if any character separates them-—
including a space or punctuation mark.
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Unformatted: {Hall, 1988 #77}{Baker, 1988 #16}
Formatted: (Baker, 1988; Hall, 1988)

Note: You can add citations to an existing in-text citation or change the order of citations within the
delimiters with the Edit Citations dialog. See Editing Citations in Microsoft Word.

To insert, remove, or edit citations within an existing in-text citation:

1. Click on the formatted citation.

2. On the EndNote tab, click Edit & Manage Citation(s). All of the cited references in the document are
listed, with the reference you clicked selected. Each citation will show how it is formatted above the
references for that citation, as a subheading within the list. Click on the Reference tab below the list
to see details for the reference.

3. Highlight a citation, and then select an option from the drop-down menu at the right:

= Click Remove Citation to delete it.

= Click Insert Citation to add another reference within the same citation.

= Use the arrow buttons at the left to change the order of the citation in a multiple citation. (If a
Citation Sort Order is applied by the current output style, changing the order of citations in a

multiple citation has no effect.)

You can use the other features on this dialog as described in Customizing Individual Citations.

Inserting from Multiple Libraries in Microsoft Word

You can cite references from multiple libraries. Simply open the selected libraries before you begin inserting
citations.

If possible, though, we recommend that you use a single library when writing a paper. Keeping all of your
references in one library simplifies the writing process because you know exactly where to find each
reference, there is little likelihood of duplicate references, and you only need to have one library open when
inserting citations.

Note: If you plan to insert citations from more than one library into a paper, read about the Merge
Duplicates in Bibliography preference

Customizing Individual Citations

There may be cases where you want individual citations to differ from the standard format. You may want to
remove the year or author from a citation if either was mentioned in the context of the sentence. Or, you
might want to add a page reference or comment before or after the citation.

For example, assume a formatted citation looks like this:

Hall’s discovery (Hall, 1988)

You can omit the author’s name from the citation:
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Hall’s

discovery (1988)

You can omit the date from the citation:

the 1988 discovery (Hall)

You can add a suffix with page number(s) to the citation:

the discovery (Hall, 1988 p.4)

You can add a prefix to the citation:

the discovery (see Hall, 1988)

To customize a formatted citation:

1. Insert and format the citation.

2. Click on the formatted citation.

3. On the EndNote 20 tab, click Edit & Manage Citation(s). All of the cited references in the document
are listed, with the citation you clicked on selected. Each citation will show how it is formatted above
the reference(s) for that citation, as a subheading within the list. Click on the Reference tab below
the list to see details for the reference. Click on the Edit Citation tab below the list to edit the
reference.

4. Select the citation you want to customize.

5. To change the format of the citation, select one of these options from the drop-down Format menu:

Default Format: Select this menu option to display the citation and format it as defined by the
currently selected output style.

Display as: Author (Year): Select this menu option to display both the author name and the
year in the highlighted citation, but with the author name appearing to be outside the citation
marker.

Exclude Author: Select this to omit the author name from the formatted citation.

Exclude Year: Select this to omit the date from the formatted citation.

Exclude Author & Year: Select this to omit both the author name and the year from an
Author-Date formatted citation. This is usually used when you want only page numbers to

appear in the citation.

Show Only in Bibliography: Select this option to display the selected citation only in the
bibliography, not in the body of the paper.

6. To add additional text to the citation, use the options below:
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= Pages: Page numbers entered here are considered entered into a "Cited Pages" field, so they
can be manipulated by the style, just like any other EndNote field. In order to print, the Cited
Pages field must be listed in the citation template and/or footnote template of your output style.
This is typically used to print the page numbers within a full footnote citation. Most EndNote
styles that require a special format for citations in footnotes are already configured this way.
You can modify the Citation Template in your output style to include the Cited Pages field.

7. Click OK to implement the change(s) to the citation.

Including Notes in the List of References in Microsoft
Word

Some journal styles require that you include notes along with the list of works cited at the end of the
document. In such a system, notes are numbered just like citations, and are included in the reference list in
order of appearance, along with bibliographic references.

Including notes in this way makes sense only when you are formatting your paper with a numbered style
(not an author-date style). Therefore, this feature works only with numbered in-text styles.

To insert text as a numbered note in the reference list:
1. Position the cursor at the location in your text where you would like the number indicating the note.
2. On the EndNote 20 tab, select Insert Note from the Insert Citation drop-down menu.
3. Type your note text into the text box. There is no limit on the amount of text you can enter.
4. Click OK to insert the numbered note.

When your paper is formatted by EndNote using a numbered style, the note text is assigned a number and
listed along with the references at the end of the paper.

The way that notes are displayed when unformatted can be changed in the Temporary Citations
Preferences.

To manually type text as a numbered note in the reference list:

1. Type the text into the body of your document where you would want the number for the note to
appear.

2. Be sure to surround the entire section of text with your Temporary Citation Delimiters (curly braces
by default), and begin it with "NOTE:" followed by a space and your note text. For example:

{NOTE: The authors would 1ike to acknowledge the support of...}

Restrictions on the Use of the "NOTE" Feature:

= This feature requires that a numbered style be used for formatting; otherwise, the note appears as
text in the body of your paper.

= Enter alphanumeric text only. Do not enter graphics, equations, or symbols.
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= Do not use the temporary citation delimiters as part of the text of the note. Other markers, such as
the record number marker, the prefix marker, and the multiple citation separator may be used.

= Notes cannot be combined with regular bibliographic citations within the same set of delimiters (such
as parentheses or brackets). They must be cited separately—each in its own set of delimiters.

Inserting Citations into a Formatted Paper in Microsoft
Word

To add a new reference to an existing citation, insert the new reference next to (not within) the existing
citation, with no spaces or punctuation between them, like this:

(Hockney and E11is, 1996) {Argus, 1984 #1}

Adjacent citations are merged during formatting, and the formatted citations are sorted according to the
style:

(Argus, 1984; Hockney and Ellis, 1996)

Note: Do not insert a citation into the middle of a formatted citation. Insert it immediately before or after
the existing citation, with no space between them.

Citing References in Footnotes and Endnotes

Once you have created a footnote or endnote in Microsoft Word, you can cite references in that footnote or
endnote just like you cite them in the body of the document.

To cite a reference in a footnote or endnote:

1. Use the appropriate command in Word to create the footnote or endnote. (EndNote does not create
the footnote or endnote in the document, but is used to insert and format citations in the note.)

2. Position the cursor in the footnote or endnote where you would like the citation to appear.

3. Insert the citation as you normally would.

Note: You can edit a full reference footnote citation to exclude author name, year, or author/year. Note
that the Author(Year) option does not apply to full-reference footnotes.

The selected EndNote style determines how citations in footnotes and endnotes are formatted. EndNote can
format these citations as brief in-text citations or like complete references in the bibliography. It can also
create a special format specific to footnotes or endnotes, including options like "Ibid." and other variations of
shortened references when a citation appears more than once in the footnotes or endnotes. See
Bibliography and Footnote Templates.

If you are citing full references in footnotes, you can include specific page numbers to be formatted like a

regular EndNote field. See Customizing Individual Citations. Or, if you are manually typing citations, see
Citing Specific Page Numbers in Footnotes.
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Typing Citations into Your Paper

There are many ways to insert citations in your paper. One way is to manually type temporary citations
directly into your paper.

The rules described in the following topics govern how EndNote recognizes and interprets temporary
(unformatted) citations. Use these rules when typing temporary citations directly into your document.

Note: For new documents or documents that have never been formatted, when Instant Formatting is
enabled, it is not triggered when you manually type a reference into a document. You must use the
EndNote 20 tab in Word to either insert another citation or format the citations and a reference list. If a
document has been successfully formatted, and you manually type in a temporary citation, that citation
will be instantly formatted.

= Notes About Temporary Citations

= Components of a Temporary Citation

= Omitting Authors or Years from Citations

= Citation Prefixes

= Citation Suffixes

= Including Semicolons and Other Citation Delimiters in a Citation

= Examples of Modified Citations

Notes About Temporary Citations

= Each citation must match only one reference in the library.

= When Instant Formatting is turned off, a temporary citation is enclosed in citation delimiters and
typically includes the first author’s last name, the year of publication, and the record number for that
reference. For example:

{Schwartz,1990 #5;Billoski,1992 #28%.

If you would prefer to use the Label field or Accession Number field instead of the record number in
temporary citations, see Temporary Citations Preferences for information on this setting.

= Within one set of citation delimiters you can have several citations separated by semicolons.

= Curly braces ("{" and "}") are the default temporary citation delimiters, although they can be changed
(see Temporary Citation Delimiters). EndNote looks for these markers to find citations in your word
processing documents.

= |n addition to the citation delimiters, there are other possible components to a temporary citation:
Author, Year, Record Number, Prefix Text, Suffix Text, and any other text found in the record. You
can also use a special tag to format the citation as Author (Year). See Components of a Temporary
Citation.
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= Any part of a temporary citation can be omitted, as long as enough information remains to match just
one reference in the library. If you omit an author or year from a temporary citation, those
components are omitted from the formatted citation as well—although you can change this
preference. See Omitting Authors or Years from Citations for more information. Additionally, you can
omit the entire citation so that the entry only appears in the bibliography (see Components of a
Temporary Citation).

Components of a Temporary Citation

The typical EndNote temporary (unformatted) citation consists of an author’s last name, a year, and a record
number, all enclosed in citation delimiters. However, temporary citations can take on various other formats.

Temporary citations must begin and end with the opening and closing citation delimiters, but the other
components of a temporary citation can vary.

You can type any string of text found in the reference, as in:
{dinosaur extinction}
Or, you can type any of these items in this order (comma placement is significant):

{Prefix \Author, Year #Record Number Suffix}
{Prefix \Author, Year, Any Text, Suffix}

Each component is briefly described below; more detailed information follows.

Author’s Last Name: Only the last name of one author is listed in a temporary citation. It can be any author
associated with the reference, not just the first author. Include a comma after the author’s name to limit the
search only to author fields:

{Schwartz, 1990}

Year: The year should appear exactly as it does in the reference, and it should be preceded by a comma.
Even if you leave out the author name, include a comma and a space before the year to limit the search to
the Year field:

{, 2001}

Record Number: The record number will always be unique for the library it resides in. However, it is not a
permanent number. If a reference is moved to a different library, it will be assigned a new record number. If it
is synchronized across computers or shared with colleagues through EndNote Sync, it will probably be
assigned a new number. If it is cut and then pasted back into the same library, it will be assigned a new
number. See Record Numbers. It is also possible to use the Accession Number or the Label fields in place
of record numbers for temporary citations (see Temporary Citations Preferences).The record number must
be preceded by a number sign:

{Jones, 1987 #84}
Any Text: Any text that appears in the reference can be used to help EndNote locate the reference in the

library. In order for this to be helpful, select words that are unique to that reference. Enter the specific text
only or enter the text in place of the record number part of the temporary citation and after a second comma:

{greenhouse}

{Schwartz, 1990, any text}
{Schwartz, , any text}
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In the third example, where the date is omitted, you must insert a space between the two commas or
EndNote will not recognize any citation matches.

Note: When using Any Text, EndNote will not search for whole words. If the text is part of a longer word, it
will still be found. The more complete the information in the temporary citation, the better chance of a
match. For example, you might find it helpful to follow the format used by EndNote online. EndNote online
does not use record numbers for the third identifier; it uses the reference title. So an unformatted/
temporary citation might look something like this: {Koepke, 2015, Delayed Gratification: A Grey Parrot
(Psittacus erithacus) Will Wait for a Better Reward}.

Prefix Text: To add text to print before the formatted citation, type the text immediately after the opening
brace and then a backslash "\" to separate prefix text from the search text:

{see \Jones, 1987 #84}

Suffix Text: To add text to print after a formatted citation, enter the suffix text immediately after the record
number or enter a third comma after the search text and then type the suffix text (the third comma will be
included in the formatted citation):

{Smith, 1995 #98 p.293}
{Smith, 1995, dinosaur, p.293}
{Smith, 1995, #98, section 3}

Note: Suffix text will always appear in the formatted citation. It is not dependent on the Cited Pages field
being included in the style. This field can be used to add any type of information, not just page numbers.

Page Numbers: To add page numbers to a temporary citation, type @ and the page numbers after the
record number. Page numbers require the Cited Pages field be included in the style and will be formatted
according to the style settings.

{Jones, 1987 #84@23}
Page Numbers Only: If you have a citation where you want only the page numbers to appear, formatted
according to a style that includes the Cited Pages field, remove both the Author and the Year from the

temporary citation:

{#95@53}

Caution: This works well only when using a single library, without using EndNote Sync. When working
with multiple libraries, or a library on multiple computers synchronized through EndNote Sync, there is a
danger of having the same record number assigned to different references.

Author (Year) format: To add a citation that is formatted as Author (Year) in your text, include @author-year
after the pages designator:

{Hesse, 2003 #95@@author-year}
or
{Hesse, 2003 #95@237Q@author-year}

Bibliography Only format: To insert a citation that only appears in the bibliography, include @@hidden,
where the first @ is needed as the pages placeholder:

{Smith, 1995 #98@@hidden}
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Note: For an easy way to modify individual Cite While You Write citations once they are formatted, see
Editing Citations in Microsoft Word.

Omitting Authors or Years from Citations

While your style may normally include the author’s name and date in each in-text citation, you may want to
omit the author and/or year from a particular citation. This is useful if you have mentioned the author or year
in the context of the sentence and do not want to repeat the information in the citation.
To remove the author’s name or date from a citation, leave that information out of the unformatted citation.
To omit the author’s name, enter:

...Wyatt’s recent discovery {, 1993 #38}.
which will format as:

...Wyatt’s recent discovery (1993).
To omit the date, enter:

...about his 1993 discovery {Wyatt, #38}.

which will format as:

...about his 1993 discovery (Wyatt).

Note: Numbered citations do not print the author name or year in any case, so these settings would be
ignored.

If you want a reference to appear in your bibliography, but not as a citation in your paper, you can exclude
both the author and year, leaving only the record number. When you format your paper with a style that
formats authors and years in the citations, this particular citation will not display in text, but will be included
in the bibliography.

However, if you would rather have the author and year appear in the formatted citation regardless of
whether or not they are in the temporary citation, select Preferences from EndNote’s EndNote menu, select
the Formatting option, and uncheck the setting to Omit Author and/or Year from formatted citation if
removed from temporary citation. With this setting turned off, you may enter just the record number {#34} as
a temporary citation, and still format the paper accurately with a style that requires authors and years in the
in-text citations.

Caution: The option immediately above works well only when using a single library, without using
EndNote Sync. When working with multiple libraries, or a library on multiple computers synchronized
through EndNote Sync, there is a danger of having the same record number assigned to different
references.

Note: For an easy way to modify individual Cite While You Write citations once they are inserted, see
Editing Citations in Microsoft Word.
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Citation Prefixes

You can type a prefix in front of any unformatted in-text citation, using a backslash to separate the prefix text
from the reference. For example, an in-text citation such as:

{see also \Hall, 1988 #77}
formatted in the APA style would be:
(see also Hall, 1988)

When there is only one prefix in a multiple citation and it is at the beginning of the citation, it will stay there
regardless of how the citations are sorted. For example, this citation:

{e.g. \Hal1,1988 #77; Argus, 1991 #11}
after being formatted in the APA style will appear as:
(e.g. Argus, 1991; Hall, 1988)

If the prefix is not at the beginning of the multiple citation, or if there is more than one prefix in a multiple
citation, the prefix text remains with the reference it precedes. For example, this citation:

{Argus, 1984 #11; especially \Hall, 1988 #77}
formatted in the Author-Date style will be:

(Argus, 1984; especially Hall, 1988)

Changing the Citation Prefix Marker

You can change the prefix marker from a backslash to another character by selecting Preferences from
EndNote’s EndNote menu, selecting the Temporary Citations option, and changing the character in the
Citation Prefix Marker box. Use a character that is not otherwise used in the citations. Letters, numbers,
semicolons, "@," and commas cannot be prefix markers. See Temporary Citations Preferences.

Citation Suffixes

Text typed after the record number or search text in an unformatted citation appears immediately after the
citation when it is formatted. For example, these citations:

{Hall, 1988 #77, p. 5}
{Smith, 1995 #58, section 3}

after being formatted in the APA style will appear as:

(Hall, 1988, p. 5)
(Smith, 1995, section 3)

In multiple citations, the suffix text remains with the citation that it follows, even if the citations are sorted
differently during the formatting process. For example, this citation:

{Hall, 1988 #77 p. 5; Argus, 1991 #11}
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formatted in the Author-Date style will be:

(Argus, 1991; Hall, 1988 p. 5)

Note: A space, punctuation mark, or letter should follow the record number, never a number. If a
number appears directly after the record number, EndNote will interpret it as part of the record
number.

Including Semicolons and Other Citation Delimiters in a
Citation

In order to print an actual semicolon or the prefix marker (\) as part of a citation, type an accent grave (°)
before the character. The accent grave tells EndNote to treat the following character as regular text, and not
as a significant character for parsing the citation (a delimiter). For example, to create a citation that is
formatted as:

(see Figure 1; Jackson, 1994)
the unformatted citation must look like this:
{see Figure 1°; \Jackson, 1994 #28}

The ° character before the semicolon tells EndNote not to treat the semicolon as a separator between
citations.

Citing Specific Page Numbers in Footnotes

When citing full references in footnotes, you might want to include specific page numbers. EndNote provides
a way to do this where the page numbers that you type into a temporary citation can be manipulated by the
EndNote style just like a field in your EndNote reference. You can add specific pages to the temporary
citation, and have the EndNote style include them wherever they need to be in the formatted citation. The
style can also apply special pages formatting, like deciding whether to add "p." or "pp." before the page
numbers, and how to list the range of pages.

The easiest way to add cited pages is to use the Edit Citations dialog. See Editing Citations in Microsoft
Word.

To manually include specific page numbers to a reference in an unformatted footnote citation, enter the
page number preceded by "@" at the end of the temporary citation:

{Smith, 1999 #24@145-6}
All text that follows the @ symbol (up to the next space) is considered the "Cited Pages." You must also
configure the EndNote style used to format the paper to use "Cited Pages" in the footnote template. Most

EndNote styles that require a special format for citations in footnotes are already configured this way.

When EndNote formats the citation, the cited pages ("145-6" in the example above) are inserted in the
correct location and formatted as appropriate for the style.
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Note: If you enter page numbers at the end of the temporary citation without the "@" character, they will
still appear in a formatted in-text citation, but EndNote will not be able to manipulate them by changing the
page format or by moving them to a different position in the formatted citation. They will appear, as
entered, at the end of the formatted in-text citation. This is a perfectly acceptable way to enter page
numbers for in-text citations (or for footnotes formatted just like your in-text citations). See Citation
Suffixes to see how this works. This method will not work for citations in footnotes that are formatted as
full bibliographic references or with a special footnote format. For those cases, you must use the @
symbol to identify the cited pages in the temporary citation.

Examples of Modified Citations

The following examples demonstrate how different modifications to a temporary citation affect its formatted
citation in either an author/year or numbered style. In the first column is an example of a modified temporary
citation before formatting, and to the right are two examples of that citation formatted in different styles.
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Formatted with F(_)rhmatted c

Citation APA ‘,{lv't omments

umbered

{Smirnova, #2309} (Smirnova) [1] To remove the year from the formatted
citation, delete it from the unformatted
citation.

{, 2011 #2309} (2011) [1] To remove the author from the
formatted citation, delete just the
author’s name from the unformatted
citation. Note that the comma remains
in the temporary citation to indicate the
omission of the author.

{#2309} No citation 1 This temporary citation removes the

appears author and the year from the formatted

citation. When formatted with an author-
date style, the in-text citation is
eliminated, but the reference still
appears in the bibliography. Numbered
citations appear as usual.

{Smirnova, 2011
#2309@23}

(Smirnova, 2011,
p. 23)

Adding the page number indicator
followed by a page number will cause
the page number to show in styles that
include the Cited Pages field in the
citation. The formatting of the Cited
Pages field in the style controls how the
page number will look.

{Smirnova, 2011
#2309, section 3}

(Smirnova, 2011,
section 3)

[1, section 3]

Adding suffix text after the record
number will cause it to always appear at
the end of the citation, exactly as
formatted. See Citation Suffixes.

{see \Smirnova, (see Smirnova, [see 1] To add text before the formatted

2011 #2309} 2011) citation, type the text immediately after
the opening curly brace, and type a
backslash (\) to separate the text from
the author’s name. See Citation
Prefixes.

{Smirnova, 2011 (Smirnova, 2011; | [1; check The accent grave (*) before the

#2309'; check check errata} errata] semicolon (;) alerts EndNote to treat the

errata}

semicolon as text instead of as a
delimiter. Normally the semicolon would
indicate the end of one citation and
beginning of another in a grouped
citation. See Including Semicolons and
Other Citation Delimiters in a Citation.

Editing, Moving, Copying, and Deleting
Citations

Editing Citations in Microsoft Word

Once you have inserted and formatted a citation, you should not edit it directly (even though you are able to
do so). Direct edits are lost the next time EndNote formats the bibliography.
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You can almost always get EndNote to format your citations exactly to your specifications by editing the
style, the EndNote reference, or the citation (as described here).

Note: An easy way to omit the Author or Date from an individual citation is to select the citation,
Control+click, select Edit Citation(s) and then Exclude Author or Exclude Year.

To edit a formatted citation:

1.

2.

Click on the citation you wish to change.

On the EndNote 20 tab, click Edit & Manage Citation(s). All of the cited references in the document
are listed, with the citation you clicked on selected. Each citation will show how it is formatted above
the reference(s) for that citation, as a subheading within the list. Click on the Reference tab below
the list to see details for the reference. Click on the Edit Citation tab below the list to edit the
reference.

Select the appropriate citation from the list and make any of the following changes to the highlighted
citation:

Default Format: Select this menu option to format the citation as defined by the currently selected
output style.

Display as: Author (Year): Select this menu option to display both the author name and the year in
the highlighted citation, but with the author name appearing outside the parentheses for the citation.
This feature does not apply when editing a citation in a footnote. When using this option with a
numbered in-text style, the author name(s) will appear before the citation.

Exclude Author: Select this to omit the author name from the formatted citation.

Exclude Year: Select this to omit the date from the formatted citation.

Show Only in Bibliography: Select this option to display the selected citation only in the
bibliography, not in the body of the paper.

Prefix: Enter text here to print at the beginning of the citation text (spaces are significant).

Suffix: Enter text here to print at the end of the citation (spaces are significant).

Pages: Enter page numbers here to show as Cited Pages, formatted according to the selected style.
To show, the Cited Pages field must be included in the citation or footnote template of the output

style.

Within the Edit & Manage Citations window, you can add or remove citations from a multiple citation
or change the order of citations.

Insert Citation: Select this option from the drop-down menu at the right of the citation to add another
citation within the same set of delimiters.

Remove Citation: Highlight a citation, then select this option from the drop-down menu at the right
of the citation to delete it from the in-text citation.

Up and Down Arrows: Highlight a reference and use the arrows to the left of the citation to change
the order of display within the citation. (If a Citation Sort Order is applied by the current output style,
using this dialog to change the order of citations in a multiple citation has no effect.)
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5. Click OK to implement your change(s).

On the EndNote 20 tab, select Update Citations and Bibliography to reformat your bibliography with your
changes.

Moving or Copying Citations in Microsoft Word

You can highlight any text that includes citations, use the Cut or Copy commands, and then Paste the text
elsewhere in the document. You can do this with formatted or temporary (unformatted) citations.

To move or copy only the citation itself, make sure you highlight the entire citation (including surrounding
delimiters). Then Cut or Copy and Paste it elsewhere in the document. If the entire field code for the citation
is not included in the cut text, it could result in corrupted citations.

Note: Some issues may arise when you use the Cut, Copy, and Paste commands in a document with
Track Changes turned on. If this occurs, turn off Track Change when you use these edit commands.

Deleting Citations

To delete an unformatted citation, highlight the entire citation (including delimiters), and press the
Backspace or Delete key.

While it is possible to highlight a formatted citation and press the delete key on your keyboard, we do not
recommend that you do this. If you do not completely delete the citation and all associated codes, you could
corrupt your citations.
To safely delete a formatted citation:

1. In Word, highlight the citation you want to delete.

2. On the EndNote 20 tab, select Edit & Manage Citation(s).

3. In the Edit & Manage Citation(s) dialog, ensure that the citation you want to delete is highlighted. If
the citation is part of a multiple citation, make sure you select just the citation you want to delete.

4. From the drop-down menu at the right of the citation, select Remove Citation.

5. Click OK.

Unformatting Citations in Microsoft Word

Unformatting reverts formatted citations to temporary citations, removes the bibliography, and turns off
instant formatting.

Note: Unlike formatted citations, unformatted citations require that you have the original corresponding
EndNote library open in order to format the paper again. Unformatting removes The Traveling Library. (A
synced copy of the library will probably not work for reformatting the citations because the record numbers
will be different. You should use the original copy of the library.)

To unformat citations:
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1. Determine which citations you want to unformat:
= To unformat a particular citation, highlight only that citation.

= If the citation you want to unformat is part of a multiple citation, highlight the multiple citation. All
citations within the delimiters will be unformatted.

= To unformat a section of the document, highlight that section.
= To unformat the entire document, either select nothing or highlight the entire document.
2. On the EndNote 20 tab, select Tools, and then select Convert to Unformatted Citations. If you are
unformatting the entire document, this unformats all of the in-text citations and removes the current

bibliography.

You can tell when a paper is unformatted because the citations appear in the temporary citation format
(such as {Smith, 1999 #25}).

Unformatted citations are temporary placeholders that do not reflect final output. You can format the paper
again at any time. To save the formatted paper as text with formatted citations, see Removing Field Codes.

Note: When you unformat citations, Instant Formatting in Microsoft Word is disabled. To format your
paper, select Update Citations and Bibliography on the EndNote 20 tab.

Generating Bibliographies

Adding Styles to the Output Styles Menu

The bibliographic style selected determines how EndNote formats the citations in your paper and the
references in the bibliography. The style defines the text styles, punctuation, and sorting required for the
citations and bibliography, as well as which fields are included in the bibliography.

You can use the Styles drop-down menu on the EndNote tab to select a different style and reformat your
document at any point.

For a typical installation, EndNote initially installs only the most popular output styles, although more styles
are available. See Installing Additional Output Styles.

To mark an installed output style as a favorite, so it will appear in the Styles menu:
1. In EndNote, go to the Tools menu, select Output Styles, and then select Open Style Manager.
2. Find the style that you need.
= Select a style by typing its name or scroll through the list to find the style you need.

= Click on the column headings to sort the styles by either name or category. Click a second time
to reverse the sort order.

= Use the Find by Category list to find entire categories of styles.

The Style Info/Preview button can toggle between Style Info or Style Preview to display
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information about a style or a preview of how the selected style formats EndNote’s references.
Use the More Info/Less Info toggle button to display or hide this dialog.

3. Mark the box by a style to select it as one of your favorites. The Mark All button selects all styles.
The Unmark All clears all selections.

4. Close the Style Manager by selecting Close Style Manager from the File menu.
Styles marked as favorites appear in the Styles menu, wherever it appears.

You can modify any style to meet your specifications. You can also create new styles if necessary.
See Modifying Style Templates for more information.

Configure Categories Dialog in Microsoft Word

This feature allows you to add categories to your Microsoft Word documents. When EndNote creates the
bibliography in Word, it organizes your citations based on the categories set.

There are two ways to create category configurations: Use a style with categories configured in it or
configure custom categories manually. If using a style with categories configured already, you can still
customize that configuration in Word.

Using Styles with Defined Categories

Styles can include category definitions based on reference type. When using such a style, all references of
a reference type defined in the Categories section of the style will automatically be sorted in Word. One
example of such a style is APA 6th CV, which has the following preset categories.

Publications
Book
Journal Article

Manuscripts under review
Unpublished Work

Manuscripts in Progress
Manuscript

Conference Presentations
Conference Proceedings

Posters
Conference Paper

Using or creating a style with categories defined makes it very easy to organize categories based on

reference type, as long as all the reference types you are using are included in the style. See Reference
Type Categories in Output Styles for information on creating or editing styles with defined categories.

Group References by Custom Categories in Word Manually

If you don't want to use a style with defined categories, or want to use categories that are not based on
reference type, you can create your bibliography categories manually when you first begin writing a paper or
at any time during a writing project.
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1. Open your Microsoft Word document.

2. On the EndNote 20 tab, select Categorize References > Configure Categories to open the Configure
Categories dialog.

3. Create your categories by clicking the Category Headings (+) button, entering the name of your new
category, then pressing Return. Repeat until you have created the categories you need for your
paper.

4. Using the drag-and-drop method, drag a specific reference to the appropriate category under the
Category Headings section. A reference can only appear in one category.

5. Continue this process until all references are assigned a category.

6. Check the "Not Yet Assigned to a Category" section to ensure that all references have been
assigned to a category.

You can modify your categories at any time. For example, you can rename a category, delete a category,
move a category, or move references (using drag-and-drop) from one category to another.

The left panel contains two groups: References and Category Headings. See details below.

he upper-right panel shows the list of references within the group or category selected at the left. The lower-
right panel shows the details for the reference selected above.

References

This section displays the references in your paper, and which of those references have not yet been
categorized. Select a reference to see details for that reference at the right.

= All References in Bibliography: Select this group to see all the references in the bibliography in the
right-side of the window. The following fields appear at the top of the right panel for each reference.

= Author

= Year

= Title (of publication)

= Reference Type

= Category (name of the category that you defined under the Category Headings section)

The lower part of the panel displays detailed information about the reference. For example, Reference Type,
Author, Year, Title, and more.

= Uncategorized References: This displays each citation that has not been assigned to a category.

Select a reference to see the details for that reference in the right panel. Use the drag-and-drop
method to assign an unassigned citation to a category.

Category Headings

This section displays all the categories that you have defined for the paper. The default categories for a new
document containing categories, when your are not using a style, are Primary Sources and Secondary
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Sources. Create categories by clicking the Category Headings (+) button in the upper left corner of the
dialog. This will display a blank text field. Enter a unique name to identify each category. For example:

Category Headings
References
Suggested Reading

To rename categories, select the category, then Control+click and select Rename from the list. Type the new
name for the category, then press Return.

Delete categories by clicking the minus sign (-) to the left of the category. Deleting a category does not
delete any references from your paper. Any references assigned to that category will be added to the
Uncategorized References list.

Note: For the "Suggested Reading" category above, the references should appear in the bibliography but
not in the text of the document. See the Show Only in Bibliography section of Editing Citations in Microsoft
Word for information on how to hide references in the text but have them appear in the bibliography.

Displaying the Categories in the Bibliography
To display the references in your paper in the categories you have created, on the EndNote 20 tab select

Categorize References > Group References by Custom Categories. This is a toggle, so select the option to
Group References by Custom Categories again if you ever want to disable the categories display.

Important Points About Categories

= Use styles with categories defined for automatically assigning references to categories based on
reference type.

= Organize categories based on how you want the categories to appear in the bibliography in Word.
= Enter a unique name to identify each category that you want to create in the current document.
= Use drag-and-drop to add references to the appropriate bibliography categories.

= Go to the "Uncategorized References" list to see if any references have not been assigned to a
category.

= [f you delete a reference from a particular category, the reference is only removed from the category.
The citation remains in your document and the reference goes back to the Uncategorized
References section.

= EndNote maintains all references in the All References in Bibliography list. A reference added to any
defined category will still appear in the All References list.

Creating a Bibliography from Multiple Documents

For very large documents, you can use the Microsoft Word's Master Document feature to generate a single
bibliography from multiple documents. This allows you to create a cumulative bibliography from any number
of book chapters. (As an alternative for smaller documents, we recommend using a single Word document
split into Sections. See Creating Multiple Bibliographies in a Single Document.)
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Master documents are used to assemble many smaller Word documents at the end of a project to create a
single table of contents, bibliography, etc., when a single large document would be difficult to work with. A
master document is usually used only for this final assembly, not for working in the individual documents.

Before creating a master document, make a backup of all the documents you will be using for sections. A
backup is always advisable before making large changes to any project, and how smoothly this process
goes will depend on factors such as how consistent the formatting is for all the subdocuments and the
master document. The present author always uses copies of documents when working with a master
document and subdocuments.

To generate a single bibliography:

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

2. In each document, on the EndNote tab, select Tools > Convert to Unformatted Citations.

3. Close all of your documents.

4. Create a new document.

5. Use the Outline view to designate the new document as a master document, then insert and display

each of your chapters as subdocuments. (Check Word’s documentation if you need step-by-step
instructions.)

Note: If you have collapsed subdocuments to hide their content in Outline view, make sure you expand
them in order to display the contents of all subdocuments before continuing.

6. On the EndNote tab, select Configure Bibliography.

[ Note: Your documents must allow read/write access; they cannot be designated Read-only (locked). ]

7. \Verify the formatting options and click OK.

EndNote creates the bibliography, using citations from the master document and all displayed
subdocuments, and places it at the end of the master document. You can move the bibliography anywhere
within the master or subdocuments, and it will remain in that location even when you reformat.

Note: If you select Word’s Insert > File command, and then select the Link option to insert a document
into the text, EndNote will not format the linked document when you format the main document. The text
from the linked document will be skipped.

If you want to format a bibliography for each subdocument plus a cumulative bibliography at the end of the
master document, follow the instructions above, but use an output style that allows formatting of Sections.
See Creating Multiple Bibliographies in a Single Document and Sections Options in Output Styles for
additional information. In the case of a master document, subdocuments are treated as sections.

Creating Multiple Bibliographies in a Single Document

By default, EndNote creates a single bibliography at the end of each of your Word documents. However,
you may want to create a separate bibliography for each section (or chapter) in your document. Output style
options are available so that you can choose to:

Page 184 of 553



Clarivate EndNote 20 User Help Guide

= Create a single, complete bibliography at the end of the document (the default setting for almost all
of the supplied output styles).

= Create a bibliography for each section in the document.

= Create a bibliography for each section and also a complete bibliography at the end of the document.

In Microsoft Word, Break Your Document into Sections

EndNote can format each section individually. You may want to break each chapter into its own section. In
the case of a master document, subdocuments are treated as sections.

In Word, on the Layout tab, click on Breaks, and then select one of the four options under Section Breaks:
Next Page, Continuous, Even Page, or Odd Page.

Modify the Output Style as Needed

If you are using the APA style and want to add bibliographies in sections, try APA 5th or 6th (sections).
These styles are already defined to format a bibliography for each section, and do not require modification.

Otherwise, we recommend that you start by copying an existing output style and giving it a unique name.
This leaves the original style intact. See Copying Styles.

Next, click on the Sections panel in the output style. This is where you select the appropriate option for
creating a single bibliography from all sections, a separate bibliography for each section individually, or both.
For a complete description of the formatting options for Microsoft Word sections, see Sections Options in
Output Styles.

Save your changes and close the output style.

Format Your Word Document with the New Output Style

Format your bibliography as you normally would, but make sure you first select the new output style that you
created. See Configuring the Bibliography in Microsoft Word.

Additional Formatting Notes

When working with sections in Word, note that:

= EndNote will always insert a blank line between the final text of each section and the reference list
for that section.

= When you format a reference list at the end of each section, the bibliography title will be used from
the Layout tab of the Configure Bibliography dialog. If you do not want a title for each section
bibliography, make sure the "Bibliography Title" text box on the Layout tab is empty. See Configuring
the Bibliography in Microsoft Word.

= If you have instructed the output style to “Create a bibliography for each section and a complete
bibliography at the end of the document," but you have only one section in the Word document, a
complete bibliography will appear twice—once for the end of the section, and once as a complete
bibliography for the entire document.
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= If you have multiple sections in your Word document, and switch from formatting with a style that
formats sections individually to a style that formats a single, cumulative bibliography...you will see the
section bibliographies disappear! If you want them back, make sure to format with a style that
formats sections individually.

= Word inserts section breaks when changing between portrait and landscape orientations. If you need
to change the page orientation in your document for wide graphics or tables, the orientation changes
will be perceived as section breaks for bibliographies when using the Sections feature in an EndNote
style.

Deleting Bibliographies

To delete a bibliography, make sure Instant Formatting in Microsoft Word is disabled, select the bibliography,
and then delete it.

Make sure you drag the cursor across the very beginning of the bibliography to select the entire bibliography
field. Press the Backspace or Delete key. You can also cut the bibliography if you want to paste it
somewhere else.

Directly Editing Bibliographies

It is always best to make changes to your final bibliography by correcting the data in the EndNote library,
editing the output style you are using, or adding or deleting citations from your paper. Then, after making the
necessary changes, format the bibliography to make the corrections automatically.

It is not always possible for EndNote to format the bibliography exactly as needed, so you might need to
manually edit the formatted bibliography. If you must do this, remember that if you reformat a paper after
editing the bibliography, EndNote will not preserve your edits. When EndNote reformats a bibliography, it
deletes the existing one and puts a new one in its place.

You can edit the bibliography as you would any text. The bibliography may be shaded, but you can still edit
it. If you later reformat the paper, your edits will be gone.

You can add text after the bibliography, but make sure to put it after the end of the formatted bibliography—
outside of the bibliography field.

‘ Note: See Modifying Style Templates.

Generating Bibliographies
Formatting a bibliography serves two functions:
= |t formats each in-text citation according to the selected bibliographic style.

= It adds a complete bibliography to the document (unless you override this with a setting in the output
style).

= The format used for citations and references is determined by the output style selected. When you
have finished writing your paper in Word, and all of your EndNote citations have been inserted into
the text, you are ready for EndNote to format the paper and generate a bibliography. This can be
done in one of these ways:
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= Instant Formatting actually works as you insert citations and is enabled when you first start using
Cite While You Write. EndNote uses the currently selected style to format citations and update
the bibliography each time a citation is inserted. However, if you want to change the style or
layout of references, you can use the Format Bibliography tab from the Configure Bibliography
dialog. See Configuring the Bibliography in Microsoft Word.

= Configure Bibliography allows you to modify bibliography preferences such as style and layout
before formatting your document.

= Update Citations and Bibliography is available on the EndNote tab in Word. EndNote uses the
currently selected style to format the citations, the bibliography, plus figures and tables. You
could also select a new style from the Style list in the Bibliography group.

On the EndNote tab, click the Configure Bibliography button.

1. On the Format Bibliography tab, use the With Output Style option to select an output style to format
references.

2. Click OK to format all citations and build the bibliography.

Configuring the Bibliography in Microsoft Word

The Configure Bibliography dialog allows you to customize options for the citations and bibliography beyond
those set in the style.

You may be halfway through inserting citations or you may have finished writing your paper. You may have
instant formatting enabled or you may have manually inserted citations with formatting disabled. It does not
matter. As long as you have citations entered in your document, you can format your paper at any time.

Note: The first time a citation is formatted, the corresponding EndNote library must be open. After that,
EndNote can use The Traveling Library for reference information.

To format citations and generate a bibliography:
1. On the EndNote tab, click the Configure Bibliography button.
2. On the Format Bibliography tab, change or verify these settings.

Format document: Make sure the appropriate Word document is selected from the list of open
Word documents.

With output style: Select the appropriate output style to format references. You can experiment by
reformatting with various output styles. To add more output styles to the list, see Adding Styles to the
Output Styles Menu.

Temporary citation delimiters: These are the opening and closing delimiters for temporary
citations. Make sure they are unique delimiters, and not characters you would normally use in your
paper. The defaults are curly braces.

Link in-text citations to references in the bibliography: This option is selected by default,
creating hyperlinks between in-text citations and their corresponding references in the bibliography.
Clear the selection to remove links between in-text citations and their matching references in the
bibliography.
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Note: Links between citations and bibliography entries only works with in-text citations. You
cannot link between full-reference footnotes or endnotes and their matching bibliography entries.
Author-date citations within Word footnotes or endnotes can be linked, but not full-reference
footnotes or endnotes.

Underline linked in-text citations: Select this option to add underlines to in-text citations. Clear the
checkbox to remove underlines from in-text citations in your paper. This option is only available if the
"Link in-text citations to references in the bibliography" checkbox is selected.

3. On the Layout tab, change or verify these settings:
Font and Size: These are the text font and size used for the bibliography.

Bibliography Title: To print a title at the top of your bibliography, type the title in this text box. This
title will always be centered. If you want to use Word's formatting options for the bibliography title,
perhaps to match headings being at the left in your paper, leave this field blank and add a title above
the bibliography manually.

Text Format: Highlight the bibliography title text and then use the Text Format button to display a
dialog where you can change the format of the highlighted text.

Start with Bibliography Number: Enter a starting reference number if you want a numbered
bibliography to start with a number other than one. This works only for in-text numbered styles; it
does not affect footnotes or endnotes.

First Line Indent and Hanging indent: Use these settings to set a paragraph indent (where the first
line of a paragraph is indented), a hanging indent, or no indent at all. The hanging indent applies to
the second and subsequent lines of a reference in the bibliography. Type measurements as
centimeters (cm), inches (in), lines (li), or points (pt).

Line Spacing and Space After: Set the Line spacing for within a reference and the Space after for
spacing between references.

4. Click OK to save changes and format your citations and bibliography.

Note: You do not have to verify each tab every time you format. Changes set will remain in effect until you
change them manually.

Moving Bibliographies in Microsoft Word

Cite While You Write always creates the initial bibliography at the end of the Word document. If you move
the bibliography to a different location in the document, EndNote keeps it there even if you reformat the
paper. You can drag-and-drop the bibliography, or, if Instant Formatting is disabled, you can Cut and Paste
the bibliography.

If you unformat all the citations in the document, then format a new bibliography, it will again be placed at
the end of the document. Unformatting removes the Word codes for the new location of the bibliography.

Note: When Instant Formatting is enabled, use drag-and-drop to move a bibliography, not Cut and Paste.
If you try to use Cut and Paste, Instant Formatting will create a new bibliography at the end of the
document before you have a chance to Paste.
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Instant Formatting in Microsoft Word

Instant Formatting works while you write your paper. As you insert citations, EndNote uses the currently
selected style to format citations and update the bibliography. By default, Instant Formatting is enabled the
first time you insert a citation or format the bibliography.

To turn Instant Formatting on or off, use the Instant Formatting is On/Off toggle on the EndNote tab.

For new documents or documents that have never been formatted, when Instant Formatting is enabled, it is
not triggered when you manually type a reference into a document. You must use the the EndNote tab in
Word to either insert another citation or format the citations and a reference list. If a document has been
successfully formatted and you manually type in a temporary citation, that citation is instantly formatted.

To enable or disable Instant Formatting in the current document, on the EndNote tab, select your preferred
option from the Instant Formatting is OnlInstant Formatting is Off drop-down. It is a toggle which will show
the current status of Instant Formatting in the tab.

To set preferences for Instant Formatting, on the EndNote tab, select the Turn Instant Formatting Is On/
Instant Formatting Is Off drop-down, then select Configure Instant Formatting. Set your options for the two
choices shown below, then click OK to close and save your changes.

= Scan for temporary citations turns on scanning of temporary citations. This finds and formats all
citations, including those you may have entered manually. You can select how often EndNote scans
your document.

= Check for citation changes turns on background scanning that looks for citation changes.

When Instant Formatting is enabled, leaving the Configure Bibliography dialog will always trigger formatting
in your document.

Note: To turn Instant Formatting on or off for new Word documents, see General Preferences in Microsoft
Word

Reformatting Papers in Microsoft Word

Adding New Citations to Formatted Papers

If you add more citations to your paper after the formatting process, you can update the citations and the
bibliography by clicking Update Citations and Bibliography or by using the Configure Bibliography dialog. To
open the Configure Bibliography dialog, on the EndNote tab click the Configure Bibliography button.

Note: You do not need to unformat your citations in order to reformat them.

Reformatting with Different Styles

To reformat your paper in a different style, select the new style from the drop-down Styles menu on the
EndNote tab. Your citations and bibliography are updated for the new bibliographic style. See Adding Styles
to the Output Styles Menu for information about expanding the list of available styles.
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Inserting and Formatting Figures and Tables

Once images are organized in an EndNote library, they are available for inserting into a manuscript with Cite
While You Write commands. The finishing touch is the automatic creation of a figure list and/or a table list
that presents a sequential list of all graphics inserted in a manuscript from EndNote. Graphics not inserted
from EndNote will not appear in figure or table lists.

A figure citation is a brief numbered citation in the body of a paper that refers the reader to a figure at the
end of the paragraph or to a figure in a complete list of figures at the end of the paper.

In-text figure citations are sequentially numbered and formatted like this:

Marrella is a small "arthropod" somewhat reminiscent of a trilobite. This
illustration also shows the dark "blob" produced by body contents which were
squeezed out of the animal after burial. (Figure 1)

It includes the word "Figure" (or "Table"), the sequential number, and surrounding parentheses. The field
may be shaded by Word to help you see citations, but shading does not print. You can turn field shading off
in Word.

The current output style determines the placement of formatted figures and tables. They appear either within
the body of the paper, directly after the paragraph where they are cited, or in a list at the end of the
document, after the bibliography.

Note: Figure citations are not bibliographic citations and will not appear in the bibliography. If the figure is
from a reference, you must insert the reference as a citation separately to have it appear in the
bibliography.

See Finding and Inserting Figures and Tables.

Notes About Formatting Figures and Tables

= Do not use Microsoft Word Captioning in conjunction with EndNote figure captioning or in-text
citations.

= Images found in the "Chart or Table" reference type are inserted into word as tables, which are
labeled and numbered separately from figures. (You still use the generic Insert Figure command.)

= If you open an existing document that already has figure citations in the body (that were not inserted
with EndNote’s Insert Figure command), those figures will not be included in the figure list. You will
need to add the existing figures to references in EndNote, and then use the Insert Figure command
to insert them into the document.

= You can format figures either directly after the paragraph in which they are cited or in a list at the end
of the document. See Figures and Tables Preferences in Microsoft Word.

= The Instant Formatting that applies to bibliographies does not apply to figures. In-text figure citations
are always formatted as you insert them, but if you move or delete a figure citation in your paper, you
must select Update Citations and Bibliography on the EndNote tab.

= Figure and table captions are added from the Caption field in the EndNote reference.
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= If more than one in-text figure citation references the same figure with the same caption, those
citations are assigned the same figure number, and the figure appears only once in a figure list.

= You can manually insert a page break between figures if you prefer each figure on a separate page.
These page breaks will be remembered if you select Update Citations and Bibliography again.

Finding and Inserting Figures and Tables

You can search EndNote references and insert a graphic or file from the figure field of a reference into your
Word document. The figure field in your references may be titled figure or have a custom name assigned by
you.

Note: The file types accepted are dependent on your version of Word and other software installed on your
computer.

To insert a graphic or file that is stored in an EndNote reference:
1. Open the EndNote library that contains the figure you wish to insert.

2. In the Word document, position the cursor at the location where you would like the figure citation to
appear.

3. On the EndNote tab in Word, select the Insert Citation drop-down menu, and then select Insert
Figure.

4. In the text box at the top, enter text to identify the reference that contains the figure. EndNote
assumes an "and" between each word, and will search all fields in your records, including the
Caption field.

5. Press Return, and EndNote compares the text to text in your EndNote references and lists each
matching reference that contains an image.

EndNote displays the Author, Year, Title, and Caption field from each matching reference. Drag the
vertical bars between the column titles to display more or less of a field. The Caption column should
contain the contents of the record's Caption field.

6. Select and insert the appropriate figure.

If no references match your text, try modifying your search.

EndNote places an in-text figure citation at the cursor location, and inserts and labels the figure itself in the
location set by the style.

Note: Images found in the "Chart or Table" reference type are inserted into Word as tables, which are
labeled and numbered separately from figures.

The figure or table number represents the order of the image in the document.

You can insert figures and tables in an existing manuscript or as you write. Remember to save your
document as you work.
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Note: The Instant Formatting that applies to bibliographies does not apply to figures. In-text figure
citations are always formatted as you insert them, but if you move or delete a figure citation in your paper,
you must click Update Citations and Bibliography to update your changes.

Updating Figures and Tables

In-text figure citations are always formatted as you insert them. The graphic will appear in the location set in
the style.

If you move or delete a figure citation in your paper, you must manually generate the figure list to update the
figure citation numbering and placement.

On the EndNote tab, select Update Citations and Bibliography.

EndNote will number each figure and table citation sequentially in the Word document, as shown in this
example:

This family tree is not a chronological progression. Rather, it illustrates
how evolution incorporates traits that evolved for unrelated reasons into a
novel structure. (Table 1)

Marella is a small "arthropod" somewhat reminiscent of a trilobite. This
illustration also shows the dark "blob" produced by body contents which were
squeezed out of the animal after burial. (Figure 1)

As researchers Took at evidence, even the crest on the modern cockatiel
provides insight into the evolution of feathers. (Figure 2)

EndNote also inserts and displays the actual figures (graphics, figures, tables, charts, equations, or files)
and labels them with figure or table numbers (to match each in-text reference) and caption text from the
Caption field in the EndNote reference.

If your figures are listed at the end of the document:

= In a figure or table list, if more than one citation references the same figure with the same caption,
those citations are assigned the same figure number, and the figure appears only once in the list.

= You can continue to add figure citations to the Word 