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EndNote 20 Download

EndNote is software that can organize, store, and input citations into Word documents to help
you with your research. The College of St. Scholastica has a site license which offers two options
for you to access EndNote and you can either pick one or use both as the situation warrants.

How to Get EndNote

Go to the Library Homepage css.edu/Library

Select Citation Help from the tabs at the top.

Library of The College of St. Scholastica: Home

Welcome to the CSS Library. Please contact us if you need assistance. /

m Getting Started Encyclopedias Books Articles Citation Help Archives

Next, look in the right column to see information about EndNote. You can get access to EndNote
either by signing up for the web version or installing the download version onto your personal
computer either for a Windows or Mac compuiter.

To decide between the two versions, consider these guestions:

Use EndNote Web if you answer yes to the following questions:

- Do you not want to worry about downloading the software onto your computer?

- Do you want to be able to access EndNote via the web from any computer anywhere?

- Are you just wanting something that can help you correctly format your citations for your
paper?

Use EndNote Download if you answer yes to the following questions:

- Are you comfortable downloading the software on to your personal computer?

- Do you want to be able to use EndNote without being connected to the Internet?

- Do you want to use EndNote for a more in-depth, long term project and store and organize your
research?

It is also possible to sync your downloaded version of EndNote with your online EndNote Web

version or the EndNote App on your iOS smart device like an iPad. Click on Library in the top
tool bar and then Sync to set that up.
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File Edit References ups Library Tools

< Sync Configuration

[E All References
@ Imported References
A Recently Added

s >
. Open Term Lists 4 5] @
B Unfiled Define Term Lists... Ctrl+4
Wi Trash Link Term Lists... Ctrl+3 A
Year Title Rating
v MY GROUPS Spell Check Ctrl+Y
G Find and Replace... Ctrl+R 2020 The Right to Self-Defense Against the ...
R - Change/Move/Copy Fields... 2o o
rG.,.. 2020 Does Otitis Media Affect Later Langua...

V FIND FULL TEXT

Vv GROUPS SHARED BY ...

Advanced Search
Sort Library... ‘
Find Duplicates

Find Broken Attachment Links

Recover Library...

Library Summary

Window Help

Advanced search

nstern.. 2020 Hot Off the Press: Video for Acute Otit...

Vv ONLINE SEARCH

EndNote

EndNote is software that can organize, store,

and input citations into Word documents to
help you with your research. The College of
St. Scholastica has a site license which
offers two options for you to access Endnote
and you can either pick one or use both as
the situation warrants

1. EndNote Download

To download EndNote, click on the
appropriate computer link below, log in to
the Intranet, and click on save. EndNote
will then be installed on your computer.

« Windows Computer
¢ Nac Computer

« Instructions
How to download and set up your
EndNote software

« EndNote Database Instructions
How to export citations from some
of the most commonly used

databases

2. EndNote Web

« Online Registration
NOTE: You must be on the Duluth
campus to register fer EndNote

Web

* Instructions
How to register for and use
EndNote Web

The College of St. Scholastica Library

Torres, Carlos E; Calisto, Ignaci.. 2019

Magnetic Signals at Easter Island Duri...

Once you have decided which version (it is possible to do both),
click on the appropriate link for either the Windows or Mac
version of EndNote to download or else to create an EndNote
web version. Use the username and password you have to
access your CSS email or Brightspace to authenticate and start
the download or web process.

Authentication Required *
The server https://www2.css.edu:443 requires a username
and password. The server says: Network ID Required.
User Name: I
Password:
LogIn Cancel
Click on Save when it asks you if you wish to run or save the
executable file.
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How to Set Up EndNote

Once you download EndNote, you can open the program § Calulator
by selecting it from the list of programs in the start menu | Ao
on your computer. " :

ClipGrab
*NOTE: If you are using EndNote in the computer labs Cortana
on campus, you can skip the download steps and go right
to EndNote.

. EndNote

Q EndNote

XH Excel 2016
F

"'\ Firefox
G

? GetHelp

& Google Chrome

Once you have downloaded the program, you will be File Edit References Groups Library Tools

prompted about getting started with EndNote. Your New... ]
citations will be housed in a library. You may wish to Open Library... Ctrl+0
have separate libraries for each assignment, class, or Open Shared Library... Ctrtl+Shift=0
research project or just keep all your citations in one Open Recent 8
library. =
Close Library Ctrl+W
Save Ctrl+S
Save As... !
Initially you will need to create a new EndNote library Save a Copy..
and decide what it is going to be called and where it is SHETE.,
going to be saved on your computer by clicking on the
File option in the top tool bar and then selecting New... i
Then click the Save button. Hnpeie "B
Print... Ctrl+P |
Print Preview i
Print Setup...
Compress Library (.enlx) ... '
Exit Ctrl+Q
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Here is what a blank library looks like:

File Edit References ps Library Tools Window Help

All References

< Sync Configuration ] El No reference select...

[E All References P
A Recently Added
Bl Unfiled 0 All References o

- @

W Trash 0 0 References

v MY GROUPS Author Year Title Rating

v My Groups
V FIND FULL TEXT
V GROUPS SHARED BY ...
v ONLINE SEARCH
® Library of Congress 0
@ LISTA (EBSCO)
® PubMed (NLM)
@ Web of Science C..

more...

Here is what a library with references in it looks like:

File Edit References Groups Library Tools Window Help

All References

Sync Configuration = Straight, 2020 #562 Summary Edit X

[ All References 288 Advanced search l A
@ imported References 1 + Attach file v
2 Recently Added 2 All References —

o 288 Reference 5] @ APA 7th v ‘ Copy citation k v

B unfiled

W Trash 20 9 Select Another Style...
o Author Year Title Rating Journal ACS pelf-Defense Against
vV MY GROUPS - i
Straight, Jasmine Rae The Right to Self-Defense Against the ... Philosq Adv Skin Wound Care 406-020-00212-7
Vv My Groups Annotated
“ FIND FULL TEXT Brennan-Jones, Christopher G.; ... Does Otitis Media Affect Later Langua... Journal APA 6th
v APAT7th
Vv GROUPS SHARED BY ... Bond, Christopher; Morgenstern.. 2020  Hot Off the Press: Video for Acute Otit... Acader
Author-Date
V ONLINE SEARCH Torres, Carlos E;; Calisto, Ignaci.. 2019  Magpnetic Signals at Easter Island Duri... Pure & JAMA
@ Library of Congress © ) MLA
Ju Young, Cho; Donghwi, Park 2019  Ultrasound-Guided Corticosteroid Inje... Americ
@ LISTA (EBSCO) Numbered
@ PubMed (NLM) 0 Cho, Ju Young; Park, Donghwi 2019 Ultrasound-Guided Corticosteroid Inje... Americ Show All Fields
@ Web of Science C Vancouver
Post, C; Leuner, B. 2018 The maternal reward system in postpa... Arch W
more.
John Myers, jmyers duluthnews ... 2018  Voyageurs Park wolves going fishing Duluth
Moon, Woosok; Wettlaufer, J. S. 2017 A Stochastic Dynamical Model of Arct... Journal

>

References can be listed alphabetically by author's last name or you can also change it to be by
year, title, rating, journal, last updated, or reference type by clicking on that column to reorganize
them.

Click on a reference to highlight it and to the right you have these options: Summary to get
information on that particular resource, Edit to make any corrections to the reference, Attach file
to attach a PDF of the article for future reference, a pull-down menu to select which citation style
you wish the reference to be in, and Copy citation to add it to your paper.
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Entering Citations into EndNote

Next, you need to start putting your citations into EndNote. There are two ways to do this.

1. Enter References Individually

The first way is to type or copy and paste the information into the fields so that EndNote can

format them properly.

Select References from the toolbar and then click on New Reference.

Windo
Ctri+N

Ctri+E

Edit References Groups Library Tools
New Reference

Edit Reference

Copy References To 4
Copy Formatted Reference Ctrl+K
E-mail Reference

Move References to Trash Ctrl+D

File Attachments »
Find Full Text 4

Bl Unfiled

W Trash

Select what type of source it is from the pull-down
list such as journal article, book, encyclopedia, web
page, etc. Then enter in the information on each
aspect of your source. Leave whatever you don’t
have information for blank. Most times that will be
okay as it won’t be a part of the citation anyway. At
any time you can get back to this window by
selecting Edit on the reference in your EndNote
library.

Hints: Fill in the source’s information as close to the
citation style as possible

For authors - put Last name, First name. If you are
using APA, abbreviate the author’s first and middle
names.

For titles - put all the letters in lower case except
for proper nouns like countries

= X

New Reference (Sampl

File Edit

Referenceq

B /7 UX X c

Reference Type [
Author

Year

=
)

Journa

Volume

Part/Supplement

Start Page

Errata

«VBES window and add your reference to the library.
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Aggregated Database
Ancient Text

Artwork

Audiovisual Material
Bill

Blog

Book

Book Section

Case

Catalog

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

Dictionary

Discussion Forum
Edited Book
Electronic Article
Electronic Book
Electronic Book Section

Encyclopedia

Once you are done filling out your source’s information, click on the Save box
and then the X in the upper right hand corner of the window. This will close the




2. Exporting Citations from Databases

The second way to put a citation into EndNote is by importing it from a database. See the
instructions for Exporting Citations from Databases into EndNote for how to do this for many
databases the Library subscribes to.

One example is if you are using an Ebsco database such SOLAR, you can add articles you want
to your folder. Once your folder is open, check the boxes before the citations you want to put
into EndNote. Then, click on the Export paper icon with green arrow.

Next, click on the circle for Direct Export to EndNote and then click the Save button.

Number of items to be saved: 1

Remove these items from folder after saving

Save Save citations to a file formatted for:

~

®' Direct Export in RIS Format (e.g. CITAVI, EasyBib, EndNote, ProCite,
Reference Manager, Zotero)

Direct Export to EndNote Web

Generic bibliographic management software
Citations in XML format

Citations in BibTeX format

Citations in MARC21 format

Direct Export to RefWorks

Click on the Save button when you have selected where you wish the file to be saved.

3 Save As X

4 B > ThisPC > Desktop v O Search Desktop P

File name: j vy

Save as type: | RIS Formatted File \ v
v Browse Folders Cancel

Open the EndNote library you wish to add the citation to and in the File tool bar option, select

Import and File...

s Library Tools Window Help

Open Library... Ctrl+O
Open Shared Library... Ctrtl+Shift+O
Open Recent 4
Close Library Ctri+W
Save Ctri+s NCes
Save As... 2
Save a Copy...

Author
Share...

/ Straight, Jasmye
Export...
Import | File. ,
Print... Ctrl+P Folder...

ona, ChTstopher; Mc

Print Preview

Print Setup... u Young, Cho; Dongh
Compress Library (.enlx) ... Cho, Ju Young; Park, D
Exit Ctrl+Q

sty G B
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CitationsintoEndNote.pdf

Click on Choose... to select the file you just saved and click on Import once you have selected it.

Import File
Import File: ,delivery.ris |Choose. 0 |
Import Option: I Reference Manager (RIS) v I
Duplicates: Import All o
Text Translation: No Translation v
d Import Cancel

Your citations will now automatically be added to your EndNote library.

Each database does this a little differently, but most do have this capability. Ask a librarian for
more information or see the instructions for Exporting Citations from Databases into EndNote
for how to do this for many databases to which the Library subscribes.

Attaching PDF of Full-text of Article to Reference in EndNote

It is possible to attach the full-text of your articles right into EndNote if it is available to you as a
PDF document. This makes it very convenient to have both your reference, information on the
article, and the full-text of the article all in one place. You first want to export your citation so
you have it in your EndNote library. From the database, open the PDF file and save it where it
will be easy for you to find such as on the desktop.

Next, in your EndNote library, click on
your reference that you wish to attach W

the article’s PDF file to and click on

Attach File... Magnetic Signals at Easter Island During the 2010

and 2015 Chilean Tsunamis Compared with
Numerical Models

C. E. Torres, I. Calisto and D. Figueroa

Pure & Applied Geophysics 2019 Vol. 176 Issue 7
Pages 3167-3183
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CitationsintoEndNote.pdf

Find where you saved the PDF file such as on the desktop, click on the file name (which is
usually titled ContentServer if it comes from EBSCO and you didn’t rename it) and then click on
Open.

I Select afile to link to the reference X

Look in: [.Desktop \,] Q3 m

ContentServer ]
* }"’ Adobe Acrobat Document h
il por ] zo3me

Quick access

=
- % cssendnote
Desktop |
M

F delivery
RIS Formatted File
3.68 KB

Libraries 7 Movie Maker
ﬁ{' Shortcut
Q AL 134KB

D E lE\Ay 'Engl}lotﬂe Library
ndNote Library
' 1 bytes

@

4 byte

- Thank you for staying 6

N&;vork mg encyclopedia
Ml— | Microsoft Word Document v
File name: lCorrtentServer v ‘ Open
Files of type: Al Files (~.%) v Cancel

[ Copy this file to the defaut file attachment folder and create a relative link.

You will now see the PDF of the full text of the article attached to the right of the reference.
Click on it to open it, rename it, or delete it.

D T B e e em ey ——

= ContentServer.pdf (
Open ? Ctrl+Alt+P

Open with Adobe Acrobat Reader DC
— Save As... Ctrl+Shift+s 110

Convert to Relative Links
Rename Attachmii..
Rename PDFs...
Delete

Pages 3167-3183

Accession Number: 137339249 DOL:
10.1007/s00024-018-2047-y

Working with EndNote in Word 2016

Once you have your citations in your EndNote library, you can import them into a Word
document. *Note: EndNote does work on a limited scale with iOS products, but not all features
are available and unfortunately the Librarians do not have access to any iOS computers so hence
are not able to help much with getting EndNote to work on iOS or Apple products.
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Home Insert Design Layout References Mailings Review View EndNote 20 robat Q Tell me what you want to do...

[} EN Go to EndNote Style: APA7th b @ Categorize References ~ Export to EndNote ~ O

| @ Edit & Manage Citation(s) |_=-,.I Update Citations and Bibliography Instant Formatting is On ~ ﬂm Manuscript Matcher i

nsert —— eip
Citation ~ E& Edit Library Reference(s) F"q Convert Citations and Bibliography ~ = Preferences

Citations Bibliography P Tools

Style — click on dropdown arrow to change the citation style

Update Citations and Bibliography — formats your document to the citation style rules

Convert Citations and Bibliography — allows you to unformat a reference — don’t click on this as
it changes how your citation is formatted. Also, click on dropdown arrow to choose from other
options including convert to plain text and convert citations from Word to EndNote.

Categorize References — You can create customized group or configurations of the references
Instant Formatting is On — You can turn it off or configure it.

Preferences — change your “Cite While You Write” preferences

Gray question mark — get help

Here is a picture of what it will look like when you are insert a citation into your Word
document:

In order for faculty and librarians to “create a collaborate learning enviromment, they
must work together to bulld oust™ (Dewey, 2004, p. 107, The best wav to establish trust is to
have open comrmunication, a strong plan in place, and a clear vision to the course ohjectives

(Feldheim, Eing, & Sherman, 2004).

When you are all done typing your paper and adding your in-text or parenthetical citations,
then click on the Update Citations and Bibliography button on the EndNote toolbar and this will
ensure your citations are properly formatted for the citation style you are using.

Things to Keep in Mind

EndNote does make mistakes, so you will need to change them. Remember —a computer only
matches, it does not think. EndNote still requires you to proofread it. Use the Citation Help
LibGuides found on the Research Tools tab on the Library’s homepage, published handbooks, or
ask a Librarian for more help.

To change citations or references in your bibliography, just click on the text. It will turn gray and
then you can make any changes.

Reference as EndNote automatically did it:

Clearmghouss, P. R. (2006). A chonclogy of datz breaches reported smee the choigspomt
mcidant
Retrieved August 17, 2006, from http-/www privacvrights org zr ChronDataBreaches htm
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Reference manually corrected:

Privacy Rights Clearmghouse (2006). A chronology of data breaches reportad smce the
Choicepomt meident. Retrieved August 17, 2006, from
http: www privacvrights.org zr' ChronDatzBrazches htm

APA 7t Edition

Major changes from APA’s 6% to 7th edition:
Paper format:

More fonts allowed such as Calibri 11, Arial 11, Georgia 11, and Lucida Sans Unicode 10.

Running head on the title page no longer includes the words “Running head:”
Running head omitted in student papers unless instructor says otherwise.
Heading levels 3 to 5 updated for readability.

In-text citations:

Any reference with more than three authors now immediately shorted to the first author
followed by et al.

Mechanics of style and language:
Use only one space after a period at the end of the sentence.
Use double quotation marks instead of italics for linguistic examples.
The use of the singular pronoun “they” is now accepted rather than s/he.
Descriptive phrases should be preferred instead of nouns to label people.

Reference list:

No longer need “Retrieved from” before listing the web site unless also including retrieval
date.

Web page titles are italicized.

No longer need to include version of ebook [i.e. Kindle version] but include publisher.
DOI numbers are now listed as http//doi.org/10........

Publisher location no longer required for books.

Up to 20 authors can be included before needing to omit others with an ellipsis.
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