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1. Introduction: What is EndNote?

EndNote is bibliographic (or referencing) software used to format citations (references) downloaded from
databases, Library Search, Google Scholar, or created manually. EndNote can create bibliographies
(reference lists) in many different referencing styles. An EndNote library can contain up to 100,000
references.

The software allows you to:

Attach PDFs of articles to citations (manually or using the ‘find full-text’ feature)

Arrange citations in groups

Insert in-text citations into Word and create a list of references automatically

Sync your library between EndNote desktop and EndNote Web (you can only sync one library)
Share an EndNote library with other EndNote users (you share only one EndNote library)

Put your EndNote library on a portable hard drive and use it with multiple computers

Use the File>Compressed Library command to make backups of your library

Important! Please note:

Most records downloaded into EndNote need editing

It is advisable to have only one library and use groups

It is advisable to back up your EndNote library to EndNote online or your University of Waikato
Home(H)s drive

Webpages: To capture website information you must either create a manual entry, or

use the ‘Capture’ function to extract reference information from certain webpages, into

either EndNote Web or EndNote Desktop. With the ‘Capture’ function, before beginning, you need
to create an EndNote account at www.myendnoteweb.com, click on ‘Downloads’ and install the
Capture Reference tool

2. EndNote & Safari, Cloud Storage: OneDrive, DropBox, iCloud etc

The Safari browser is NOT compatible with EndNote, instead, use Chrome or Firefox

Do NOT store working EndNote libraries in cloud-syncing folders such as OneDrive, Drop Box,
iCloud, etc., or keep read-write EndNote libraries on network drives or flash drives is as it can
corrupt EndNote libraries

Make sure your EndNote Library is NOT in a folder that is being synced by OneDrive. Help here

If you want all your references available on all your computers, online, and on your iPad, use one
EndNote library and sync it to EndNote online (ask your librarian how to do this)

Tutorials and Videos from EndNote http://clarivate.libguides.com/endnote training
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3. Download EndNote 20

EndNote is installed on most University computers and the University has a site license so that EndNote
software is free for students and staff to use on their personal computers.

If EndNote is NOT on your University computer, or you need an upgrade or help to download it on your
personal computer, contact the ITS Service Desk (07) 838 4008 or email help@waikato.ac.nz.

To download EndNote on your own computer go to
https://www.waikato.ac.nz/library/study/guides/endnote/endnote-download

Scroll to the bottom and click on ‘I Agree’

Download and Install EndNote

EndNote for personal use agreement

EndNote is licensed by the University of Waikato for staff and student use.

You may use the provided copy of EndNote while you are a current student or member of staff

of the University of Waikato.

Once you are no longer eligible under the above condition, you may no longer use our licensed
copy of EndMNote. and will need to remove it from vour computer and obtain a copy elsewhere

if Download EndNote
macOS Windows ‘ ‘
File (dmg) for installation on macOS File (exe) for installation on Windows 4
‘ Download for macOS D
Click on ‘Download for macOS’ & UoWEndNote (1).dmg

The EndNote installer file will appear as a download, /

once it has downloaded, click on it to open it. e0e® _| EndNote 20 Installer

Click ‘Install’ to continue with the set up process. o
~. | EndNote 20

Click ‘Next’ to confirm you have permission to install Multi-user and site license

the software unlocked installer

EndMote 20 Customizer

Welcome to EndNote 20

» Welcome
Thank you fer choosing EndMNote 20! The same power and flexibility you E N
« Read Me trust, modernized for ease of use.

» Updating System ‘
New Design >

° Sl * Prepare manuscripts and manage bibliographies with a new, intuitive
user interface Install EndNote 20

Improved Reading & Editing
* Read and annotate mare easily with full-size PDFs, and quickly copy
formatted references.

Cite While You Write
* Insert in-text citations while creating a bibliography in supported word

processors
E N 7,000+ Reference Styles
‘ * Build your bibliography in over 7,000 styles, or custemize your own.
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The following images will guide you through setting up EndNote. Click ‘next’ until you get to ‘finish’.

EndNote 20 Customizer

Read Me
= Welcome EndNote 20 for macOS Read Me
Version 20
+ Read Me December 2020
« Updating System
« Summary
I. NEW FEATURES
II. INSTALLATIONS

1. CONTACT INFORMATION

* New, modern interface design
* Improved PDF reading experience
* Enhanced, more intuitive searching

* Search for duplicates by new criteria: DOI and PMCID

Cancel Back

= Welcome

= Read Me

= Summary

« Updating System

EndNote 20 Customizer

Thank you for using EndNote 20

Thank you for using EndNote 20!

one

EndNote 20.1 Update

20.1.0.17060)?

EndNote 20.1 Update
This update contains the following:

& Added Compatibility with macOS Big Sur

@ Added support for the Apple Silicon Macs

@& Cite While You Write compatibility on Microsoft Word on Apple
Silicon Macs

& View PDFs in the reference pane, or open them in a full window

@ Insert into Microsoft Word from the reference record, or from the
reference list

@ Share with up to 200 collaborators with Library Sharing

& Minor bug fixes and display tweaks

EndNote 20.0.1 Update
This update contains the following:

Ignore This Cance!

You are currently running version 20.0.0.16480. Would you like to install this update (y

* Welcome

Read Me

Summary

? Cancel

Finding EndNote
Found EndNote
Updating System

EndNote 20.1 Updater

Welcome to EndNote 20.1 Update

This EndNote 20.1 updater will detect qualified copies of EndNote
installed on your computer, and update them to EndMote 20.1.

Click the ‘Next' button to continue.

Next

Choose the ‘typical’ installation type

#5 EndNote 20 Setup -

EndNote ™20 select installation Type

fecation features and the Most Popular Bibliographic
Output Styles, Online Connections, and Import Filters wall
be installed. This option is recommended for the best
performance.

(O custom

Use this option to choose specific application features and
any Bibliographic Output Styles, Online Connections, and
Import Filters you want to install in addition to the Most
Popular files. This is recommended for advanced EndNote
users,

< Back Next > Cancel

Welcome

Read Me

Finding EndNote
Found EndNote
Updating System

Summary

EN
| g

2, Cancel

EndNote 20.1 Updater

Read Me

EndNote 20 for macOS Update Read Me:
Version 20.1
May 2021

I. UPDATE CONTENTS
I1. CONTACT INFORMATION

20.1

* Added Compatibllity with macOS Big Sur

* Added support for the Apple Silicon Macs

* Cite While You Write compatibility on Microsoft Word on Apple Silicon Macs

* View PDFs in the reference pane, or open them in a full window

* Insertinto Micresoft Word from the reference reccrd, or from the reference list
* Share with up 10 200 collaborators with Library Sharing

* Minor bug fixes and display tweaks

Back Next
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EndMote 20.1 Updater

Finish

Welcome

Read Me

EndMote 20.1 updates are complete.

Finding EndNote
Found EndNote

Updating System

Summary

EN
W

? Done

If a window appears asking if you want to allow EndNote
to make changes to your device select ‘Yes’

ﬂ EndNote 20 Setup —_ X

EndNote"‘ 20 Ready to Install the Application

Click the Back button to reenter the installation information or
- click Cancel to exit the wizard.
Before proceeding, make sure you are logged into the local

machine with administrative rights and that no other programs,
including anti-virus software, are running.

Click Next to begin installation.

Cancel

15 EndMote 20 Setup — *
EndNote_ 20 EndNote 20 has been successfully installed.

Click the Finish button ta exit this installation.

If prompted, complete the ‘set up your account’ process, which includes creating an online EndNote
account at www.myendnoteweb.com as this enables you to sync your library to the cloud which provides a
backup copy of your library. If you already have an EndNote web account, you do not need to do this.

You are now ready to use EndNote 20 on your computer.
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4. Open a new EndNote Library

4.1 If you have just installed EndNote, the program will be open. If yes, go to 4.2
If not, click on ‘Finder’, search for EndNote 20, and click on the ‘EndNote 20’ application to open it.

o

e b N Applcations
ﬂ, oo |y 8
Favorite Adobe Digital Adobe Digital App Store Automator
“_'. 3 : Editions Editions 4.5
9 AirDrop
&AMy Fi
KCioud D... < >
Pk Apicati.. Calendar Chess Contacts Dashboard
[ Desktop
H Docume... h P
O Dawnloa. I @ S EN
4 ' - »
| EndN... = DiskMaker X & Dropbox DVD Player

Calculator

Dictionary

L2

FaceTime

Drag the application
to the task bar so it
is easy to access in
future.

4.2 Once the EndNote program is open you need to open a library. If a library is already open go to 4.3. If

not, click File > New to open a new EndNote Library.

EndNote 20 BZI"W Edit References Groups

5. Saving your EndNote Library

DO NOT save your EndNote library to your desktop, or to downloads. This can result in you working on

multiple copies of your EndNote library which is undesirable.

To save this EndNote Library to your computer, from EndNote click on File > Save and navigate to your

documents, and then create a folder called ‘EndNote’.

Your newly created EndNote library is empty. See next page for an overview of the interface.

Enahots 20 - by Erdbate Libeanyen

Advaroad Search

Al References

il

[+&

Record Kumber Author Titie
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6. Endnote Interface

File References Groups Library Tools Window Help

@ EndNote 20 Edit

-

7 Sync Configuration ergaster

L. All References
Py Homo sapiens
Iimported Reférences

£ Recently Added

Create a new
manual entry

oe e EndNote 20 - thursdacenl

Advanced Search

Unfiled ! Author Year Research Notes

W Trash

Harari, Yuval N.; Purcell, 2018
MY GROUPS

& Homo ergaster Pearson, Alannah; Polly,... 2020
2 Homo sapiens
v My Groups

V FIND FULL TEXT

Organise your

Journal ]

Quaternary International

Attach & view

= attached PDFs

W rson, 2020 #2

. It aed ] e |

Temporal lobe evolution in Javanese Homo erectus
and African Homa araastar Inferences from the

apa 7t

Set the referencing style

Vv GROUPS

library with groups Items in your library

0% (5> Thu1045¢h \Q © = |

L A., Polly, P. D.. & Bruner, E. (2020). Temporal
lobe evolution in Javanese Homo erectus and
African Homo ergaster. Iinferences from the cranial
base. Quatornary International. htips.//dol o

Toggle between ‘summary’ and
‘edit’ to view or edit citation
information.

Dy tatior A
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7. Add journal article citations to your library using Library Search

Web Browsers: It is advisable to use Chrome or Firefox as Safari and EndNote can have issues.

(Get more detailed records for journal articles by clicking through to the database from Library Search.
Look for ‘export’ or ‘download citation’ then choose EndNote or RIS format).

Navigate to the University of Waikato Library, find the article ‘The state of accounting education
scholarship in New Zealand’, and click on the ellipsis (...) to the right of the title

Search for the article

Library Search

The state of accounting education scholarship in New Zealand X Everything = O

Click on the ‘...

4172 Results Save query I

ArTICLE [ multiple sources exist. see all d
The State of Accounting Education Scholarship in New
Zealand
Adler, Ralph
Accounting Education, 01 December 2012, Vol.21(6), p.545-563[Peer Reviewed Journal]
&k _ The State of Accounting Education Scholarship in.__ The State of Accounting Education Scha
State of Accounting Education Scholarship in 99
Full text available &

Click on ‘export RIS’

vIicwr 1 o= OTTLETTE = /
_
B (2] ” & = =
EXPORT BIBTEX EXPORT RIS CITATION PERMALINK PRINT E-MAIL

Click on ‘download’

oEE
=Rt
B,

Encoding ™

DOWNLOAD

Click on the downloaded RIS file
on the bottom left of the screen Primo_RIS_Export.ris .
‘Primo_RIS_Export.ris’ /
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The citation will now show in the ‘imported references’ in your EndNote Library (see below).

es Groups Library Tools Window Help

Imported References
5 Adler, 2012 #1 Summary

B All R s 1 Advanced search
¥ Imported References 1 + Attach file

£ Recently Added 1 Imported References 99 G The State of Accounting Education Scholarship in
' FARS
e 3 1 Reference New Zealand

Author Year Title Rating A

Vv MY GROUPS ’ .
Accounting education (London, England) 2012 Vol.

ler, 0 . ela atie a
Adler, Ralph 2012 The State of Accounting Education Sc. 21 Issue 6 Pages 545-563

V FIND FULL TEXT DOI: 10.1080/09639284.2012.725635

Vv GROUPS SHARED BY ...

v ONLINE SEARCH APA 7th Insert Copy V.

Always ChECk the preVieW' Edlt the fleIdS Adler, R. (2012). The State of Accounting Education

H H Scholarship in New Zealand. Accounting
in the EndNote record so that it generates » educaton London, nglond), 216, 54556

the correct citation for your style. S

Check the preview displays correctly in your reference style (APA in this instance). For this entry, the title,
journal and publisher fields need editing.

Editing a record

Highlight the reference you want to edit. In the right hand pane, the summary will be displayed. If the right
hand panel doesn’t display double click the reference. Once the panel displays click on the Edit button

Strangelove, 2020 #3 summary IS X
E | ALK Q,

5‘ @ @,‘ Reference Type Book E

Author  syrangelove, Michael

Wiar Title

Year
2015 Types and characteris S0

_ Title  \Watching YouTube :
2020 Watching YouTube : Extraordinary Videos by Ordinary
People

2018 Microplastic in bottled

Series Editor

, 2020 #3 Summary m X
X' X Q m/

Series Title

Place Published Toronto

Type Book E
Make changes to the record and click the ‘save’ button. ithor Strangelove, Michael
Use the ‘tab’ key to move easily through each field.

Year 2ﬂ2||

For tips on editing records see section 9.1 Record Tidying Tips.

Liaison Librarians October 2021 9



8. Adding references manually

If you can’t download an RIS or enw file, the information must be entered manually.

e C(Click ‘Ctrl + N’ or References > New Reference to open up a blank record

e Select the relevant resource type (it defaults to ‘journal article’) and complete the required fields
(you can tab between fields)

e Save the entry by closing the record window (X in top left of the record window)

e For a website, add (copy or type) the relevant information to Author. Year. Title and URL fields (the
web address e.g. https://www.govt.nz

You may need to enter a reference manually. Websites are best done this way. Click the ‘New
Reference’ button. This will open a window with spaces to enter the reference details

@ EndNote20 File

o0 New Reference
» Edit Reference

Edit PEEGEGERESY Groups  Library  Tools Window  Help

EndNote 20 - BC EndNote Library.enl

. . opy Ref T
25 Sync Configuration e -Icrences To
Copy
. E-ma
All References
A Mov S
2 Recently Added
File Attachments | 2

2. Choose the relevant Reference Type e.g. Journal article. Fill in enough fields to generate an
accurate citation (i.e. author, date, title, publication details).

® EndNote20 File Edit References Groups Lib R
o000 @ I Hearing ! ﬁ
I r SArtich 2 I Interview
2 Sync Configuratid V. Joumal Aticle ‘
Legal Rule or Regulation

E AllReforences Author Magazine Article

A Manuscript

Recently Added
E] Unfiled Multimedia Application
@ Trash Music
= Title Newspaper Article

Online Database

Online Multimedia
Journal Pamphlet

Vv MY GROUPS

> My group i
aten

Personal Communication
Podcast
Vv GROUPS SHAREQ Press Release
Part/Supplement Report

Serial

Social Media
Issue Standard
Statute
Television Episode
Thesis
Unpublished Work

Web Page - 0O m

> FIND FULL TEXT Volume

Vv ONLINE SEARCH

@ LISTA (EBSC(

@ Web of Sciend
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9. Add edited book citations to your library using Library Search

For edited books you must reference individual chapters within that book. The imported record will show

the book editors as authors, which is not correct.

For the citation to display correctly use ‘book section’ as the item type.

You will need to edit the fields accordingly:
e author (of chapter)
e year
e title (of chapter)
e editor/s of book
e book title
e add the page numbers (for the chapter)
e add edition

Repeat this for every chapter you use from the book.

E Barker, 2016 #8 Summary Edit PDF x

B /7 U X' X Q

-~

Reference Type Book Section

Chapter Author

Author  Barker, Miles
Year 2016 Chapter Title

Title Developing a commu

Editor  Fraser, Deborah
McGee, Clive

Book Title  The professional practice of teaching in
New Zealand

Publisher Cengage Learning

J Fraser, 2016 #8 Summary Edit PDF x

-~

B /7 UX X Q

Book Section v ]

Autho Fraser, Deborah
Hill, Mary

2016

The professional practice of
teaching in New Zealand

Place Published  South Melbourne, Vic

Cengage Learning

of learners -

Series Volume .
Title
Pages  1-23 Evaluating educational software
Chapter Jlournal
I Journal of Systemics
Series Editor
series Title Volume
Edition  5th edition 8

Liaison Librarians October 2021

9.1 Record tidying tips:

e Correct upper & lower case for titles

e Always use a capital letter after a colon (:)

e  Omit punctuation from the end of all fields
except for corporate author

e Omit ‘vol’, ‘p.’, ‘pp.” or ed. in the volume,
pages, editor and edition fields.

Author Names:

e Family name, First Name

e One author name per line

e Write each author’s name consistently e.g.
so their publications appear together in your
library and subsequently reduce duplication.

Wang, John R. OR Wang, J. R
Smith, Anne M. OR Smith, A. M

Corporate author
Ministry of Education,

Remove unwanted gaps in a citation preview by
deleting spaces after the entry —e.g. there may
be an invisible space or return after the entry.
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10. Add citations from Google Scholar https://scholar.google.co.nz/

Firstly, change the settings in Scholar to export citations to EndNote

Google Scholar > Settings > Bibliography manager > Show link to import citations into EndNote

— A

= Google Scholar yiibrary |

& e Bibliography manager
€ My profile
% My library Don't show any citation import links.
Alerts ® Show links to import citations into  BibTeX
@ Metrics
EndNote
® Articles q
of Advanced search ‘

€ Settings 1 Stand on the shoulders of giants

Ja Cobal

Search for an item in Google Scholar. From your search results, click on ‘Import into EndNote’. If you are
using Chrome the download will appear at the bottom left of your screen as a scholar.enw file. Click on it
to send the citation to your EndNote library.

Baby boomer retirement security: The roles of planning, financial literacy, and

housing wealth
A Lusardi, OS Mitchell - Journal of monetary Economics, 2007 - Elsevier
... Download PDF Opens in a new window. Article suggestions will be shown in a dialog on return

to ScienceDirect. Help. Direct export. Export file. RIS (for EndNote, Reference Manager, ProCite);
BibTeX; Text; RefWorks Direct Export; Content. Citation Only; Citation and Abstract; ... ™ scholar.enw
Cited by 1372 Related articles All 10 versions |mport into EndNote Save More

- — |
11. Troubleshooting when downloads don’t automatically go to EndNote

If you get a message saying there is no application set to open your RIS or enw file, you need to tell your
computer to always open it with EndNote.

Option A:

with Time Windows. Istitbuin Dalle Molle D8 Shodi Sull inkellionnza fdiiciale 81959 ..
ca

Click on cancel to close this pop up = . Thers is no application set 1o open the decumant “scholar (1).ems".
tul Search the App Store for an application that can open this documaent, or choose an
sang axiEting spplicatian on pour Sompuber,
e |
:I: ? Cancel Chosse Application...
ca

) . . , .
(?Ilck arrow to right of downloaded file, select ‘show in " Fulltexta Always Open Files
finder'
Show in Finder
Primo_RIS_Export (5).ris ! l
LN [ Dawrdoads
===—!us B~ 8- 0 ;
H . : ¥ B ’
Right click on the file and click ‘get info m— e T
ﬁl Aier{l - Prime_RI5S_Export [S).ris 1 C‘Dbﬁ 1]
& All My Files kig.—.;gi:-vi;ml_m:iclésjESa Caisobla i * s
< iCloud Dri... I' ScienceDirect_anicles_2Z5¢  pigwe to Trash 5
1

#% Appcatio... a 1-52.0-503043832060024

& enonotexsreinstate (1) AL

i b

] Deskiop
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® @ Primo RIS Export (B)risinfd  Under ‘open with’ click on the arrows, choose ‘other’ and navigate to the
Primo_RIS_Export (6).ris 1kg EndNote application in your Applications folder.
Modified: Today, 10:07 AM
Select EndNote, click always open with, and click add.
The window will close.
¥ General:
Kind: EndNote X8 Choose an 10 open the “scholar.enw™.
Size: 1,392 bytes (8 KB on disk) < 2 = el EndNote X9 Q
Where: Mac HD » Users » admin » - - * B
Downloads FAVORITES -] B Cite While You Write > ¥ Preview:
Created: Today, 9:58 AM o BB Connections .
Modifiec: Today, 10:07 AM s Appications I Endsote X9
Stationery pad ) Desktop
Locked ) EnciNote X§ * B Bamples .
[31 Documents ~ B Filters >
» More Info: © Downloads a I
> Name & Extension: SHARED " E :::‘::bSvppoﬂ X
@ Al 1 ) Name EndNote X9
App Store... ¢ B Services > Kind Application
O DEVICES B Srall - Slze 86.6 M8 on di
Enable: Recommended Applications B
Abways Open With
APDICATION CaNn 0PN “SCHOl. enw”. I
concer (ECEN
_ scholar.enw Info
' boomer retirement secur X L
scholar.enw 260 bytes

Modified: Tocay, 12:10 PM

Il

i
W
¥ Generat:

Kind: Document
Size: 260 bytes (4 KB on disk)
Where: Macintosh HD « Users »
subjectiibrarians » Downloads
Created: Today, 12:10 PM
Modified: Today, 12:10 PM

scholar.enw
& UoWEndNote (2).dmg
Deima DIC Cvnart 1100 rie

» Name & Extension:

» Comments: Cancel
¥ Open with:
%, EndNote X9

Use this application to open all
like this one.

" APA 6th (UoW).ens
Primo_RIS_Export (8).ris
Primo_RIS_Export (8).ris
Primo_RIS_Export {7).ris

Option B

Select EndNote if it is showing.

\ Keep using this app

OR

If the EndNote app does not appear, select ‘more apps’
and navigate to the EndNote programme in your computer.

IN EITHER CASE

Tick ‘Always use this app to open .enw files’

Liaison Librarians October 2021

LAl DL A IR T7LDDERL L lﬂv:’?mal& P.I‘BYMDMI Last|y' click ’change a"' and

click ‘continue’. This will
ensure that downloaded
files will always open with
EndNote.

Stationery pad
Locked Are you sure you want to change all similar
E L documents to open with the application i
> More Info: “EndNote X9"?

4

|

How do you want to open this file?

EndNote 20,1 (Bld 15341)

New

Other options

\ m Look for an app in the Microsoft Store

More apps 4

’ | Always use this app to open .enlx files

13



12. Capture citations from webpages

If you don’t use website information often, it may be best to create manual entries (see Section 8).
You can use the Capture function to extract reference information from certain webpages, into
either EndNote Web or EndNote Desktop. Before beginning, you need to create an EndNote Web account

at www.myendnoteweb.com, click on ‘Downloads’ and install the ‘Capture Reference’ tool to your web
browser.

13. Export citations from a Waikato Reading List to EndNote

You can export entire lists of citations or individual items from a Waikato Reading List.

To export all, go to the relevant Reading List, click on view & export > export > RIS. An RIS file should
automatically download. Click on it to send all the reading list citations to your EndNote Library.

LEGAL207 HAM TGA Torts - Course Materials [ View & Export H + My Lists
- Book One

VIEW
Recent changes

2021D ByJuliet Chevalier-watts @ Created @ months ago | Updated 6 months ago @ Linked to LEGALZ07

EXPORT

An analysis of the genaral principles of civil liability; interests protacted by the law of torts; negligence; specific tarts such as nuisance and defamation; and nsation for personal in-

jury by accident in New Zealand. RIS
csv
—| PDF-List
Table of Contents ~ ” Type: All H Filter: All = “ Citation Style: None ~ :E]
_| PDF- Bibliography

Negligence

To export individual items, click on the desired title in the reading list > View actions menu> Download RIS.

Table of Contents ~ ” Type: All = ” Filter: All = “ Citation Style: None ~ I

Search | Q ]

Negligence

14

Donoghue v Stevenson [1932] AC 562
VIEW ONLINE| (O

Legal Case Document - Essential
Library availability Details Add to My Bookmarks
Digital copy AVAILABLE ONLINE Mo details found __

= 7 Personal note

Download RIS
+, Dorset Yacht Co Ltd v Home Office [1970] AC 1004 ViEl

Legal Case Document - Essential Report broken link

Share item

- Ammc e MMoeton b onden Borncb Foen il 110700 A- T390

Liaison Librarians October 2021 14



14. Attach PDFs to your EndNote Library

e Add PDFs to individual citations in your EndNote library
e Add PDFS individually or in groups without an associated citation in EndNote
e Use the Find Full Text feature

14.1 Attach a PDF to an individual citation

1. Ensure you have the PDF downloaded to your
computer, and you know the location, then | MclLeod, 2020 #5 S Edit X
highlight the relevant citation, click on the
Attach File button at the top of the Summary [ Attach file |
view of the reference, navigate to the PDF.
Save the record. References

2. Select relevant citation in EndNote, click on
References > File attachments > Attach file.
Navigate to the relevant PDF.

A paperclip icon appears to the left of the reference to

show a PDF is attached. File Attachments Attach File...

14.2 Upload individual or groups of PDFs when no record exists

Click on File > Import and navigate to your PDF. In the Import Options drop down menu, choose PDF.

Edit References Groups

Il
[

B Downloads = Q,
Favorites Fame

| E_‘I Documents L nutrients-12-0048 3 pdf

. Recents

| .n, Macintosh HD

A Applications

[ Desktop
[® Documents
) Downloads
import Options:  PDF Fila or Falder i
fuplicates import Al B
import...
Text Translation: Mo Translation E

If the PDF has a DOI, EndNote will sometimes import the PDF and the citation details as shown below.

If EndNote can’t find the associated information, the entry will appear in <Angle Brackets> and you will
need to manually add the details.

Imported References &
1 Reference a @

@ Author Year Title Rating Journal Last Upd.. ReferenceT..

] «<ContentServer.pdf=> 11/08/20.. Journal Arti...
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14.3 Find Full Text Feature

Right click on one or more citations and click ‘Find Full Text’.

Success rates vary depending on the age of the citation, whether the record contains a DOI, and whether
the PDF is behind a subscription paywall.

You can improve Find Full Text results — add URLS (below) and ‘Find Reference Updates’ (Section 14.4)
Add these URLs in EndNote:
Go to Edit>>Preferences>>Find full text

1. Under the Open URL Path add this URL: http://resolve.library.waikato.ac.nz/
2. Under the Authenticate with add this URL: http://ezproxy.waikato.ac.nz/login?url=

| EndMote Preferences =

Change Case ) o
The Find Full Text feature uses several technologes to maximize the

Diiph}' Fields chancas thal EndMola will ind 3l available PDFs. Use this scraen Lo
Display Font controd these full text search options
Duplicates

[+]wWeb of Science Full Text Links

Find Full Text

Falder Locations [+] DOI (Digital Object Identifier)

Formatting [] PubMed LinkOut (U S. National Library of Medicine)
Libraries
PDF Handling '

Read / Unread
Reference Types
Sorting

OpenURL Path

Authenticate with

http://resolve library waikato .ac nz/nz

Spell Check
Sync ( UAL
Temporary Citations
Term Lists

LIRLs & Links

hitp://exproxy waikato ac nz./login 2urd=

Examples: hilps:ogin ezproxy ibrary myunversity edufogin
hitp:.Yauth unmversityname edwauthentcation

[ ] Automabeally invake Find Full Text on newly-imported referances

EndNote Defaults Revert Panel

14.4 Find Reference Updates
Right click on a citation and click ‘Find Reference Updates’ EndNote searches for updates to selected

references. This can help make the ‘Find Full Text’ feature more successful. If updates are found, for each
reference you can choose to update all fields OR update just the empty fields.
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15. Working with EndNote and Word

Open a Word document. Ensure the EndNote toolbar is showing and that the correct referencing style
is selected (click arrow next to style and ‘Select Another Style’ if necessary). Make sure ‘instant
formatting’ is on.

o0 0 Mg S - Document?

Home Insert Design Layout References Mailinas Review View EndNote

| r‘ ™, Go to EndN ! : Tools *
| P~ 019 e s c @ Categorize References ~ ﬁ o 0
I El'} Edit & Manage Citation(s) E=:~ Update Citations and Sibliography m Manuscript Matcher
Insert . In: Formatting v Hel
Citation Eg‘. Edit Library Reference(s) [=-', Configure Bibliography EE el L == preferences ?

; ¢ Turn Instant Formatting On

15.1 Insert Citation
There are several ways to insert citations — choose the way that best suits you.

Option a: Go to EndNote:
1. From your word document, click on the ‘go to EndNote’ icon in the EndNote toolbar
2. Select the relevant citation(s) from your EndNote library
3. Click on the quotation mark icon in EndNote, which will return you to you word document and
insert the citation.

= k= Decument]

EndMNote . ~

Design Layout Refarences Review View

Mailings

le: APS = ; =i Tools =
Style (Hlov) & Categorize References « ﬂ pals
E,! Update Citations and Bibliography mﬂ Manuscript Matcher

nstant Formatting is Off -
[5 contigure Bittiography v == Preferences

o, #18 Summary Edit PDF x
Advanced search
+ Attach file
All References . 5] @ @ Seott v Shepherd [1773)2 BI R 892
81 References Ug
- —
™ MY GROUFS ] Author Year  Title Rating
] <ContentServer,pdf=
R ey TS 4 hitp://heingnline.grg.ezg raikato.acnz/HOL/Page?
L Scott v Shepherd [1773]2 Bl R 892 R § ’ . . T i
“ GROUPS SHARED BY ... hand! F:_.'IF"ljJﬂ“.’ rep/engrf yampcstart page=525
. . gampid=5249
~ o Cambridge Water Co v Eastern Counti... SAMPide.ad
* OMLINE SEARCH
I 8 St Helen's Smelting Company v Tippi...
] Anns v Merton London Borough Couwn
e Bamett v Chelsea and Kensington Hos..
o Hunter v Canary Wharf Ltd [1997] AC ..

Option b: Insert Selected:
1. From your EndNote Library select the relevant citation/s
2. InWord click the drop down arrow next to the magnifying glass on the EndNote toolbar and from
the drop down menu select Insert Selected Citation(s)
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All References

= White, 2010 #13  Summary

Advanced scarch .
All References EID (;] @ @ Public perceptions of public relations

CWhite and L. Park

{ GROUPS Author Year  Title Rating

Public Relations Review 2010 Viol, 36 lssue 4 Pages
White, Cand_— Pulbblic perceplions of public relations 39-324
* FIND FULL TEXT

Toharmyouw, V. Education, lifelong learning. inequalit..

“ GROUPS SHARED BY ...
Mergdrd, Rik. 2021 Theorising b lifelong leami
“ ONLINE SEARCH 9 ng hybeid ng ng

Marshall, &z . 20N3  Principles of Economics

Lusarch, fnn._ 2007 Baby boomer retirement security: The _

Document4 - Word

Home Insert Design Layout References Mailings Review View EndNote 20 ACROBAT Q Tell me what

EN Go to EndNote Style: APA 7th v @ Categorize References ~ Export to EndNote ~ e
L’_’} Edit & Manage Citation(s) E'—:' Update Citations and Bibliography Instant Formatting is On ~ il Manuscript Matcher
Citytroh ~ ['?; Edit Library Reference(s) B Convert Citations and Bibliography ~ E Preferences e
PY Insert Citation... Bibliography i Tools

BR Insert Selected Citation(s)
E Insert Note...

B3 Insert Figure...

Option c: By Searching:
1. From the EndNote toolbar in Word, click on the magnifying glass icon
2. Search for your citation, either by title or author
3. Click the citation you want and click insert

File Home Insert Design Layout References Mailings Review View EndNate 20 ACROBAT @ Tell me what you want to do...

El' EN Go to EndMote Style: |APA Tth M @- Categorize References - Export to EndNote 0
In F.’I Edit & Manage Citation(s) E‘-Update Citations and Bibliography Instant Formatting is On - ‘ﬂﬂﬁManuscript Matcher el
Fitation = E‘; Edit Library Reference(s) B2, Convert Citations and Bibliography - E Preferences
Citations Bibliography . ] Toaols

EndMote 20 Find & Insert My References

Barker v|| Find Search: || jbraries v

.

Author Year  Title

2016  Developing a community of learners
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15.2 Edit and Manage Citations

1. Click Edit and Manage Citation(s).
2. You can add page numbers, or prefix information like ‘as cited in’ to your in text citations

T O W Tue 1234 P SubjectLUbririens O B IR

e kg - =3 G‘\ .
Layoul Relfarwrces Malings Warciow Endn X &t Share
= -

S AP B (Lo {6 careerize mervveres el Yoo Q Enci¥ote X9 Ecit & Morage Cations
=] LUpdss Ttations = Stsiograoty I3 Mares otanen ~ Count Liwary
onfiges BLbegrachy ) v Fomarmseg s o7 == sl v (Bhagat, 2003)

My EndNote Library

Writing well takes skill and effort (Shagat) 2008) Aeference
; Far
Bhagat, M. (2003). Write business letters and memoranda. Aucidat I o A (o]
Software Educational Resources, Prafie | Exchide Author
Exchude Yoear
&  Excude Author & Year Cancel
Show Only In Biblography
Totai: 10,

15.3 Remove citation

Items added with EndNote must be removed with EndNote. To remove: Click on the in-text citation to be
removed, click Edit & Manage Citation, click Edit reference dropdown, click Remove Citation

oe® [OE w- =N T @
Huma Insa Design Lassauil Fraferpnses i lirgs [T [ LT &% Share =~
F‘ . Disa sTde APA Bth (LoD ifl"-"m'l-mi-'.--rr.-m "._: Tach - 0 ‘ ]
1 c — - _— - vt bl -
“'C}I =) Updain Ciasiora and Bitliogeapty S [ Msrusscrip: Matche -
e p— (] e ez ie = o - 0
" =
]
Writing well takes skill and effort [Bhagat, 2003)
Bhagat, M. [2003). Wirite business letters and memorande. Auckland, New Zealand:
Software Educational Resources, L] Endhoie X8 Edit & Manage Citations
Chatisn A Cousl Ly
*(Bhagat, 2003)
My Erciobe Library
Rermcrm |.'_1||lhr|. r
W e R
Update From Wy Lisrary. .

15.4 Edit your bibliography / reference list

If EndNote created your reference list, you must use it to change title, font, line spacing, and indentation

Home  Insert Draw  Design Layout References Mailings Review  View  Dewq
’h ., EM Goto EndNote Style: APA 6th i {8 Categorize References v
E} Edit & Manage Citation(s) E‘- Update Citations and Bibliography
Insert e ]
Citation @ Edit Library Referenced(s) = Configure Bibliography intant Formatting ls On v

From your word document:
1. Click on the EndNote toolbar
2. Click on the arrow on the lower right corner of
the Bibliography group
3. Select Layout
4. Select formatting as required (font size, font type, line spacing)
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16. Referencing Styles

16.1 How to choose a different referencing (output) style.

1.
2.

In EndNote, in the right pane, click on summary
In the style pane at the bottom left of the summary, click on the arrows to the right of the style

3. Choose from the Quick List, OR click on Select Another Style and navigate to the correct one.

T EaT
1

Pearson, 2020 #2 Edit

X |

P ve

Temporal lobe evolution in Javanese Homo erectus
and Afncan Homn amastar Infarances from the

e tat 9
© ot Aty

Pearson, A, Polly, P. D., & Bruner, E. (2020). Temporal
lobe evolution in Javanese Homo erectus and
Alfrican Homo ergaster. lnieroncos from (ho crani
oaso Qnromuy Inlofna!rona) gOl org/

a/nt 048

apa_7th uts

FAS ALV R

Annotated
APA
Author-Date

Chicago 17th Footn
MHRA (Author-Date|
Numbered

Show All Fields
Turabian 9th Footnqg
Vancouver

Once you select the correct style from the
list it will show in the Quick List.

Choose A Style

Choose A Style

All Styles

Showing 500 of 500 styles

Name Category
Ann Rev Physical Chem Chemistry
Ann Rev Phytopathology Agriculture
Ann Rev Plant Biology Agriculture
Ann Rev Psychology Psychology
Annals Assn of Amer Gec Geography
Annals aehawoval Meo Psychology

16.2 How to download a University of Waikato EndNote style

Library staff have created or adapted styles for APA7, MHRA, Harvard Science, Harvard Geography, Law,
Anthropology and Politics. These adapted styles are NOT automatically loaded into the EndNote program.

1.

Make sure the EndNote program is open.

2. Visit the ‘Styles’ section of the below address

https://www.waikato.ac.nz/library/study/guides/endnote/styles

Style Files

+ MHRA (UoW) 2021 v1

3. Click on the relevant style. Once it is downloaded, click on the file to open it.

« Politics(UoW).ens
« NZ Law Style Guide (UoW).ens
« Anthropology(UoW).ens

« Harvard Geography (UoW).ens

File Edit Tools Window Help « Harvard Science (UoW).ens
New... F i « |JSPP.ens
B . - « APA 6th (UoW).ens
Open Library.. Qi +0 « APA 7th (UoW).ens
Open Shared Library.. Ctrtl+Shift+Q w « Chicago 17th Author-Date (UoW).ens
Open Recent s
Marwal of the Amenican Psychological Assodation (APA) Tth edition
Close Style Ctrl+W {5 Geapinary
Save red . ©  Pevcholoaical Assodation (APA)
Save As.. Save Az ? >
Save a Copy..
o Cancel is 4
Print Setup...
Exit Q| _ _ o _
made in APA Tth hetween slartranic and non-electronic sneres Ear evictinn lihrariee ginn the slertrnnic
4. Once the style is open (as shown above) click File and Save As from the EndNote menu, remove ‘copy’
from the Style name if it appears, and click Save.
5. To close the style click the small X in the upper right of the screen.

6. Repeat step 16.1 to select this style. This style is now available on your computer, and will be available
as a style to select when you start using EndNote with Word.
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17. Backing up and disconnecting

17.1 Saving your library as a backup

It is essential to save your EndNote library as insurance in case your working library becomes corrupt, or
the device containing your library is stolen or becomes corrupt.

¢ Save a copies in 3 locations (HEAR on your computer, NEAR on a USB, FAR in EndNote Cloud or email)
¢ Backing up weekly is recommended
¢ Do not use your backups as your working library

When an EndNote library is created, two files are produced. One has an .enl file extension eg. My Thesis
Library.enl and the other is a folder with the same name but ending in .DATA eg. My Thesis Library.DATA.

These files must remain together for your library to fully function.

To back up the Library you have to compress them into one file with a .enlx extension.

1. From your EndNote library, click File and choose Compressed
Library (.enlx)...

2. Choose Create > with file attachments

Compressed Library (.enlx)

© Create O with File Attachments
" Create & Email Without File Attachments
O All References in Library: My EndMote Library.enl

-~

concel | (N

Compressed Library (.enlx)...

3. Choose a location to save your library (create an EndNote backups folder).
4. Add the word ‘back up’ and the date to your compressed library
5. If you should ever need to open the file, double click on it on any computer with EndNote installed.

DO NOT BACK UP YOUR ENDNOTE LIBRARY TO USB OR DESKTOP
¢ USB is ok for file transfer but not permanent back up
* Desktop. If your computer fails, there is little chance to retrieve what was on your desktop

CLOUD STORAGE: Examples: iCloud, Dropbox, OneDrive, Google Drive,

¢ Do not work on your EndNote library from a cloud storage drive. Issues such as corrupted libraries can
occur.

¢ Use cloud storage to save a back up copy of your library (not your active EndNote library)

e To work on your EndNote library from cloud storage, first download it or copy it to your local device. You
can then work on it. When finished, add the saved version back to your cloud storage.

Liaison Librarians October 2021 21



17.2 Disconnecting your document from EndNote

If you want to share your document with others who may want to edit it or use track changes, it is best to
create a plain text copy which breaks the link between your Word document and the EndNote software.

1. From the EndNote toolbar in your Word document, click on Tools

Click Convert to Plain Text.
3. A pop up box will advise that this command will create a new copy of your Word document and
removal all EndNote markers, and your original file will remain open and untouched. Click ‘OK’.

N

Home  Insert Draw  Design  Layout  References  Madings  Feview  View  Developer  EndMote 20 %) Tell me

I!hl v o B0 W0 ENHo b | AP Eh * & Categorize Relerances « 1) Tosks ~ L)

E Edit & Manage Citation|s] E'— Update Citations and Bibiography Conwert to Unformatted Citations
Inssrl ~ = _—
Ciations (g Edi Library Referencels] [% configum Bibiography e ol Convert to Plain Text |

Export Travefing Library

This command will create a new copy of
EN your Word document and remove all special
EndMote markers from it. The new
‘. document will appear in a new unsaved
document window. The original file will
remain opened and untouched.

Do you wish to continue?

cancel  (CTE

4. Save the new un-named document and add ‘Plain Text’ to the title. This document is not
connected to EndNote, and cannot be reconnected. Your original EndNote connected document

remains unchanged.
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