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Extra support and tutorials are available from:
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EndNote’s Youtube channel: https://www.youtube.com/user/EndNoteTraining
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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 & Cloud Storage: OneDrive, DropBox, iCloud etc

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

Includes the basics of EndNote on Windows or Macintosh in 30 minutes
The above two videos (Windows or Mac) are for x9 but are still relevant
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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’

of the University of Waikato.

if you wish to continue using EndMote.

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

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

==

Click on ‘Download for Windows’

macOS
File (dmg) for installation on macOS

Download for macOS

Download EndNote

Windows

File (exe) for installation on Windows

e —..
4 Download for Windows D

The EndNote installer file will appear as a download, /

once it has downloaded, click on it to open it.

Click ‘next’ to continue with the set up process.

Click ‘accept’ to confirm you have permission to

install the software

ﬂ EndNote 20 Setup

EndNote 20

Licensee: UoW User

Serial Number: 3032076606

< Back

EndNote 20 Volume License Version

This copy of EndNote 20 is icensed to:

By chicking the “"Accept" button, | have obtained permission to
use this copy of EndNote 20, and | have accepted the volume
license agreement for Uow User, issued by Clarivate Analytics.

Chick "Cancel" to quit this installation if you have not
obtained per e, of you do not want to accept the
license agreement for e.
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@ UoWEndnote.exe ~

#3 EndNote 20 Setup

EndNote 20

Welcome to EndNote 20

Thank you for choosing EndNote 20! The same power and
flexibility you trust, modermized for ease of use.

New Design
* Prepare manuscripts and manage bibliographies with a new,
intuitive user interface

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

Cite While You Write
* Insert intext citations while creating a bibliography in
supported word processors

7.000+ Reference Styles
* Build your bibliography in over 7,000 styles, or customize your
own.




The following images will guide you through setting up EndNote. Click ‘next’ until you get to ‘finish’.

ﬁ EndNote 20 Setup - X

EndNote™ 20

Read Me Information

EndNote 20 for Windows Read Me ~
Version 20
October 2020

- CONTENTS

I. NEW FEATURES

II. INSTALLATIONS

IIl. CONTACT INFORMATION

* New. modem interface design

* Improved PDF reading expenence
* Enhanced. more intutive searchina b
< Back Next > Cancel

Choose the ‘typical’ installation type

EndNote 20 Select Installation Type

®) Typical

Al appncation reatures 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.

o ==

ﬂ EndNote 20 Setup = X

If a window appears asking if you want to allow EndNote

to make changes to your device select ‘Yes’

ﬁ EndNote 20 Setup —_

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.

< Back Cancel
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ﬁ] EndMote 20 Setup

EndNote 20

License Agreement

EndMNote® End User License Agreement

employer and Clarivate or authorized resellers.

(01 do not accept the license agreement

THE TERMS AND CONDITIONS OF THIS AGREEMENT
SHALL NOT APPLY IF YOU HAVE OBTAINED ACCESS TO
THIS PRODUCT PURSLANT TO AN INSTITUTIONAL SITE
LICENSE. UNDER SUCH CIRCUMSTANCES, YOUR USE
OF THIS PRODUCT SHALL BE GOVERNED SOLELY BY
THE TERMS AND CONDITIONS OF SUCH LICENSE. ff you
would like to understand more about all of the rights that you
or your employer have to use the Product, you should referto
the insttutional ste license agreement between you or your

BACKGROUND. Camelot UK Bideo Limited {"Clarivate
Analytics”) has developed a proprigtary software application
known as EndNote® the "Software”). By using the Software
and/or its accompanying manuals the "Documentation” and
gther with the Software. the "Product™. vou tthe "End b

N @]
d

Cancel




# EndNote 20 Setup - *
EndNote" 20 EndNote 20 has been successfully installed.

Click the Finish button ta exit this installation.

0 ~

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.

4 Open a new EndNote Library

If you have just installed EndNote, the program will be open. If not, click on the Windows icon and locate
EndNote 20, click on the ‘EndNote 20’ application to open it.

. EndMote Right click on the application and pin
to your task bar so it is easy to
@ EndMote access in future.

XH| Excel 2016

!‘ Feadharlk Huh

L 0 M € © i

20 - My EndNote 20 L

File Edit References Groups

Mew... -
Open Library... Ctrl+0O
Open Shared Library... Ctrtl+Shift+0
Open Recent »

Liaison Librarians October 2021 5



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’.

&) Mew Reference Libra y
1T E This PC Documents

Organize « Mew folder
MName a Date modified
e Templates 1 2:10 PM
2021 1:21 PM
1 3:46 PM File fold
Downloads

Music

File name: | My EndMote Lihlar_-ﬂ'

Save as type: | EndMote Library (*.enl}

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

ary Tools Window Help

All References

Sync Configuration B No reference selected

[£ All References Advanced search
L Recently Added
B unfiled (M All References @

1l Trash 0 0 References

~ MY GROUPS Author Year Title Rating

v My Groups

“ FIND FULL TEXT
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6 Endnote Interface

File Edit References Groups

Library Tools

All References

Window Help

raikato.ac.nz ‘

y4

Sync Status

Create a new
manual reference

PDFs

View attached

019 #1 Summary X

All References
£ Recently Added
B unfiled

All References
2 References

f‘lc ed search

A&

i Trash

v MY GROUPS

> My Groups
Vv FIND FUL: EXT
“ GROUPS SK_ RED BY ...

“ ONLINE SEAl H
@ Edu

@ ERIC

Organise your
library with groups

@ Web of Science C.. 0

more...

Author
Alonso Ugag...

Forbes, Shar...

Year

2019

2019

Record Nu..  Title

1

2

The Palgrave Handbook of Wine Indus...

Social Sustainability in the Global Win...

Rating
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Reference library

The Palgrave Handbook of Wine
Industry Economics

A Alonso Ugaglia, J.-M. Cardebat and A¥
Corsi

View details of
references

Publisher: Cham: Springer International
Publishing AG 2019

Set the reference style

This Palgrave Handbook
international compagaig

APA Tth e

Alonso Ugaglia, A, Cardebat, ).-M., & Corsi,
A. (2019). The Palgrave Handbook of
Wine Industry Economics. Cham:
Springer International Publishing AG.

Always check the
reference preview




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 here

4172 Results Save query

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 Ea tion Scholarship in. The State of Accounting Eo P (B
State of Accounting Education Scholarship in 99
Full text available &

lick on ‘export RIS’ .
Click on ‘export RIS Click here
Send to
TG —
=) (2 (2 ” & =
QR EXFORT BIETEX EXPORT RIS CITATION PERMALINK PRINT
[
3
E-MAIL EXPORT TO
EXCEL
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Click on ‘download’

Send to
5. R
QR EXPORT BIBTEX EXPORT RIS CITATION PERMALINK FRINT
3
Encoding ~
DOWNLOAD
Click on the downloaded RIS file
on the bottom left of the screen
‘Primo_RIS_Export.ris’
Primo_RIS_Export.ris =

The citation will now show in the ‘imported references’ in your EndNote Library.

Tools Window Help

Imported References
2 Sync Configuration

B All References Advanced search

1 Adler, 2012 #1 Summary Edit PDF X

¥ Imported References

£ Recently Added Imported References

WH2SABS

Rating

nfiled
W Trash
Author Year Title
v MY GROUPS
Adler, Ralph 2012 The State of Accounting Education Sc...

V My Groups
V FIND FULL TEXT
v GROUPS SHARED BY ...

v ONLINE SEARCH

@ Web of Science C.

more..

=+ Attach file

The State of Accounting Education Scholarship in
New Zealand

R Adler

Accounting education (London, England) 2012 Vol.
21 Issue 6 Pages 545-563

DOI: 10.1080/09639284.2012.725635

APA 7th Insert Copy v

Adler, R. (2012). The State of Accounting Education
Scholarship in New Zealand. Accounting
education (London, England), 21(6), 545-563.

ARSILVTALUALL- L)1) 32

Always check tH#® Preview

Above is an item record for a downloaded citation. Click on the display options to arrange the view to suit.
Check the preview to check that the reference displays correctly in your chosen reference style (APA in this

instance). For this entry Educational and Software should be lowercase
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Editing a record.
As shown below, click on the edit in the right pane; in the window that opens edit the relevant fields, click
on save on the top right of that window to close the record you have just changed.

All References

1 Tcha..., 2020 #5 Summary

Advanced search
+ Attach file

All References . Education, lifelong learning, inequality and
4 References Dg E] 5‘ @ financial access: evidence from African countries

e

Author fear  Title Rating V. 5. Tchamyou
Contempeorary social science 2020 Vol. 15 Issue 1

Adler, Ralph The State of Accounting Education Sc._
P unting Educath Pages 7-25

~ FIND FULL TEXT Marshall, A; — Principles of Econamics DOI: 10.1080/21582041.2018.1433314

“* GROUPS SHARED BY ... Nergird, Rik- Theorising hybrid lifelong learning

This study investigates the role of financial access in
maodulating the effect of education and lifelong
learning on inequality in 48 African countries for the
period 1996-2014. Lifelong learning is conceived
and measured as the combined smcwlcdge ga'nm
from primary through tertiary education while the

tors are: primary school

- nent and te

~ OMNLINE SEARCH Tchamyou, V. Education, lifelong leaming, inequalit.. = = = - =

APA Tth

Tehamyou, V. 5. (2020). Education, lifelong learning,
inequality and financial access: evidence from
African countries. Contempovrary social science,
15(1), 7-25.

Edit Reference

All References

.'7\)‘1\( Configuration E Tcha.‘., 2020 #5

(5 Al References Advanced search B/UXX O
\ ave
® Imported Refere 1 L
All References N AR :
8 Rafotenci m 5] é&?} eference Type  Journal Article

W Trash 1 Aut Tchamyou, Vanessa Simen
Author Year Title Rating fe

8 Unfiled

er-Watson, Anne

v MY GROUPS

Adler, Ralph 2012 The State of Accounting Education Sc... Year 2020
Vv My Groups

 FIND FULL TEXT Marshall, A;.. 2013 Principles of Economics

Education, lifelong learning,
inequality and financial
access: Evidence from

African countries

v GROUPS SHARED BY ... Nergérd, Rik... Theorising hybrid lifelong leaming

v ONLINE SEARCH Tchamyou, V... Education, lifelong learning, inequalit...

of Congress 0 imal - Contemporary social science
@ LISTA (EBSCO)
Routledge
Fields to edit in this record: N
b
e Author: Family name, first name e.g. Marshall, A &
Ferrier-Watson, A
This ensures they show in alphabetical order by surname e 1
in your library, and prevents duplication. 4 Pages 7-25
e Title (of article): All in lower case except for first word
or proper nouns Record display area
e Journal name: Remove ‘amp;’ after &
This is the latest format for DOI in APA l it i ‘ l insedt { l Cony l Y

Style. If the DOI does not display

correctly ask your Liaison Librarian for Tchamyou, V. S., & Ferrier-Watson, A. (2020). Education,

lifelong learning, inequality and financial
access: Evidence from African countries.
Contemporary social science, 15(1), 7-25.
https://doi.org/10.1080/21582041.2018.1433314

Liaison Librarians October 2021 10



8 Adding references manually

Sometimes you have to enter a reference manually. Websites are best done this way. Click on the
New Reference button. This will open a window with spaces for entering the individual details of a
reference

E Adler, 2012 #3 Summary Ed

+ Attach file

The State of Accounting Education
Scholarship in New Zealand

Advanced search

AS

All References
mported References

Imported References i

1 Reference

+

Recently Added
Jnfiled

R. Adler

. ’ 2= B ti0n (London, England
File Edit References Groups Library Tools Window Help 6 Pages 545-563

MY GROUPS

2 My Grouj: S SV CID¢ Q 89284.2012.725635

Reference Type |Web Page > |

nes publishing trends
ounting education

Author 20-year period
tudinal analyses of the|
Year
] Copy citation
Title
o Series Editor he State O,f ,ﬁfccountin
@ LISTA (EB] Scholarship in New
@ PubMed (| Series Title ccounting education

gland), 21(6), 545-56
.ora/10.1080/0963924

@ Web of S

Place Published
more...

Publisher

First select the correct

For a website scroll down to paste in the URL address
reference type

e Select the correct reference type

e Copy and paste the URL into the URL field — you might have to scroll down to find it

e Copy and paste the title into the title field

e Find a date — it might be at the bottom of the page — if you cannot find one enter n.d. for no date

e Find and author — it might be a corporate author — if it is you have to put a comma after the author
to stop EndNote converting the name into a surname and initials

File Edit R Groups Library Tools Window Help

B I UX X Q

Reference Type
Author
Year

tle

Series Editor

Web Page ~

Ministry of Education,

2020

The rain in Spain|

Liaison Librarians October 2021
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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

E Fraser, 2016 #8 Summary Edit PDF x

~

B /7 U X X Q

Book Section v ‘

Autho Fraser, Deborah
Hill, Mary

2016

The professional practice of
teaching in New Zealand

Place Published  South Melbourne, Vic

blishe Cengage Learning

of learners -

Series Volume .
Title
Pages  1-23 Evaluating educational software
Chapter Journal
I Journal of Systemics
Series Editor
series Title Volume
Edition  5th edition 8
Translator
Short Title o
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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
" Bibliography manager
& My profile
% My library Don't show any citation import links.
Ales ® Show links to import citations into  BibTeX
@ Metrics
EndNote
® Articles q
of Advanced search

€ Settings , Stand on the shoulders of giants
o Cobial

oot

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; ... ®  scholarenw
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.

Either select EndNote or select ‘more apps’ and navigate to the EndNote programme.

Tick ‘Always use this app to open .enw files’
How do you want to open this file?

Keep using this app

EndNote X9 (Bld 12062)
New

Other options

Lock for an app in the Store

More apps L

S\

Always use this app to open .enw files

OK
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12 Capture citations from webpages

If you don’t use website information often, it may be best to create manual entries (see 12).

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 Enter citations manually

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

e 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

14 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 general principles of civil liability; interests protected by the law of torts; negligence; specific torts such as nuisance and defamation; and nsation for persanal in-
jury by accident in New Zealand. RIS

csv

—| PDF-List B
Table of Contents ~ ” Type: All H Filter: All = “ Citation Style: None ~ E]
PDF - Bibliography E

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 @
iSonc
Negligence /
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 personal nate
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
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15 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

15.1 Attach a PDF to an individual citation

Go to Library Search and find the article ‘The state of accounting education scholarship in New
Zealand’. Download the PDF. Save As onto your desktop.

Go to Endnote. Click on Attach File. Find the PDF and insert.

File Edit References Groups Library Tools Window Help

All References

vaikato.acnz ‘ | B Adl., 2012 #3 Summary Edit X
ync Status e .
Advanced search
[ All References + Attach file
B Document 1 All References = E The State of Accounting Education
3R Scholarship in New Zealand
L Recently Added 0 3 References cholarship in New Zealan
B Unfiled 2 o R Adler
W Trash 0 . ) Select afile to link to the reference x 9
. " Accounting education (London, England)
Adl Look in: Deski: ~ e
MY GROUPS i [ Oesicp | @ g 2012 Vol. 21 Issue 6 Pages 545-563
S
Alg| *
. OneDrive DOI: 10.1080/09639284.2012.725635
All Library
For I\‘]
Clive Wilki
* FIND FULL TEXT a e kinsen This paper examines publishing trends of
 GROUPS SHARED BY UisE New Zealand accounting education
Q This PC scholars over the 20-year period @
“ ONLINE SEARCH = 1991-2010. Longitudinal analyses of the
@ Education Abs (EB.. ©
catl : Libraries APA Tth > | Copy citation | v
@ERIC
@ERIC C e DVO RW Drive (D:] :
= _. g Adler, R. (2012). The State of Accounting
@ Library of Congr ) . Education Scholarship in New
@ LISTA (EB 0 - ol Zealand. Accounting education
- ) ) ) Fil name [ V] o ] (London, England), 21(6), 545-563.
i ! fecitpe [T - - nttps://doi.ore/10.1080/09639284.201
@ Web of Science C.. 2725635
Copy this file to the default file attachment folder and create a relative link.
more...

Imported References

Lusardi, 2007 #14 Summary

[ Al Referen 9 Advanced search

Imported References [_‘f‘_‘ & @

ere

T The State of Accounting Education Scholarship.pdf

®imported References

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

Author ‘fear  Title

v MY GROUPS
Lusardi, Ann.. 2007 Baby boomer retirement security: The ... A. Lusardi and O. 5. Mitchell
4

Journal of monetary Economics 2007 Vol. 54 Issue 1 Pages 205-224
~ FIND FULL TEXT

“ GROUPS SHARED BY ...

“ ONLINE SEARCH
=] of €

@ LISTA (EBS - — :
@ru ML APA Tth W nsert I W

@ Web of

Lusardi, A., & Mitchell, O. 5. (2007). Baby boomer retirement security:
The roles of planning, financial literacy, and housing wealth.
Journal of monetary Economics, 54(1), 205-224,

more
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15.2 Upload individual or groups of PDFs when no record exists

Click on File > Import, click ‘choose’ and navigate to your PDF. Change import option to PDF, click Import.

File Edit
New...

References

Open Library...
Open Shared Library...
Open Recent

Close

Close Library

Save

Save As...

Save a Copy...
Share...

Export...
Import

Print...
Print Preview
Print Setup...

Exit

& VWeD OT SClence L.

Groups

Compress Library (.enlx) ...

y Import File ? X
Library Tools Window Help
bs — - "
Ctrl+0 h Import Fle: Rethinking health professions educatic Emsei
Ctrtl+Shift+0 -
» N Import Option: POF e
Ctrl+W Duplicates: Import Al v
pees Text Translation: No Translation v
Ctrl+S
Import Cancel
Author Yea|
Adler, Ralph 201
Barker, Miles 201,
4 File...
CtrlsP Folder...
Bhagat, Mela.. 200
Lusardi, Ann... 200
Marshall, A; .. 201
Ctrl+Q

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

File

Edit References Groups Library Tools Window

Imported References

Help

ync Configuration |

[ All References

B McKimm, 2020 #15 Summary Edit PDF X

Advanced search

®Imported References
A Recently Added
Bl unfiled

Imported References
1 Reference

AR

T Trash
v MY GROUPS
v My Groups
v FIND FULL TEXT
v GROUPS SHARED BY ...

“ ONLINE SEARCH

@ Library of Congress

@ LISTA (EBSCO)
@ PubMed (

@ Web of Scie

more...

Author

McKimm, J; ...

Year

2020

Rethinking health professions’ educati...

‘ ] Rethinking health professions education leader.pdf ¥

=+ Attach file

Rethinking health professions’ education leadership: Developing
‘eco-ethical’ leaders for a more sustainable world and future

J. McKimm and M. McLean
Med Teach 2020 Vol. 42 Issue 8 Pages 855-860
Accession Number: 32286110 DOI: 10.1080/0142159X.2020.1748877

https://www.ncbi.nlm.nih.gov/pubmed/32286110

In this commentary, we discuss health professions’ education (HPE) v

APA 7th "‘ | nsert ‘ | Copy ‘ v

McKimm, J,, & McLean, M. (2020). Rethinking health professions’
education leadership: Developing ‘eco-ethical’ leaders for a
more sustainable world and future. Med Teach, 42(8), 855-860.
https://doi.org/10.1080/0142159X.2020.1748877

If the PDF has no DOI, the entry appears in <Angle Brackets> and you will need to manually add the details.

Imported References
1 Reference

BAL®

Author

Year

Title

Rating

Journal Last Upd.. ReferenceT..

«<ContentServer.pdf=>

11/08/20.. Journal Arti...
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15.3 Find Full Text Feature

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

Paste

v My Groups
Fu, Shao-Y.. 1996 136 Journg

& Checked Find Full Text

@ To remove Fu, Shao-Y.. 2001 Authenticate... 79 Journa :

Find Reference Updates 1
WV FIND FULL TEXT 3
Fuentes, C.. 2011 OpenURL Link 38 Journz

v GROUPS SHARED BY ... Open URL

Gassan, J;.. 2000 47 Journz
Mark as Unread

Gogos, Ge.. 2004 Rating » | 101 Journa

> ONLINE SEARCH

= e a in New Tab
Gonzélez-... PR

[l

Greco, Ant...

Powder-shape analysi.. Journal of Appli...

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’ (15.4)
1. 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 URL, add this: http://ezproxy.waikato.ac.nz/login?url=

EndMote Preferences

Change I;ESE The Find Full Text feature uses several technologies to maximize the
- Display Fields chances that EndMote will find all available PDFs. Use this screen to
. Display Font control these full text search options:
- Duplicates [+] Web of Science Full Text Links
. Find Full Text
- Ealder Locations DO (Digital Object Identifier)
- Formatting PubMed LinkOut (U.S. National Library of Medicine)
.. Libraries
- PDF Handling [] OpenURL
- Read / Unread - -

OpenURL Path: |I‘rl't|:|:ffresu:ulve.lll:urarj,'.walkatcu.ac.nzfnz |
- Reference Types
-~ Sorting Authenticate with:
- Spell Check
- Sync LIRL: |I'rttp:ffe:-:prc:x'_.'.waikatn.ac.nzflu:ugin'?url= |
Templzu.rar}r Citations Examples: https:/Aogin ezproxy librany myuniversity edudogin
- Term Lists hittp://auth universityname edu/authentication
.. URLz &L Links

Automatically invoke Find Full Text on newly-mported references

15.4 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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16 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.

H Document4 - Word

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

|”| EN Go to EndNote Styl v g% Categarize References » Export to EndNote ~ o
| Oﬁ‘ ll_" Edit & Manage Citation(s) E,‘ Update Citations and Bibliography (i Instant Formatting is On » Dﬂ“, Manuscript Matcher i
nse elp

Citation > Q Edit Library Reference(s) BR Convert Citations and Bibliography ~ E Preferences

Citations Bibliography M Tools

16.1 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.

H Documentd - Word

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

EN Go to EndNote Style: APAT7th é Categorize References ~ Export to EndNote ~ 0
lnscel F Edit & Manage Citation(s) L_' Update Citations and Bibliography Instant Formatting is On ~ m Manuscript Matcher Help
Citation ~ Q Edit Library Reference(s) B2 Convert Citations and Bibliography ~ E Preferences
Citations Bibliography M Tools

0, #18 Summary Edit PDF x
Advanced search
All References K ';J). <7| @ @ Scott v Shepherd [1773]2 BI R 892
v MY GROUPS Author Year Title Rating
<ContentServer.pdf>

“ FIND FULL TEXT =SS T
° Scott v Shepherd [1773]2 Bl R 892

“ GROUPS SHARED BY ...

N Cambridge Water Co v Eastern Counti...
" OMLINE SEARCH

St Helen's Smelting Company v Tippi..
Anns v Merton London Borough Coun.

Bamett v Chelsea and Kensington Hos...

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

All References

WH2SAQS

= White, 2010 #13  Summary

Advanced scarch

=+ Attach file

. White and ). Park

Author Title

Whate, Cand_ Public pere

 FIND FULL TEXT

Tehamyou, V..
“ GROUPS SHARED BY ...

Nergdrd, Rik. 2021 Theorising hybeid lifelong learmi
~ OMLIME SEARCH g i " "

Marshall, Az . 2013 Principles of Economics

Lusardi, Anf.. 2007

s of public relations

Education, lifelang bearning, inequalit..

Baby boomer retifement sécunty, The ..

Rating
319-324

Public perceptions of public relations

Public Relations Review 2010 Vol, 36 Issue 4 Pages

Insert Design Layout References

Mailings

Document4 - Word

Review View EndNote 20

ACROBAT

Q Tell me what

EN Go to EndNote
Edit & Manage Citation(s)
E;; Edit Library Reference(s)

Style: |APA 7th

,& Insert Figure...

E,‘- Update Citations and Bibliography
B2 Convert Citations and Bibliography ~

v i@ Categorize References ~
Instant Formatting is On ~

Bibliography f‘.

Export to EndNote ~
M Manuscript Matcher

apmn
== Preferences

o

Help

Tools

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

Home  Inset  Design  Layout  References

Style: APATth

o " Edit & Manage Citation(s) E‘ Update Citations and Bibliography
nsel

Fitation * E‘; Edit Library Reference(s)

Citations

Mailings

E'o!, Convert Citations and Bibliagraphy
Bibliography . fa

Document? - Word

Review  View [l ACROBAT
- ﬁ: Categarize References = Export to EndNate -
Instant Farmatting is On = ﬂﬂtjManustriptMat(her

-—
=+ Preferences

Tools

Q Tell me what you want to do...

0

Help

EndNote 20 Find & Insert My Referenchs

| Barker

v|| Find | Search: | oraries v

Author  Year  Title

2016

A

Developing a community of learmers
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16.2 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

Documents
Design Layout References Mailings i EndMNote 20 ACROBAT @ Tell me what you want to do...
rl,, EN GoioFn - Style: |APA Tth ~| & Categorize References - Export to EndMote ~ o
: Qrt ”‘Edlt&Manage Citation(s) * Update Citations and Bibliography Instant Formatting is On = Qﬂ'ﬁ_Manuscnpt Matcher -
nse — e
Citation ~ & Edit Library Reference(s) B2 Convert Citations and Bibliography ~ == Preferences P

Citations Bibliography

[l

Tools

Voting behaviour is complex _

Bhagat, M. (2003). Write business letters and memoranda. Software Educational Resources,

EndMote 20 Edit & Manage Citations >

Citation Count  Library
(Bhagat, 2003)

Bhagat, 2003 #7 1 My EndNote 20 Library Edit Reference | ~

Edit Citation Reference

Formatting: |Display as: Author (Year)

Prefix:
Suffix:
Pages:
Jools - Cancel Help

Totals: 1 Citation Group, 1 Citation, 1Reference

16.3 Remove citation

Items added with EndNote must be removed with EndNote. To remove the citation, click on the in-text
citation you wish to remove, click ‘Edit & Manage Citation(s)’, click ‘Edit reference’ dropdown, and click
‘Remove Citation’

H -0 = Documentd
Home Insert Design Layout References Mailings Review View EndMote 20 ACROBAT Q Tell me what you want to
[7) EN Go to EndNote Styles |APA Tth A @-Categor\ze References ~ Exportto Endhate = e
I Qrt B Edit & Manage Citation(s] E‘ Update Citations and Bibliography In;tant Formatting is On = gﬂ'ﬂ,Manuscript Matcher ‘
nse — elp
Vet E‘xEd\t Library Reference(s) EConvart Citations and Bibliography ~ == Preferences
Citations Bibliography ] Tools
Voting behaviour is complex _
EndMote 20 Edit & Manage Citations X
Bhagal
Citation Count  Library
(Bhagat, 2003)

B B shacat, 2003 #7 My EndNote 20 Library [EditReference T
Edit Library Reference
Find Reference Updates...

Remove Ci

Insert Citation

Update from My Library...
Edit Citation  Reference pdate from My Library.

Formatting: | Default S ’7
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16.4 Edit your bibliography / reference list

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

File Home Insert Design Layout References Mailings Review i EndNote 20 ACROBAT Q Tell me what you wani
F EN Go to EndNote Style: APA Tth - Eﬁ- Categorize References - Export to EndNote ~
| Or; B3 Edit & Manage Citation(s) [} Update Citations and Bibliography Instant Formatting is On~ 000 Manuscript Matcher i
el
itr;::m - 3 Edit Library Reference(s) B2 convert Citations and Bibliography ~ == Preferences &
Citations Bibliography ® Tools
From your Word document: EndMote 20 Configure Bibliography ot
1. Click on the EndNote toolbar .
* Format Bibliography!
2. Click on the arrow on the lower right corner of Font: Size:
the Bibliography group = ) R
Bibliography title:
3. Select Layout EE——
4. Select formatting as required
Start with bibliography number: 1
First line indent: | 0.000 cm Line spacing: | Single ~
Hanging indent: @l Space after:  |None ~
o1 c |[ s
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17 How to download a University of Waikato EndNote style

Library staff have created or adapted styles for APA6th, MHRA, Harvard Science, Harvard Geography, Law,
Anthropology and Politics. These adapted referencing styles are NOT automatically loaded into the

EndNote program.
1. Make sure the EndNote program is open. Style Files
2. \Visit the ‘Styles’ section of the below address
https://www.waikato.ac.nz/library/study/guides/endnote/styles
3. Click on the relevant style.
Once it is downloaded, click on the file to open it.

« MHRA (UoW) 2021 v1
Politics(UoW).ens
NZ Law Style Guide (UoW).ens

Anthropology(UoW).ens

Harvard Geography (UoW).ens

Harvard Science (UoW).ens
|JSPP.ens
APA 6th (UoW).ens

File Edit Tools Window Help

New...
. N « APA 7th (UoW).ens
Open Library... Ctrl+0 ) f i
. . + Chicago 17th Author-Date (UoW).ens

Open Shared Library.. Ctrtl+Shift+0 1
O

Open Recent ¢
Marwal of the Amenican Psychological Assodation (APA) Tth edition

Close Style Ctrl+W ] MutiGsdplnary

Save rerl o Puychological Assodation (APA)

Save As.. Save As ? >

] Cancel is 4

Print Setup...

Exit Q| _ _ . o .
made in APA Tth hetween elertranic and non-electranic snirres For evicting librarie nisinn the electeanic

4. Once the style is open (as shown above) mouse to the top of your screen and click on ‘File’ and ‘Save
As’ from the EndNote menu, remove the word copy from the Style name if it appears, and click ‘Save’.

5. Close the style by clicking the small X in the upper right of the screen.

6. From your EndNote Library, click the arrow to the right of the default style and click ‘select another
style’

All References

5 Bhagat, 2003 #7 Summary Ed

Advanced search
+ Attach file
All References Write business letters and o
et H2AR®

M. Bhagat

Author Year Title Rating
~ MY GROUPS

LY 5 <ContentServer.pet> Publisher: Software Educational Resources 2003

“ FIND FULL TEXT Adler, Ralph 2012 The State of Accounting Education Sc_.
“* GROUPS SHARED BY ... Barker, Miles 2016 Developing a community of learners
~ OMNLINE SEARCH Bhagat, Mela. 2003  Write business letters and memoranda

Bhagat, Mela... Write business letters and memoranda

Lusardi, Ann.. 2007 Baby boomer retirement security: The _

Marshall, A; .. 2013  Principles of Economics

Nergdrd, Rik.. 2021  Theorising hybrid lifelong leaming

Tchamyou, V.. 2020  Education, lifelong leaming, inequalit... MHRA (Author-Date) - nsert Copy b
Select Another Style...

White, Cand.. 2010  Public perceptions of public relations bss letters and
Annotated

Btional Resources:
APA Bth
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7. Find the newly downloaded
style in the list of styles
and select ‘Choose’.

8. This style is now available
on your computer, and will
be available as a style to
select when you start using
EndNote in MS Word (see
Section 15 Working with
EndNote and Word).
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App Animal Behaviour Sd

LILT 1] ©O° 2.1 lol 630
Choose A Style X
Name Category A
APA 6th Psychology, Multi-disciplinary
APA 6th - Sentence Case Psychology
APA 6th (sections) Psychology
APA 6th (Uow) Psychology
APA 6th Annotated (UoW) Psychology
APA 6th CV Psychology
S APA 6th-Annotated Psychology
APA 6th-full name Psychology
APA 7th Psychology, Multi-disciplinary
APA 7th-Annotated Psychology, Multi-disdplinary
APA-7th- UowW Psychology, Multi-disciplinary

C:\Program Files (x86)\EndNote 20\Styles\APA 7th-Annof]

s s et — T
| [quck Search ~ ] Find by »
2 Less Info: Style Info/Preview Cancel

23



18 Backing up and disco

nnecting

18.1 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.

Your library has two parts — a .enl file and a .data file. To save the Library you have to compress them
which means they are saved as one file with a .enlx extension.

~

Choose ‘Create’ ‘with fil

e attachments’

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

Choose a location to save your library (it’s useful to create an EndNote backups folder, and also

save to a USB, and you also have the option to email the compressed library)

When you wish to open the library in its new location double click on it and it will automatically

separate into the two files and you can use it as your working library.

Compressed Library (.enlx)

Wi
Ciwi

@ Create

() Create & E-mail

(®) All References in Library:
() selected Reference(s)

() All References in Group/Group Set:

My EndMote Library.enl

My Groups

Lompressed Library (.enlx)

ith File Attachments « Endn.. »

A

ithout File Attachments New folder

e~
Word 2016 hand *
Working docum
i< PC

esktop v <L

File name:

Name

Endhote Libra

X

library backup Aug 2... v O Search library backup Aug 2018 0

= @
Date medified Type

Mo iterns match your search.

backup Aug 2018]

Cancel

Folders

18.2 Disconnecting your

ave as type: | EndMNote Compressed Library (*.enlx)

Save

Cancel

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.

From the EndNote toolbar in your Word document, click on Convert citations and bibliography.
Click Convert to Plain Text.
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’.

File Home Insert

Citations

Design

EI EN Go to EndNote Style: | APATth - faca
| Q @‘Edit&ManageCitation(s} E‘UpdateCitationsand Bibliography Ins
nsert

Citation = E;'f, Edit Library Reference(s)

Convert Reference ManagerXitations to Endlf

layout  References  Mailings

Review

0

EndNote 20
&

View ACROBAT

Dok sbin Eadblad

E‘»\ Convert Citations and Bibliography ~
ns

LE,'( Convert to Plain Text

ﬂi Convert Word Citations to EndMote

EndMote X9

This command will create a new copy of your Word document and
rermove 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

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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