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EndNote version 7 Guide (for Windows 2000 andXP) 
Note: EndNote 8 has small variations here and there; please don’t follow this guide “slavishly”)
1. Download the Demo, work for 30 days. Then it becomes an EndNote Viewer, where you can still see and use your existing entries but can’t add in new ones.

2. Once installed, EndNote 6 automatically appears in the Tools menu of MS Word.

The end of Index cards!!!

Functions

1. Create your own libraries to store literature (pay attention to in-class demo)

2. Integration with MS Word: cite where you write (find, insert, and format citations)

3. Endnote formats the references in the style you defined.

4. A traveling library for collaborative writing

[Note: in 690, most only use items 1. and 3.]

5. Search bibliographic databases on the Internet.
Define EndNote Output Styles

· From Endnote Top Menubar, Edit->Output Styles->Style Manager

· Find->Psychology (APA 5th)
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· Check APA 5th 

· Close the dialog box

· Go to Edit->output styles->the APA 5th you just selected should appear there.

Tips for Inserting Citations

· Select one entry from your EndNote Library by clicking on it.

· From Tools menu in Word, go to EndNote ->Insert Selected Citations

· If it appears in word as: [Akiyoshi, 1988 #2]

· Citation is not formatted.  Use Tools->EndNote ->format bibliography, it will appear as: (Akiyoshi, Fujiwara et al. 1988)
· Akiyoshi, H., M. Fujiwara, et al. (1988). "Radiative aspects of the Antarctic ozone hole in 1985." Geophysical Research Letters 15(8): 919.


Search bibliographic databases on the Internet

· From Endnote Menu, Tools->Connect

· This takes you to a list of Internet databases (e.g., Stanford, Yale library catalogue, OVID). Some of them do not require user name and  password 

· Let’s try Yale Library Catalogue… perform search by keyword “educational technology”

· EndNote finds about 223 references…

· Once you click Ok, EndNote automatically retrieve these references and input them to a library.

[image: image2.png]Confirm Remote Search

Found 80 References.

Retieve References From: i thoughs [50
I™ Discard the previousl rtieved references?.

=





[image: image3.png]=lo/x|

Bl Edt - References Terms Paper Window Gie Whis You Wite Help

=loix
Retisving reference nurber 32 Copy All References T -
Author Year | Title
Ericksen 1984 The essence of good teaching
Lewis 1985 Faculty perspectives on the role of informetion technolc
Logan 1995 The fifth language : learning a iving in the computer ag:
Wan 1991 Hsientai chiao yu chi shu hsueh
Ennals 1986 Information technology and education ' the changing sc
Bertelsmann Sti... 1996 Informationsgesellschaft von morgen : Herausforderunc
Anandam 1998 Integrating technology on campus - human sensibilities
Calvani 1994 Iperscuola : tecnologia e futuro delleducazione
Dede 1998 Learning with technology
Bates 2000 Managing technological change : strategies for college
Cives 1973 La mediazione pedagogica
Culbertson 1986 Microcomputers and education
« [ >
Retrieved 31 outof 223 found references. [ pase [ Shonprevew |
1 il TV





Tips for Manually Entering References to a Library:

· Refer to EndNote Manual and APA Manual for the correct format for entering authors. Here are a few quick notes.

· Author names are entered one per line. 

· Individual authors: Wang, M. J. or Minjuan Wang

· Corporate authors: U. S. Department of Education, Apple Computer Inc.

· Complex author names like Charles de Gaulle should be entered as de Gaulle, Charles; Stein, Carl, Jr. (Last, First, Title)
· Use upper and lower cases properly for titles of articles, books, journals, conference proceedings, etc. (EndNote won’t correct them for you).

· Enter the title without a period at the end. You should capitalize the title in the same as you would like it capitalized in your bibliographies. Be sure to adhere to APA manual.

· Choosing the Right Reference Type
· For unpublished proceedings, use “conference proceedings.”

· Articles that are published as part of the conference proceeding should be entered as Book Section
· Use Electronic source for web materials

· Email discussion should be cited as Personal Communications.

· For anonymous works, many bibliographic styles require that the title appear first, in place of the author.

Using Manuscript Template  {rarely used feature}
EndNote arrives with many Microsoft Word manuscript templates that are set up to conform to submission standards for various publications. The templates are stored in the Templates folder, which is in the main EndNote folder. To simplify setting up the layout of your paper, you can begin by basing your paper on one of these predefined templates. 

When you use one of these templates to start your paper, many formatting issues are already set up for your target publication, such as proper margins, headings, pagination, line spacing, title page, abstract page, graphics placement, and font type and size. As with bibliographic formats, there are hundreds of variations between publishers.

To create a  document based on one of the predefined manuscript templates:

1.
Start EndNote.

2.
From the Tools menu, select Manuscript Templates.

3.
In the File dialog, browse to the Templates folder found in the EndNote folder.

4.
Select and open the template named for the publisher to which you intend to submit your paper. 


This opens a new document in Microsoft Word that is based on the template file, and starts a template wizard to help you set up your manuscript.

Note: The first time you launch the template wizard, you may receive a notice about macros. Accept macros to continue with the wizard.

5.
Enter the information requested by the template wizard. As you enter information, the wizard places it in all of  the appropriate places in the document. The windows that appear, and the information requested, varies depending upon the publisher.

6.
To complete the wizard:

· Click Next to continue providing information. If you do not know how to respond to an information request, simply click Next to continue with the wizard. You can later enter the appropriate information in the designated, shaded fields in Word.

·On the final template wizard window, click Finish to close the wizard and start writing!

Note: You can click Finish at any time to bypass the wizard and start working in the document. You will need to manually enter information that would have been inserted by the wizard. Clicking Cancel will stop the creation of a new document.

The manuscript templates are also available from within Word:

1.
Start Microsoft Word.

2.
From Word's File menu, select New.

3.
Select the EndNote tab to display the templates supplied with EndNote.

4.
Select the template you wish to use, select the radio button to Create New Document, and click OK.

5.
The EndNote Manuscript Template Wizard will start and will lead you through the process of setting up your paper, as described above. Enter the information requested by the template wizard.

When you complete the wizard, you are ready to start writing!

Note: You can use manuscript templates alone or along with Cite While You Write.

To edit a manuscript template:

1. 
Start Microsoft Word.

2. 
From Word’s File menu, select Open.

3. 
Navigate to EndNote’s Templates folder.

4. 
Select and Open the manuscript template you wish to modify. Template filenames end with the extension .DOT.

5. 
Make changes to the template, and then save a copy of the file with a new name.

NOTE: Changes to a manuscript template may disable the manuscript wizard for that template.
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Additional Info. About Cite While You Write
Use Cite While You Write (CWYW) with Microsoft Word 97, 2000, or XP to easily and quickly cite references and create a paper with properly formatted citations and bibliography. Cite While You Write gives you access to EndNote references and formatting commands directly from Word’s Tools menu. You can create citations and bibliographies formatted according to any one of hundreds of styles.

Installing Cite While You Write Support in Word:

EndNote’s installation program automatically detects your version of Word and installs Cite While You Write support. EndNote commands should appear on an EndNote 6 submenu of the Tools menu in Word. 

If you install Word after installing EndNote, use the EndNote Installation CD to either reinstall EndNote or do a custom install of the word processor support. 

*Note: To set up your paper with the appropriate layout for publication, begin by using one of the EndNote manuscript templates.

*Note: You can also insert figures found in EndNote references, and format a figure list after the bibliography in your Word manuscript.

About Inserting and Formatting Figures
You can insert figure citations and format a figure list in a Microsoft Word document either independently or in addition to using Cite While You Write to generate a bibliography. Use the Find Figure(s) command from the Tools>EndNote 6 menu.

A figure citation is a brief numbered citation in the body of a paper that refers the reader to a complete list of figures at the end of the paper.

In-text figure citations are sequentially numbered and formatted like this within the text of the document:

It includes the word "Figure," the sequential number, and surrounding parentheses. 

The formatted figure list appears at the end of the document, after the bibliography. Each figure is numbered and displayed along with a corresponding caption.

Note: The field shading appears onscreen only, and can be turned off with Word Options. 

Note: Do not use Microsoft Word captioning when your paper includes EndNote figure citations and figure lists.
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