QUICK START to MASTERING ENDNOTE
Step 1: Create and use an EndNote library 

The EndNote library is your database to store all of your references. 

1. Open the EndNote program.  A window will appear asking you to Get started with EndNote 10
2. Select the "Create a new EndNote library” button, click on the OK.

3. Type a file name for your new EndNote library, e.g., Adrenal or NIH-2007
4. Save in the C:\Program Files\EndNote 9\Examples folder (or any location you select; e.g., you can put your library on your USB memory stick and carry it wherever you wish)

You now have a new empty library to start receiving your references. 
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Closing and opening a library:
To close your new library, drop down the File menu and choose Close Library, or hold down the Ctrl key and press w.     To open a library, from the File menu choose Open. Your new library, and any other libraries you might have, will appear in the menu as shown in the screen print below.
Step 2:  Add References Manually or Imported
 A.  MANUALLY
From the References menu choose New Reference.

You now have a blank form to start inserting information about your reference.
Choose a reference type >
Look at  Reference Type.  A drop down menu lists different types of materials you may want to store.  Select book or journal article and fill in the fields.

For example, the default automatically opens may be the Journal article reference type. This can be used for both print and electronic journal articles. When you choose New Reference and enter a new journal article, you will see "Journal", "Volume" and "Issue" in your blank template.  If you choose Book, you will notice different fields such as "city" and "publisher".

When finished entering the information, select File (top strip of tools), drop down and click Close Reference, or simply type [Control-W] (hit Control and W keys simultaneously).  The “W,” we guess, refers to the open window.
Saving a reference >
Your reference is automatically saved when you close it.  You may save at any time by typing [Crtl-S ]
Backups are important!
Now that you have started to add items to a reference library, it is time to back up. If your library is not too large (a maximum of about 3,000 references), it can easily be backed up onto a USB or a 1.44 Mb disk. Don't forget - it is a lot of work to have to redo.
From the File menu, choose Save a Copy
Decide on what you will call the backup library and where you will keep it.

Spell checking >  
When you have completed inputting the data in a new record, you can spell check it. With the individual record open select Tools then, choose Spell Check.  You can add vocabulary words so the Spell Check will not highlight them in the future.
B.  IMPORT REFERENCES FROM PUBMED

The easiest way to build your EndNote library is to import the references from online databases, such as PubMed.  

It’s Easy to Create an Importable File!

1. Run your search in PubMed and select the references you want.  You may want to use your Clipboard to accumulate selected references.
2. In the pull-down Display menu, choose MEDLINE.  This will put the information into acceptable importable format.

3. Using the Send To button, choose File as the destination.  You have to name the file (and remember the name.)  An easy way is to send it to your Desktop.  After you import the file into EndNote, you can erase it off your Desktop.
To Import Your File
What could be easier?  With your Endnote library open, select File > Import.   
In the window that opens, choose File and open the file you previously saved.  If you saved it to Desktop, it is so simple to find.  A new window will open.  BE SURE THE “IMPORT OPTION” SAYS PubMed NLM!  Click Import.  You’re done.  The new references will be displayed in the Endnote window.  To revert to seeing all the references in your library, click References/Show All References.
Step 3: Inserting citations into an MS-Word document as you write

Now comes the “magic.” Open your Word document.  
Make sure the EndNote toolbar is showing in Word (click View/Toolbars/EndNote , or just open Endnote and leave it in the background)
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To enable the instant formatting function, so that references will be formatted automatically as you add them to your document, click on the format bibliography button in the EndNote toolbar in Word[image: image3.jpg]


  or [Alt-3].  Choose the Instant Formatting tab and click the toggle button so that it shows Disable (if “Disable” shows, it means Instant Formatting is On).
To insert a new citation, choose the place in the document where you want to insert the citation and add a space.  Go back to EndNote.  You can use the  button in the EndNote toolbar in Word [image: image4.jpg]


, 
Find the reference that you want to insert and click on it to highlight it.  Then simply type [Alt-2].
Or, go back to Word and click the insert selected citation button  in the EndNote toolbar. Your document should show an in-text citation and corresponding entry in the bibliography.
Step 4: Formatting a bibliography

Your citation will have been formatted automatically in one of EndNote's default styles. You can reformat it in a style of your choice.  In the EndNote toolbar in Word, click the format bibliography button [image: image5.jpg]


, or simply type [Alt-3].  A box should appear:
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Your bibliography will be formatted in the style selected in the output style box. You can select a new style from the drop-down menu to reformat your bibliography anytime.  You can find more styles by clicking on the Browse button.
When you “Format a Bibliography” ([Alt-3]), your references will appear at the end of your manuscript.

Editing in-text citations 

Click on your in-text reference that you inserted earlier. It should now be highlighted in grey.  Next, click on the edit citation button in the EndNote toolbar in Word.  When you have finished editing the citation, click OK, and your changes will appear
Expert’s Secrets:

[Alt-2] inserts a citation into your manuscript
[Alt-3] flips you into "Format a Bibliography”
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