Using Endnote – the scholars’ friend
Why use Endnote?

· Storage – for references and notes.
· Easy retrieval of references (and notes) – find references by author, date, title or key word.
· Automatic production of bibliographies (once you have created a library).
· Aide-memoire – use the search function in any field to find key words/ phrases.
· Sharing references – copy and send references easily.
· Absence of mistakes caused by mis-copying references.
· Good user support – on-line manual and free user support.
· Capacity – it can hold many thousands of entries.

What does it look like?
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Availability 

Endnote is available on each machine in the Post-Grad Computer Lab in the Linguistics Dept. Simply log in, find the programme and create a new library. Of course it’s recommended to keep a back up. 
On the library website see http://libweb.lancs.ac.uk/endnoteguide.htm - from its home page (see Finding Books and Articles) - for more information on where it is available and getting an off-site licence. 

NB Version 9 is loaded onto university computers.

Some key functions to get you started

	get a window to make a new entry
	Control+ N 

or select:  References -> New References 

(Don’t forget to select the appropriate reference type, then complete the details)

	get a window to search using a key word in any category
	References -> Search

	copy the reference in the format it should appear in a bibliography
	Edit -> Copy Formatted


Entering information correctly

Remember to add all the authors, whether of an article or book, when you make a new entry in your library. Simply list them all in the authors pane in your New Reference window e.g 


Bray, T


Luxon, A


Bennet, C


Blake, R

They will then appear as Bray et al in your reference list (depending on which style you select) 

	I recommend writing your essay in Word and adding the references using Endnote only at the end when you have your final draft.  




Producing an Automatic Bibliography
Once you have some entries in your library you can incorporate them into a piece of writing.
In your Word text, at the appropriate place for the reference select: 

Tools-> Endnote 9 -> Go to Endnote. 

Highlight the reference(s) you need (see the example of a highlighted reference overleaf). Press Control  to highlight more than one reference.

Select:  Tools-> Cite While You Write (CWYW) -> Insert Selected Citation.

Bingo! All references thus included will appear automatically in a bibliography at the end of your text. It’s like magic.

If you need to take out one of these references from your Word document, while in Word, select:

Tools -> Endnote -> Edit Citation(s). 
Check that the correct reference is selected by looking in the left-hand pane and click the Remove button, then select OK.
NB Do not simply use the delete button on the keyboard.

Adapting your reference to fit your text:

Your reference will appear in the format: (Author(s), Year) e.g. (Wall 1995). This may not be what you need e.g.  ‘As Read (2000) says  …’ So to stop either the author or the date showing within the brackets select:

Tools -> Endnote -> Edit Citation(s), click in the Exclude Author  or Exclude Year  button, then select OK.

Tips for professional-looking bibliographies which will save you time:

· Enter keywords (in the keywords category) to help find subgroups of references easily e.g. everything you’ve read about second language acquisition, everything about pragmatics, etc.
· Enter the reference fully and correctly the first time as far as possible – it saves a panic just before an essay deadline as it always takes twice as long as you imagine to track down details you have missed!
· Keep to a common format for entries (e.g. put the title’s initial letters all in upper case).
Further Functions
If you use the ‘Cite While You Write’ function simply the author’s surname and year will appear e.g. (Smith 1995). You may need another format however, such as…

1) adding page numbers

For example: (Jones 2003: 23) 

How to do it: in your Word document select: Tools -> Endnote -> Edit Citation(s), in the suffix box insert a colon + the page numbers e.g. ‘:22’ then select OK.

2) citing more than one author

For example: Many writers have alluded to this feature in their work (Kray 2004, Lambert 2000, Perkins 1995, Wray 1998) and I intend ….. 

How to do it: in your Word document select: Tools -> Endnote ->  Go to Endnote, highlight all the authors you wish to include by holding down the control button -> Tools -> Cite While You Write -> Insert  Citations.

3) to omit the author from within the brackets

For example:  The way Green (1998) presents this issue is contentious… 

How to do it: in your Word document select: Tools -> Endnote -> Edit Citation(s), click in the Exclude Author button, then select OK.

4) adding other words before the author name

For example:   there are various other examples of this phenomenon often described (see Maplin 2004) …
How to do it: in your Word document select: Tools -> Endnote -> Edit Citation(s),  in the prefix box type in ‘see’ + a space, then select OK.

Need help?

· Endnote’s now widely used so ask around. 

· Try the webpage http://www.endnote.com/support/ensupport.asp 

· Send queries (the e-mail address is available at this url) if you really can’t work out how to do something - but try the manual first.

· The on-line manual (for Windows) http://www.endnote.com/support/helpdocs/EndNote9Manual.pdf

You can view your entries organised by author, by year, or by title. Click on the heading to re-order  them.





This is the Preview Pane. The reference appears here as it will in a bibliography. You can easily copy this and send it to colleagues to share useful references





Endnote can produce your references in many different styles depending on the requirement of your department or the journal you are writing for, for example. You only need to enter the information for each reference once however.
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