EndNote Exercise 3: Using Cite While You Write

EndNote Support Team Gelman Library 24106

EndNote integrates well with Microsoft Word, allowgi you to insert references into the
text of your Word document. In this exercise, ydearn these skills:

» Select and insert citations into the text of yousrd/document

* Create a list of references (bibliography) at the ef your paper

» Edit citations, e.g., add page numbers, removeulitods name, etc.
* Remove field codes in order to edit your bibliodrap

1. To start the exercise, make sure mylibary is opdandNote.
2. Open a new document in Microsoft Word.

3. You may still have Internet Explorer open on yoomuter from Exercise 1. If
not, open Internet Explorer. Keep Word open.

4. Within Internet Explorer, go to
http://www.gwu.edu/gelman/quides/endnote/educasempleseduc.htnand
scroll to the section for Exercise 3. From thidvpage, copy the following text:

A survey of teachers at a year round school in

Virginia reported higher job satisfaction. In

California, students and faculty at community colle ges
support a shift to year round schooling. Such a shi ft
may be necessary to meet the needs of the state’s

growing population.

5. Paste the text into Word and save the document.
You'll now place a reference after each sentendbigparagraph.
Reference 1

1. Go toEndNoteand select thelaser 2003eference. To select it, click just once
on the reference. It should now be highlightedlire.

2. Now to goWordand click at the end of the first sentence, betvsadisfaction
and the period (.).

3. Within theWord menu bar, go tdools/EndNote/Insert Selected CitatioAfter a
few seconds, you should see the referenceléser 2003appear in the text and
the formatted citation appear at the end of thagraph. If the formatted citation
and reference do not appear automatically, donityyeve’ll fix that in the next
section.
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Formatting Your Citations and Bibliography

As you add citations to your text, you will needstzecify which Output Style EndNote
should apply. To do this, follow these steps:

1. Within Word, go toTools/EndNote/Format BibliographyThis will open the
EndNote Format Bibliographgtialog box.

2. Make sure thé&ormat Bibliographytab at the top of the box is selected.
3. IntheFormat documenbox, the name of your Word file should be visible.

4. In theWith Output Styléox, we want to speciffPA 5™ ERIC . Use the
Browsebutton to display a list of all EndNote stylest the top of th&endNote
Stylesbox, click onNameto sort the list by name. Scroll until you A 5"
ERIC. SelectAPA 8" ERICand clickOK.

5. This will take you back to the EndNof@rmat Bibliographydialog box. You
should seé\PA 8" ERICappear in th&Vith Output Styldox. ClickOK.

6. You should now see your citation and bibliograpbmratted with this style. You
may need to repeat these steps to format youogitalphy as you add citations to
your text.

Reference 2
For the next reference, we’ll use EndNote’s Seéature.

1. Go toEndNoteand in the top menu bar select Using Keywords in EndNote
References/Search References
You can search for references

2. In the first pull-down menu, seleauthor. using any field in EndNote, and
you can combine multiple
3. In the text box just below this menu, enter ~ keywords in your search—i.e., to
Carley and clickSearch find all the references in your
library pertaining to botlpb
4. You should now see a single reference for ~ Satisfactiorand year round
Carley 2002isplayed in mylibrary. Single schools.
click on this reference to select it.

That's whyKeywords and
5. Go back toNordand click at the end of the ~ Abstract are useful fields,
2nd sentence, betwesnhoolingand the especially when you have a lot of
period. From th&Vordtool bar select references in your EndNote
Tools/EndNote/Inserted Selected Citation ~library.
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6. Again, you'll see the selected reference inseméal the text and the formatted

7.

citation appear at the end of the document. Ndkiaein the works cited at the
bottom, theCarleyreference is placed in alphabetical order beftaser

If you don’t see the new reference, repeat thessiefiormat your bibliography
(Tools/EndNote/Format bibliography

Reference 3

For the last reference, we’ll use yet another veegetect and insert a citation.

1.

2.

Go toWordand click at the end of the last sentence, just pbpulation
From theWord menu bar, seledtools/EndNote/Find Citation(s)

In theSearch for box at the top of the page enBEducational Demand and
click theSearchbutton.

You should see a reference féuyer 1997appear in the list. Select it an click the
Insertbutton at the bottom right of the screen.

Again, you'll see the reference appear in the &&xt the citation appear at the end of the
document. Note that the reference in the texuihe$ all 3 authors of the document, as
per APA %" style.

Editing Citations — Using the Edit Citations DialogBox

Some citations may need to differ from the standiamehat. For example, you may need
to add page numbers, remove an author’'s name, iblaahate. The easiest way to do
this is by using th&dit Citationtool within the EndNote toolbar in Word.

Follow the steps below to make edits to citations.

Exclude Author’'s Name

1.

Within Word, edit the first sentence to real Survey by Haser at a
year round school in Virginia reported higher job
satisfaction

By mentioning Haser’'s name in the text, we do rescto repeat it in the
citation. So, we’ll remove the author’'s name frdma titation.
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3. Make sure your bibliography is formatted ($@ematting Your Citations and
Bibliography at the beginning of this exercise).

4. Within Word, click on the citation within the text, i.€Haser & Nasser, 2003)

5. Within Word, seleciTools/EndNote/Edit CitationsThis will display theedit
Citation window. Make sure your selected citation is hgjited in theCitations
in documentwindow.

6. Within theEdit Citationbox, clickExclude authar Click OK.

7. Notice that the author’'s name has been removed finencitation. If the citation
has been unformatted, eldaols/EndNote/Format Bibliography reformat it.

Add a suffix, including page numbers
Now, add a page number to the citationGuyerat the end of the 3rd sentence.

1. Within Word, make sure your bibliography is forneaktt Click on the&Suyer,
Breedlove, & Kuhn, 199@itation.

2. In Word, useTools/EndNote/Edit Citation® open thdedit Citationsdialog box.
3. Make sure th&uyercitation is highlighted.

4. In theSuffix:box, enter a space followed py70 . Be sure to use ttguffixbox,
rather than th®agesbox. In order to use the Pages box, you woule texadd a
Cited Pages field to your citation and footnoteptates. It's quicker and easier
to use thesuffixbox. Be sure you've put a space beforgd

5. Click OK.

6. In Word, selectTools/EndNote/Format Bibliograptand clickOK. You should
see “p.70” added to thBuyercitation in the & sentence.

Add a prefix

Sometimes you’ll need to add a prefix to an in-@tdtion. Using the steps outlined in
the previous examples, add a prefix to the Cariteyien so that it reads “(For example,
Carley, 2002).”Remember that when using thdedit Citationsfeature in Word, you
need to include spaces in the Prefix and Suffix fids.

Editing Citations and References — Deleting a Citain

1. Highlight the reference and open thdit Citation(s)window, as above.
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2. You'll notice that the panel on the left displaysck of the citations in your
document. The one you've selected should be lghtdd in this panel.

3. Click Removeo delete the in-text citation. If this is thelypmstance of this
reference in the document, it will remove the titation from the bibliography at
the end of the document as well.

4. Click OK.

Editing Citations and References — Removing Field @les

For most cases, it's best to use the Edit Citationkto edit citations. In some cases,
however, the Edit Citations tool may not accommediaé change you need to make. Or,
you may need to make minor changes to referenaasgdine final proof reading of your
paper. In such cases, using EndNote’s Remove Eietles will allow you to make edits
to your citations and bibliography from within Word

1. Within Word, selectTools/EndNote/Remove Field Codes

2. A dialog box appears telling you that a copy of deeument will open in a new
window. Your original document, with field codes)l remain open and
unmodified. ClickOK.

3. Notice that within the version your Word documeithwut field codes, it is
possible to make edits within the citations anénerfices. It was not possible to
do this when the field codes were present.

Be very careful when you remove field codes! Wieun use this command, a new
document is created that contains the formatteidcteated thus far by EndNote, but
without any live links to the EndNote program. dad new references to this new
document, you would need to do it manually Make swur original Word document
(with field codes) is saved and safe.
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