EndNote Exercise 3: Using Cite While You Write
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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

To start the exercise, make sure mylibrary is apeendNote. Open Word and copy the
paragraph unddgxercise rom
http://www.gwu.edu/gelman/guides/endnote/politisgience/samplespols.htinko the
blank Word document. Save the Word filePadsPara.doc

You'll now place a reference after each sentendhigparagraph.

Reference 1

1. Go toEndNoteand select th&urner 2002reference. 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, betvggebeand the
period (.). Type a space afgiobe

3. Within theWord menu bar, go tdools/EndNote/Insert Selected Citation(s)
After a few seconds, you should see the referemcéurner 2002 appear in the
text and the formatted citation appear at the drideoparagraph. If the formatted
citation and reference do not appear automaticaty;t worry; we’ll fix that in
the next section.

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 Bibliographglialog box.

2. Make sure th&ormat Bibliographytab at the top of the box is selected.

3. In theFormat documenbox, the name of your Word file should be visible
(PolsPara.doc).
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4. In theWith Output Styldox, we want to speciffPA 5" rev . Use theBrowse
button to display a list of all EndNote styles. tAe top of th&andNote Styles
box, click onNameto sort the list by name. Scroll until you g&@A 5" rev.
SelectAPA 5" revand clickOK.

5. This will take you back to the EndNo@rmat Bibliographydialog box. You
should sePA 8" revappear in thaVith Output Styldox. ClickOK.

6. You should now see your citation and bibliograpbmyratted 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 Seé&sature.

1. Go toEndNoteand in the top menu bar sel&#ferences/Search References

2. In the first pull-down menu, selekeyword

3. In the text box just below this menu, enBeoethics  and clickSearch

4. Single click on the reference fBurke 2002

5. Go back towWordand click at the end of the 2nd sentence, betwagmonment
and the period. Type a space aérvironment From theNordtool bar select
Tools/EndNote/Insert Selected Citation(s)

6. Again, you'll see the selected reference insenéal the text and the formatted
citation appear at the end of the document. Ndhiaethe reference which has
Turneras the first author, is placed in alphabetical oedier the citation for

Burke

7. If you don’t see the new reference, repeat thesdiefiormat your bibliography
(Tools/EndNote/Format bibliography
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Searching through EndNote References

As you keep adding references to the same EndNwéey, you may find
the EndNote search feature useful in locating ¢ferences you want to cite.
Notice that you can search for a combination ohte(just as we did in the
database PAIS International in Exercise 2): €gnadaandstem cell
research.

That's why addindeywords to references is good practice for a larger
EndNote library. If you make the effort to stardiae your keywords,
finding your references will be even easier.

Reference 3
For the last reference, we’ll use yet another veegetect and insert a citation.

1. Go to the PolsPara Word document and click at tioeoé the last sentence, just
aftercommunity Type a space afteommunity

2. From theWordmenu bar, selediools/EndNote/Find Citation(s)

3. IntheSearch forbox at the top of the page enkéollowell and click the
Searchbutton.

4. You should see the reference appear in the windokek on it, then click the
Insertbutton at the bottom right of the screen.

Again, you'll see the reference is added to thé &exl to the reference list.

Editing Citations — Using the Edit Citations DialogBox
Some citations may need to differ from the standamshat. For example, you may need
to add page numbers, remove an author's name, iblaaate. 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 rea#l Survey by Turner

reported that the media is filled with accounts of
conflicts and emerging struggles across the globe. ”
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By mentioning Turner’'s name in the text, we domeéd to repeat it in the
citation. So, we’ll remove the author's name frdma titation.

Make sure your bibliography is formatted (F@ematting Your Citations and
Bibliography at the beginning of this exercise).

Within Word click on the citation within the text, i.€Turner 2002)

Within Word, selecil ools/EndNote/Edit CitationsThis will display theEdit
Citationwindow. Make sure your selected citation is hgjited in theCitations
in documentwindow.

Within theEdit Citationbox, clickExclude authar Click OK.

Notice that the author's name has been removed finengitation. 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 citation for Burkihatend of the™ sentence.

1.

Within Word, make sure your bibliography is forneatt Click on th&urke 2002
citation.

In Word, useTools/EndNote/Edit Citation® open thd=dit Citationsdialog box.
Make sure th@8urkecitation is highlighted.

In the Suffix: box, enter a comma then a space followe@.dy . Be sure to use
the Suffixbox, rather than thBagesbox. In order to use the Pages box, you
would have to add a Cited Pages field to yourioiteaind footnote templates. It's
quicker and easier to use tBaffixbox. Be sure you’ve put the comma and a
space beforp.41

Click OK.
If you don’t see p.41 added to the Burke citatitven inWord, select

Tools/EndNote/Format Bibliographand clickOK. You should see “p.41” added
to the citation in the$sentence.

Add a prefix

Within Word, edit the % sentence to readrdividual actions make a
difference with regard to sustaining the planet’'s r esources
and the human community. ”
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Using the steps outlined in the previous examldd,a prefix to the citation so that it
reads “(For example, Hollowell 2004).”

Editing Citations and References — Removing a Citain
1. Highlight the reference and open thdit Citation(s)window, as above.

2. You'll notice that the panel on the left displaysk 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 tutation 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 Eietlés 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 of PolsPara withbelkd codes, it is possible to
make edits within the citations and referencesval$ not possible to do this when
the field codes were present.

Be very careful when you remove field codes! Otheefield codes are removed, a new
Word document is created that contains only thefternatted thus far by EndNote, and
NO live links to the EndNote program. Any new refeces you want to add to this new
document would have to be typed into Word manuaif\ake sure your original Word
document (with field codes) is saved and safe.
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