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EndNote Online is a free web-based version of the Endnote software that allows users to
create an account and download the relevant installers so that they can use EndNote
Online on their own PC.

1.1 Creating an EndNote Online account — Activity 1

Open a web browser and go to www.myendnoteweb.com

Select create an account

Complete the form, paying particular attention to the requirements of the password
Once you agree to the terms and conditions, your Endnote Online account will be
ready to use
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1.2 My References

EndNote Online defaults to the My References screen. This allows you to see the
references in your library over a number of pages. You can also search and add
groups to your library from this screen

1.3 Adding new references
Your references may be to books, journal articles, theses, etc. EndNote Online offers you
different reference types for the different types of publication.

1. Click on the Collect tab and select new reference

2. The default reference type is Generic. If you want to change the reference type choose
another one from the drop-down list at the top of the box, e.g. Book or Edited Book.

3. Enter the bibliographic data in the appropriate fields. To move between fields click with
the mouse in the required field

4. The Title field should be entered with normal capitalisation and with no full stop at the
end

5. Do not enter any special formatting, such as bold or italics as EndNote Online will do
this for you later.

6. When you have finished entering information click the Save option.

Tip: Authors

e Names should be entered with the last name followed by a comma and the first
name/initials e.g. Smith, John or Smith, J

e The above is the only format allowed via Endnote Online

e If areference is to more than one author each name must be entered on a separate
line. (Activity 3)
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e |If the author is an institution it should be followed by a comma and there should be no
other commas within the name e.g. World Health Organization,

Activity 2 Author: Peden, G. C.
Year: 2010
Create a new Title: Sir Horace Wilson and appeasement
Journal Article Journal: Historical Journal
reference Volume: 53
Issue : 4
Pages: 983-1014

Activity 3 Author: Massey, Douglas
Sanchez, Magaly

Year: 2010

Title: Brokered boundaries

Place Published: New York

Publisher: Russell Sage

Create a new Book
reference
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1.4 Adding references from Library Search — Activity 4

Adding references from Library Search uses the Direct Export method. This means that
results are downloaded into your Endnote desktop library without having to save a
separate file or choose the correct import filter.

Go to http://www.Ise.ac.uk/library/home.aspx

Enter a search term that is relevant to your and click Search

Review your results and click the star next to the title for each result that you wish to
download. This adds the item to the e-Shelf

4. Click the link to the e-Shelf

5. Select the results you wish to download from the basket

6. From the Select how to save drop down menu choose: Push to Endnote Online

W
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Signin W  Book Keith Robbins Appeasement 29/08/14
. _________________________________________________________________________________________________|
APPEASEMENT A
Watt, D. C
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7. This will open a small window either prompting you to log into Endnote Online or
stating how many references have been imported
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Tip: Refining using Library Search
e For books choose Available in the Library

e For articles choose either Peer-review Journals or Full text Online

e Results can also be refined using other options that appear down the left hand side of

the screen e.g. topic, author

1.5 Adding new references from EBSCO - Activity 5

EBSCO is a platform that is home to a number of databases that LSE subscribes to.
Some of these can be searched using the EBSCO option on Library Search. For this
activity we will be using the EBSCO platform. A similar process to the one described

below is available for most other databases that LSE subscribes to.

1. Search for Business Source Complete

2. Select view online and click the link. You should then see the screen below:

[ Librery Search - business - % | (3 Advanced Search: EBSCOI 0] Horsler,PN - Outlook Wel. x |

C | [ web.a.ebscohost.com/ehost/search/advanced?sid=06972a12-7cc9-4e05-b816-37cd545dadc7%40sessionmgrd004 &vid=0&hid=4106

MNew Search  Publications Company Informatien  Thesaurus  More +

Lo Searching: Business Source Complete | Choose Databases

| Select a Field (optional) ~ m m 2

AND - Select a Field (optional) ~
AND - Select a Field (optional) ~

Basic Search  Advanced Search  Search History

Search Options

Search Modes and Expanders

Search modes (7
Boolean/Phrase

@ Find all my search terms
Find any of my search terms
SmartText Searching Hint

Limit your results

Full Text

Scholarly (Peer Reviewed) Journals

Publication

Document Type
All
Article
Bibliography
Biography -
Number Of Pages
All v

NAICS/Industry Code

Apply related words

Also search within the full text of the articles

References Available

Published Date
Month ¥ | Year — | Month

Publication Type

All

Academic Journal
Book

Case Study
Language

All

Bosnian

Chinese

Czech

Cover Story

Product Name

Company/Entity

Signin  #® Folder  Preferences  Languages - Help

¥ | Year

L« IonEl El ] ]

3. Enter your search terms and click search

Reset

St

4. When the results appear you can add your chosen items to the Folder via the Add

to Folder icon
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5. Click on the Folder view option on the right hand side of the screen or the Folder
icon at the top of the screen

6. The Folder List will appear-you can now choose which items you wish to download-
click in the Select All box to include all your chosen results

7. Click on the Export icon

8. Choose the Direct Export to EndNote Web and click on Save

/ @ eBSCORost ~ // -
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Back

Save E-mail
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® Direct Export to EndMNote Web
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Direct Export to RefiWorks

Top of Page iPhone and Android apps | EBSCO Support Site | Privacy Policy | Terms of Use | Copyright

powered by EBSCOhost
2014 EBSCO Industries, Inc. All rights reserved
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9. This will open a small window or a new tab, either prompting you to log into
Endnote Online or stating how many references have been imported

Tip: No option to export to EndNote Web/Online

Some databases do not provide the option to export to EndNote web/online. When this
occurs look for the option to save to .RIS format. You will then need to import the file to
EndNote Online using the instructions below:

1. Under the collect tab, go to Import References

2. Locate the relevant RIS file using the Browse option

3. Select the RefMan RIS option from the Import Option drop down menu

4. Inthe To option, select where you want to import the reference to e.g. unfiled,

The above also applies to your own machines and if you are using Firefox on an LSE PC

1.6. Grouping your references — Activity 6
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Grouping references can be useful as a way of organising your references be particular
topics such as theses chapter or research topic.

Creating new e Go to the organize tab and select Manage My Groups
groups e Select new group

e Enter a name for the group

e You can now add references to this group

Adding e Go to the my references tab
references to a e Tick the references you wish to add to a group
group e From the drop down menu, select a group to add them to

e Your references will be added into your group.
References can be in more than one group

Deleting Groups
e (o to the organize tab and select Manage My Groups

e Click delete on the group you wish to delete
e You will see a prompt asking you to confirm if you wish to
delete the Group
Sharing Groups It is possible to share groups
Go to the organize tab
Click manage sharing on the group you wish to share
Enter the email address of the people you wish to share
the group with.
e You can select to give them read only rights or read and
write rights
e Attachments cannot be seen by other members of the

group

1.7 Formatting — Activity 7

e EndNote Online uses a range of bibliographic styles to format your citations and
bibliographies automatically in Word. These have been created to conform to
recognised standards. The available styles have been selected by the site
administrator.

¢ In EndNote Online you can choose the style that you would like your bibliography to
appear in. Go to Format > Bibliography to select which references, style, and the file
format. Once done, this can be saved, emailed or printed.

e For use in Word, use the Cite While You Write Plug-in.
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Part 2: Working in Word

Activity 8

Open The Rolling ¢ In Word choose File/Open and navigate to your EndNote X7

Stones.docx Word Folder in your H space.

document from your e From here select the The Rolling Stones.docx document

EndNote X7 folder in and open this.

your H space e We will use this in the class to practice adding citations into
Word

2.1 Loading the Endnote Online ribbon — Activity 9

In Word, go to the Endnote X7 ribbon and select preferences.

1.

2. In the dialog blog, go the application tab and change it from Endnote to Endnote
Online. Ensure that the email and password boxes are clear, and then remember my
details box is unchecked. Click OK

3. You should then be prompted for your Endnote Online login details. Enter these details
and log in.

4. If you are able to login successfully then a style should have appeared in the style box
in the bibliography part of the Endnote Online tab.
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5. You are now ready use Word and Endnote Online on an LSE PC

Home  Insert  Pagelayout  References  Mailings  Review
E @ Go to EndNote Style:  EndNote Export ~ = Categorize References ~ 2] Export to EndNote ~
57 Edit & Manage Citation(s) 5 Update Citations and Bibliography ‘ [23 Instant Formatting is Off ~ | ¢ Preferences
cmw:;': ~ 3/ Edit Library Reference(s) ? Help

e

2 Convert Citations and Bibliography ~
Bibliography n

Tools

This document does not
contain headings.

To create navigation tabs,
create headings in your
document by applying
Heading Styles.

[ General [ Keyboard [ Figwes and Tables | Applcaton |

Select the Cite While You Write application

Enter Your End

=

[ Remember my address and password
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Home Insert Page Layout. References Mailings Review View Add-Ins EndNote Web
i EN Style: | APASth - ¥JExport to EndNote Web -
Web 5% Update Citations and Bibliography ¢/ Preferences
c,l";slf:,‘; EndN:k:Weh cjhEt?:nr;] 25 Convert Citations and Bibliography ~ | 2 EndNote Web Help
Bibliography 3 Tools

This document does not
contain headings.

To create navigation tabs,
create headings in your
document by applying
Heading Styles.




Getting Started with Endnote Online

2.2 Adding formatted in-text citations — Activity 10

1. Set the style box to APA6th

2. In Word place the cursor at the first point in the text where you want a citation.

3. Click on the Insert Citation(s) icon. The EndNote Online Find and Insert My
Reference box will open

W s Documentl - Microsoft Word =@ %
Home  Inset  Pagelayout  References Mailings w Vi Addlns | EndNote Web o @
@\ EN ﬂ Style:  APASth MIRE L dNote Web ~
=N Web ¥ Update Citations and Bibliography 7o Pr
Insert Goto Edit
Citations EndNote Web Citation(s) | & Convert Citations and Bibliography ~
Citations Bibliography
Navigation v x {ix]
Search Do =
EREHS] ul
r
EndNote Web Find &t Insert My References [
This document does not
contain headings Ereverson] -] e
To create navigation tabs, >
create headings in your Author Year Title
document by applyin
Heading S(\,\yespp ¢ Bentiey 1983 High and low politics in modern Britain : ten studies
G.H. Stevenson t... 13Januar... Germansin Rumania
G.H. Stevensont... 9 August... Lord Runciman's mission
Watt 1983 Misinformation, misconception, mistrust: episodes in British foreign policy and the approach of war 1938-1939
Webster 1961 Munich reconsidered: a survey of British policy
Wikinson 2000 Perceptions of public opinion : British foreign policy decisions about Nazi Germany, 1933-1938
i »
Reference Type: Edited Book -
Editor: Bentley, Michael
Stevenson, John
Year: 83
Title: High and low politics in modern Britain : ten studies
City: Oxford
Publisher: Clarendon
Number of Pages: 323p
TSBN: 0198226527
8710774
CallNumber:  Main Collection - Normal Loan IN327 H63
es: 83-8224 -
[nset |w|[ cancel |[ hep |
Library: EndNote Web 6 items inlist
v
2
o
3
= 100% (= (+)

Page:1of1 | Words:0 | 83 | 73 | IEEEEE

4. In the Search for box enter the author of the work you wish to cite, or a keyword.
Matching references will be displayed

5. Select the reference(s) required.

6. Click on Insert. The citation(s) will be inserted in the text and a bibliography
started at the end of the document.

Tip: Footnotes
The procedure for footnotes has on addition step. You first of all need to create an
empty footnote in Word (References/Insert Footnote)
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2.3 Editing & deleting citations and adding page
numbers — Activity 11

Don’t Forget! Editing Citations
If you need to correct a typing mistake in one of your references then you MUST do this in
the original EndNote reference Manual changes will not be saved

e Highlight the citation in the document
¢ Click on the Edit Citation(s) icon
o To delete a citation click on the Edit Reference button and choose Remove
Citation. Your citation will be deleted from the text and the bibliography, unless it
appears multiple times in the text
o You can easily add page numbers if using APA 6™ (Chicago 16™ for footnotes)
by entering the numbers as required in the pages field. You do not need to add

e.g. p or pp

Not using APA 6" or Chicago 16"?
Then add your page details into the suffix field as not all styles read the pages box.
You will need to be consistent and add any pagination as required.

2.4 Unformatted citations

EndNote citations in Word can appear as either formatted or unformatted. This can be
done by going to Convert Citations and Bibliography > Convert to Unformatted Citations

To change unformatted citations into formatted ones, select Update Citations and
Bibliography

ﬂ Hints:

e Enables you to see quite clearly where your citations are

e Enables you to delete them manually without corrupting your document

e Enables you to copy chunks of text including your citations and move them around
in Word without corrupting your document

e |If using a bibliographic style which recognises the pages field e.g. APA6th then you
can VERY easily add page numbers manually by adding the @ symbol before the
numbering required e.g. {Baker, 2009 #22@13}

e Makes for a shorter document as no bibliography included — uses less filespace.

e To reformat choose Update Citations and Bibliography.

2.5 Bibliographies — Activity 12

As citations are added in Word, a bibliography is automatically built of cited
references.You may which to make additions to this, in order to make your bibliography
complete. This method allows you to reformat your bibliography in Word e.g. change the
style or layout of the bibliography.

10
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Tip: Changing the layout of your bibliography

=

Click on small arrow in the bottom right on the Bibliography section of the Endnote
ribbon. This will open the Configure Bibliography dialog box

Check that the style is correct

Click on the layout tab

Give the bibliography a title

Set the font and size

Ensure the line spacing is set to single

Set the space after to 1.5. This helps to tidy up the appearance of your bibliography
in Word

Click OK

Noohkwh

o

2.6 Creating clean documents — Activity 13

This will remove ALL EndNote coding from your document and so creates a ‘safe’ copy for
you to send on to your supervisor especially if they are going to use the Word track
changes feature. You would also need to do this if submitting your thesis online, or if
submitting your work to a publisher

1. From the EndNote Online toolbar in Word on Convert Citations and Bibliography
and then choose the Convert to Plain Text option

2. You will see a message informing you that a fresh uncoded copy of your document
will be created. Click on OK.

The Rolling Stones.docx [Compatibility Mode] - Microsoft Word o |[@] %
Pagelajout  References  Mailings  Review  View  Adddns | EndNote Web a
Style:  APA6th v 4 Export to EndNote Web ~

4 Update Citations and Bibliography

dit
ion(s) | 2 Conve

Bibliography ~ = 7 En

The Rolling Stones

Both bon Dartford, Kent, Jagger (Jul 26, 1943) and Richard (Dec 18, 1943)
first met at the age of six at local Maypole County Primary School. Yet it wasn't until
1960 that their paths crossed again, and discovered that they had both been
independently pursuing similar interests in blues and R&B. Also that they had a
mutual friend in guitarist Dick Taylor, who had been at Dartford Grammar School

it L 4 e cig Stimntiate DEtncd (Webster, 1961)

mics - had

Beckwith and Allen
lue Boys. Asresult
influenced guitar to
jving been expelled

f his period, Brian
Ind work in
already skipped
B coh

d his

Frustrated by lack of outlets for his musical ambitions in west country. Jones
at one point split for sojoumn in Scandinavia during which he improved ability on
guitar. On retum to Cheltenham he briefly joined local band The Ramrods but finally
despaired of parochial life and drifted to London with his girlfriend and baby.

There he played occasionally with Alexis Komer's Blues Incorporated having
first met Komer on a Blues Inc. gig in Cheltenham, and nurtured ambition to front his
own authentic R&B band. To this end he advertised for like-minded musicians in
"Jazz News", pianist Ian Stewart, singer Andy Wren and guitarist Geoff Bradford
being recruited as a result.

Meanwhile, though still only a minority appeal. British R&B was on the
ascendancy - the pivotal venue for this exciting "new" music being the Ealing Blues
Club where highly-flexible Blues Inc. held a residency. It was here that Richard,
Jagger. Taylor and Jones first met and exchanged experiences.

Pagei1ofl | Wordsidts | B | I |
" PIEEIED
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3. A new document will be created — you must save this. | recommend using a
filename that includes ‘uncoded’ or ‘nocode’ so that you can distinguish it from your
original document

4. Your original document will be unchanged — retain this in case you need to
return to it.

@ Hint: The uncoded copy is text only and contains none of the EndNote coding. This
means it's safe to make manual changes to your text if you need to do so at this
late stage.

Part 3: Synchronisation

One of the features of Endnote desktop is the ability to sync with your Endnote Online
account. To do this:

1. Click the Sync with Endnote Online icon (blue circle with two white arrows) from
within EndNote desktop programme.

2. Log in with your Endnote Online account details.

3. Click on the icon again. You will be prompted with a message to create an archive
copy. This is advisable when first syncing a library.

4. Once this has been done then the sync should begin.

Part 4 Further Help

Further help is available via a number of channels should you require it. This can be done
by emailing one of the Endnote tutors listed below, asking at the Help Desk or by attending
Software Surgery.

Paul Horsler p.n.horsler@Ise.ac.uk
Clive Wilson clive.wilson@lse.ac.uk

Software surgery is held Thursday lunchtimes from 1-2 in the Library Training Room
LRB.R08, when one of the Endnote trainers will be in attendance. This is booked via the
Training and Development Portal.

1-2-1 appointments may also be available to discuss specific problems.

There is an Endnote channel on YouTube, which contains a series of videos from the
product owner, Thomson Reuters.

PH 3/9/14
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