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(E USING ENDNOTE with library databases
D{%%{SQQ CITE WHILE YOU WRITE

LIBRARIES (Word 2007)

http://www.lib.odu.edu/libassist/howto/endnote/index.htm

This is a way to incorporate references from your EndNote library directly into a WORD document as in-text citations

and as footnotes. If you installed EndNote on your computer, you should have an EndNote (EN) toolbar when you open
Word. If you don't, you may need to configure the EndNote.*

IN-TEXT CITATIONS
Open both Word 2007 and your EndNote library. Be sure the appropriate “Output Style” is selected.

In your Word document: O\ d9-0
4
1. Place the cursor after the 4 Home Insert Page Layout References Mailings Review View @
sentence/quote you wish to cite. oj Sl MLA - €] Export to EndNote -
2. Click on the EndNote Tab at the top of o + Edit Citationis) {= Update Citations and Bibliography | Preferences
the screen. Cr;ahon ~ 2 Edit Library Referencels) [‘71 Convert Citations and Bibliography = ‘2 EndNote Help
. Citations Bibliography 0 Tooks
3. Atleft, click on “EN Go to EndNote.” - -
In EndNote: —m
. . . s Window Hel
1. Highlight the desired reference/s. — 2o
. . . . Search Lorary.., CtrisF [ Y
2. Click “Tools” > “Cite While You Write” monf 4 -ﬂ =4 O E
> “Insert Selected Citation/s.” An in- B Cite While You Write [CWYW) N Retun to Word Alt+1
text citation and a bibliography entry @_‘ Oniine Search,.. Insert Selected Citation(s) Alt+2
will be added to your Word document. Format Paper »| FormatBblography... — Alt+3
(C Change and Move Fields... Import Travelng Library... Alt48
Endhinsa thla CWYW Preferences... Ali+2
To Delete/Edit a citation in Word 2007 ) 90 =
o '
Remember, do not use the delete key or backspace key. ~  Home Inset  Page Layout
?,—] I biaaalo1e Sty
1. In Word, highlight the citation you wish to delete/edit. m" =
2. In EndNote tab, at left click “Edit Citation(s).” Citation > &= SYRAGRAH) || L2
tations
3. To remove the citation highlighted, click EndNote X2 Edit Citation

“Remove” > “OK.”
4. To edit, enter information to add (year, Citations i document: Formatted Citation
pages, etc.) > “OK.” Sxakdgjh/pk (...

Use this wandow to view, select, edit and remave citations from your current document,
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5. To add page numbers to an in-text citation, ) e

click within the in-text citation, and use the

“Edit citation(s)” option on the EN toolbar.

Enter your page/s in the “Suffix” field with a

comma first. Then, OK. Cisert.. ) [Cremove )21 51
Reference Type: Book A
Record Number: 55
Author: Ewing, R, Michas!
Year: 1550

Title: er long-term manitoring orogram : water qualty monitor v

{ Cance J[ Help J

07/10/2009




To Format your bibliography: EndNote X1 Format Bibliography x)

Format &bkoq:mt Formatting = Liracies Used

1. InWord, at top Style:  MLA - ok @ =
EndNote Style box, I= Update Citations and Bibliography T | >
click on bottom right fjj Convert Citations and Bibliography o Bibbography tite:
corner arrow. Bibliography O Bibliography Text Format...

2. Inthe Format Bibliography box, make changes to Output Start with bblography number: |1
Style as needed.

3. Inthe “Layout” tab, select fonts, etc. Add a bibliography Frstineindent: |0.000in | Linespacng: |Sige v
title as needed (Works Cited or References etc); click Hengngindent: [0.500, | Spaceafter: [None 7
IIOK.II
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FOOTNOTES

Note: If you are using Turabian style and wish to use footnotes and references, select “Turabian Bibliography” as your

output style.

— < turablanfootnotes.doc

. . poA (2 3
In Word, at the point you're ready to enter a Ea o pe
>/ Home Insert Pag yout @ Mailings Review View

footnote:
S insert Endnote N _\)Hmaqe Sources

1. Select “References” then “Insert N [ Add Text - ;
. - =l
Footnote.” The cursor will take you =3 Y Update Tabld AH] Mext Footnote - v (3 styte: MLa
Table of Insert Insert i Cit
fi Show Notes Citation = gJ Bibliography - Yo

Footnote

to the bottom of the page where your . .i.n:: -
footnote will be inserted. Table of Contents
2. At this point, click the “EndNote X2"”
tab at the top toolbar.
3. Click “EN Go to EndNote” at left.

In EndNote:
1. Highlight the citation you wish to insert, then go to “Tools” then “Cite While You Write” then “Insert Selected

sLotnotes Citations & Sibhography £t

Citation.”
If you want to add page numbers, highlight the footnote citation, click “Edit Citation(s)” in the EndNote box on

the left. Type in page number/s then click OK.

ALWAYS PROOF YOUR CITATIONS VERY CAREFULLY !!

* Instructions to configure EndNote to work with Word.
If you don’t see the EndNote option on your toolbar list, you may need to configure your EndNote program to work with

Word. Go to Start / Programs / EndNote / Configure EndNote. Choose “Configure EndNote components for me.” NEXT.
Check “Unified Cite While You Write...” NEXT. Then, FINISH.
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