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[bookmark: _Toc1921360514][bookmark: _Toc729143517][bookmark: _Toc1976303752][bookmark: _Toc1423239192]Creating a new library in EndNote Online
1) Insert instructions here for EndNote online 
2) Registering for EndNote Online with Web of Science


[bookmark: _Toc2084016947][bookmark: _Toc1253947041][bookmark: _Toc1265727890][bookmark: _Toc716316063]Adding references to your Library

[bookmark: _Toc66869503][bookmark: _Toc66869650][bookmark: _Toc1433744115][bookmark: _Toc1017800002][bookmark: _Toc973487055][bookmark: _Toc578191254]Direct export from Library Search
1. Scroll down and click in the box for Library Search.
2. Perform a keyword search in the search box.
3. Click on the source's title
4. Scroll to the Send to section and use the ‘EndNote Online' option to export the reference
5. If you are signed into Endnote online in the same browser it will automatically import your selected reference. 


[bookmark: _Toc66869504][bookmark: _Toc66869651][bookmark: _Toc619072887][bookmark: _Toc812592881][bookmark: _Toc1390919928]Direct export from Google Scholar
Before you carry out a search you need to change the Google Scholar settings by following these instructions:

1) Access Google Scholar - https://scholar.google.com/
2) Conduct a search on a topic of your choosing
3) Use the 'Cite' link and 'EndNote' link to save the file (usually your downloads folder)
4) Go to EndNote online and select ‘Collect', then ’Import References’
5) Using the Import References menu to choose:
1) File: Select the file you just downloaded (scholar.new file)
2) Import Option: Select EndNote Import as the option
3) To: Select where you want to save the reference [unfiled] in this instance


[bookmark: _Toc259085733][bookmark: _Toc688978346][bookmark: _Toc341095437]Direct export from PubMed
Scholarly databases: PubMed 
1. Conduct a search on a topic of your choosing
2. Select references using the ‘tick boxes’
3. Select ‘Send to’ > ‘Citation Manager’ > ‘Create file’
4. Using the Import References menu to choose:
a) File: Select the file you just downloaded (pubmed….NBIB file)
b) Import Option: Select PubMed (NLM) as the option
c) To: Select where you want to save the reference [unfiled] in this instance

[bookmark: _Toc1488408695]Direct export from Web of Science
Scholarly databases: Web of Science
1. Conduct a search on a topic of your choosing
2. Select references using the ‘tick boxes’
3. Use the 'Export' menu and ‘EndNote Online' option
4. Select the 'Export’ tab to export your selected references

[bookmark: _Toc688177696][bookmark: _Toc611598568][bookmark: _Toc1533095712]Adding a new reference manually
1. Go to EndNote Online and select ‘Collect’ > ‘New Reference’
2. Select the Reference Type: from the dropdown menu
3. Complete the relevant fields such as Author, Title, Year, etc.
4. Select ‘Save’ once you have entered the required information


[bookmark: _Toc1613378196][bookmark: _Toc127225131][bookmark: _Toc895951657]Organising your references

[bookmark: _Toc1103672081][bookmark: _Toc2057608272][bookmark: _Toc56173029]Finding and removing duplicate references
1) From the EndNote Online toolbar select ‘Organise’ > ‘Find Duplicates’. 
2) This will automatically search through all your references and highlight any duplicates for your attention.


[bookmark: _Toc1488650576][bookmark: _Toc634924426][bookmark: _Toc67689776]Creating Groups
You can manage your reference collection in EndNote by creating groups for specific topics, authors or journals. Just follow these steps:

1. Select ‘Organise’ > ‘Manage My Groups’
2. Select ‘New Group’ and name it
3. Select ‘My References’ and select a few of your references by ticking the box next to each one
4. In the dropdown menu above the references select the group you created earlier; they will then be automatically added.


[bookmark: _Toc1895070520][bookmark: _Toc252802127][bookmark: _Toc565269257]Formatting your references
[bookmark: _Toc1689278899][bookmark: _Toc142290034][bookmark: _Toc1339163681]Inserting references into your writing
1. Add some text to your Word document and use the ‘EndNote’ tab in Word and ‘Insert Citations’ search for a reference, select it and choose ‘Insert’ to add a citation; your reference list will generate automatically
2. Try changing referencing style using the 'Style' drop down in Word
Ask any questions in the Zoom chat and find further details on pages X-X of the workbook

[bookmark: _Toc1262025931][bookmark: _Toc909409166][bookmark: _Toc880185307]Inserting a reference list into your document
1. Select ‘Format' tab in EN online and ‘Bibliography’
2. Using the Bibliography menu to choose:
a) References: Select references from dropdown menu
b) Bibliography style: Select output style from dropdown menu
c) File format: Select the file format you want the output to be delivered in from dropdown menu
3. If you choose Preview & Print you can copy formatted directly into your Word Document



[bookmark: _Toc132041034][bookmark: _Toc2112756258][bookmark: _Toc310404085]Further information

· Referencing guide at the University of Manchester:  http://subjects.library.manchester.ac.uk/referencing

· From the EndNote Web homepage click on the “Training” tab for detailed help. http://endnote.com/product-details/basic

· YouTube EndNote online overview: https://youtu.be/FqvYH0FUXps

[bookmark: _Toc664210274][bookmark: _Toc928162437][bookmark: _Toc620168649][bookmark: _Toc1381127872]Contacts
If you have any queries about this booklet or the services mentioned in it, please contact the University of Manchester Library Teaching and Learning Team via uml.teachingandlearning@manchester.ac.uk
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