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Table of Contents

INTFOAUCHON ... 2
Modifying ENANOIE STYIES......... e s aaes 2
G1ODbal Style SELHNGS ..cuvviieiiiiiiiciiic s 3
TEMPLALES ..ttt bbb 3
Rules that GOVErn StylEs.......coiiiiiiiiiiiiii s 4
Special Formatting CharaCters ... 5
AULNOT LLISES 1.ttt 5
AUNOL NAMIEC ..ttt n s 6
LLAYOUL ettt bbbttt 6
SOLE OLART ittt 7
Title CapitaliZAtiOon ......ccuiiieiiiiiiiiiiiii s 7
Adding a Call NUmDbBEr t0 @ SEYLE c...cvviuiiiiiiiiiiicicir e 7
USING TOIM LISES .....eeeeeeiiieieeiereeteteeeecccrtneeeeeeeeeeesessnnneeeeeeesssssssnssnnseseesssssssssssnnnnnnneens 8
Opening and Editing Term LISES ...c.ccocceiriiiieiiiieeiiiceeceeiieeenseiesessisse s s sssssanes 8
JOULNAL ADDIEVIATIONS w..eeiiieiiiiciiet ettt 9

For our basic handout on using EndNote, please visit
http://www.lib.umich.edu/exploratory/pdfs/endnotel?2.pdf

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
exploratory@umich.edu | http://guides.lib.umich.edu | knc-info@umich.edu
rev: 6/15/09
1of9


http://www.lib.umich.edu/exploratory/pdfs/endnote12.pdf

Editing Styles and Using Terms Lists in EndNote 12

A University of Michigan Library Instructional Technology Workshop

INTRODUCTION

The term “style” (or “output style”) is used to describe a particular method of documenting your
work. Each style has format settings for the in-text citation, the bibliography, and citations in
footnotes. Each style has a template for the in-text citation, the bibliography, and citations in
footnotes that include what fields should display (and how they are formatted) as well as what
punctuation should be used. There are also settings for how authors, journals and page numbers
are displayed in addition to options for sorting authors, title capitalization, etc.

While there are many styles included with EndNote (and more you can download from their
website), it may be necessary to modify a style to make it fit your exact bibliographic needs.
EndNote allows you to change punctuation, formatting, and even the included fields. However, to
modify correctly, you have to be aware of the rules that govern styles and the special formatting
characters used in the style template.

MODIFYING ENDNOTE STYLES

To edit a style, go to the Edit menu, choose Output Styles and select Open Style Manager....

1. In the EndNote Styles dialog box, select the style you wish to edit by clicking on it once.
If you want to see what the style looks like, click the More Info button, and then click on
the S#yle Info/ Preview button.

2. Once you have found and selected the
style to edit, click the Edit button. Once S=
the Style window is open, we suggest you Hame Category C

il EndNote Styles

Some options in the editing dialog box, such as
Page Numbers and Journal Names, apply globally to
all four sections (Citations, Bibliography, Footnotes,
and Figures & Tables). Other options only apply in
their individual sections —for example, Tezzplates
appears under each heading (Citations, Bibliography,
etc.). You must be sure you’re in the correct

Save As... (from the File menu) and
rename your new style to keep the original

style intact.

section when making changes.

[] annals Neoralogy

[] annals Monirvas Electrocard
] annals Mutrition Metabolism
[ annals My Acad Sci

[ Annals Ny AS(Math-Phys)
[ annals of oncology

[ annals of Physics

[] annals of Flastic Surgery
[] annals of Science

[] annals of Taurism Research
[ annals Pharmacotherapy

& | ess Info:

Meuralogy
Medicine
Nutritian
Science
Science
Oncology
Physics
Plastic Surgery
Science
Saciology
Pharmacology

b

[ Mark. al ] [ Unmark &l ][ Find by b]

{ Skyle InfofPreview ] [ Edit

]

Institutional Press.

Billoski, T.%. (1992}, Introduction to Paleontology. New York, — #

Introductory text book for college-level students exploring
the latest scientific discoveries, disputed theories of
dinosaur extinction, and newest excavation, dating, and
DMA restructuring techniques

Morehouse! S._I. and R. S Tung {1993). "Statistical evidence

Showing 2928 of 2928 output skyles From C:\Program FilesiEndhote X115kyles)
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Editing Styles and Using Terms Lists in EndNote 12
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GLOBAL STYLE SETTINGS

These settings affect citations, bibliographies, citations in footnotes, and figures & tables, so you
only select an option once.

Anonymous Works: Choose how you would like

. : 4 APA Sth
to display works where the author field is blank.
. . . ot this Style #
Options include Leave Author Blank, Use Full Title, T ————— Sl
Short Title in Place of Author, Use APA Specifications Page Numbers O Use fulljounal name
> > Journal Hames Abbreiet
and Insert Text (e.g.: Anonymous). T L)bbbrevdaticn ]
. Templates (O Abbreviation 2
Page Numbers: Specify how the page numbers Ambiguous Citations _
7 :
. author Lists () Abbreviation 3
should be formatted in references. - .
Author Name ®D :
Journal Names: Specify which journal abbreviation e
. ort Qrder o :
format to use from your Journals Term Lists. Don’t = Biliography L] Abbreviate joumsl artcles anly
forget to select the Abbreviate Journal Articles Only and ;?hp;ft:;ts [ Remove periads
Remove Periods options, if so desired. When using Authior Nare
F Editor List:
abbreviations, be sure you’ve added them to your o Mo
[ournals Term List (see the Journal Abbreviations Layout
. Sort Qrder w
section on page 9). 2 3

TEMPLATES

Templates control a large part of the style’s look and function. They include field names and
punctuation commands telling EndNote how to format different references for that particular
style. Templates show you a sample of what a citation (or bibliography reference) will look like,
only with field names in place of actual data. When you create a bibliography using the Format
Bibliography command, EndNote replaces

£ 4P8 5th

the ﬁeld names with your data, About this Skyle | | ibliography
et e
1 Page Numbers ererence Types
You can modify any style — add or delete Pege Hlmiers = .
= Citations

fields, change formatting such as italics or
bold, or change the punctuation — just by
making the change in the correct template
(Citations, Bibliography or Footnotes). Within

Templates
Armbiguous Cikations
Author Lists

Authar Name
Numbering

Sort Order

Author (Year). Title. Journal,- Volums|(lssue]|,
‘Pages|.

Book

Author -(Year). Tille| (| Translator sTrans.
|-Edition-ed |V ol -V olume])| -City|:-Publisher|.

Thesis

= Bibliographsy . . .
: : Author -(Year). Tifle -Unpublished-Thesis Typs|,
Templat
the specific section, you must also be sure to i Universityl Cityl
edit the right reference type, such as Journal b Conference Proceedings
. . . . Edkor Lists Author (|Year-of Conference| Date|). Title|
Avrticle or Book. This is partlcularly important f::“:;t“am ‘Paper-presented-atthe-Conference Namel,
for the Bibliggraphy section. o _ | <Conference L ocation|. 2

To add a field, put your cursor where you want the field to appear and select the appropriate
option from the Insert Field pulldown menu. Be sute to include any spaces and/or punctuation
required.

To delete a field, highlight the field name from the appropriate Reference Type and delete it (again,
be sure to fix any spacing and/or punctuation).

Before you start changing templates, however, you should be aware of the rules that govern how
styles work.

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
exploratory@umich.edu | http://guides.lib.umich.edu | knc-info@umich.edu
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RULES THAT GOVERN STYLES

There are four basic rules of dependence that govern how text, spaces, and field names interact
with each other when they are used in a style template:

1.

Basic dependence: Any text or punctuation that is not separated from a field name by an
ordinary space is dependent upon that adjacent field, i.e., text or punctuation adjacent to a
field only appears in your bibliography if the adjacent field contains data.

Example: In the excerpt “Volume (Issue)”, the parentheses around “Issue” only appear in
a formatted reference if there is an issue number for the reference.

The preceding field takes priority over the following field: When punctuation appears
between two fields with no intervening spaces, it is dependent on the preceding field.
Example: In the excerpt “Volume:Issue”, the colon is dependent on the volume field. So,
if there is no volume in the reference, the colon will not appear.

The first space after a field is dependent on that field. Additional spaces are
independent: The first ordinary space following a field is always dependent on that field.
Any consecutive spaces after that are independent and will always appear in the formatted
references.

Example: In the excerpt “Author. Title”, the space is dependent on the author field so the
title will not be preceded by a space if there is no author. However, in the excerpt
“Author. Title” with two spaces between the author and the title, the title will be
preceded by one space if there is no author.

Independent text always appears in the bibliography. Any text or punctuation that is
not dependent on a field name always appears in the formatted references.

Example: In the excerpt “Edition ed.”, the text “ed.” will appear in all references
regardless of whether or not there is an edition for that reference.

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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SPECIAL FORMATTING CHARACTERS

To add flexibility and precision to the grouping of fields and punctuation in the style templates,
the above rules can be circumvented in specific situations using the following special formatting

characters:

Formatting Character

Function

Example

Non-breaking space ()

[Ctri+ Al Spacebar (PC) or
Option+Spacebar (Mac)]

Links adjacent text or
punctuation to a field.

In the excerpt “Edition ¢ ed.”,
the text “ed.” will only appear in
references where there is an
edition.

Vertical bar (|)

Forces separation of text or
punctuation that is
normally dependent on a

field.

In the excerpt “Volume | :Issue”,
the colon is now dependent on
the issue field. So, if there is no
issue in the reference, the colon
will not appear.

Back apostrophe (")

Identifies text that should
not be interpreted as a field
name.

In the excerpt “Editor,

‘Editor™”, the second “Editot”
is interpreted as just text and not
as a field name.

Caret (")

Separates singular and
plural versions of terms
that appear in conjunction
with Author, Editor, or Pages
fields.

In the excerpt “p. "pp. ¢ Pages”,
“p.” will precede a single page,
while “pp.” will precede multiple
pages.

You can also insert the non-breaking space, vertical bar, caret, tab character (=), and paragraph
mark () from the Insert Field pulldown list by choosing Link Adjacent Text, Forced Separation,
Singular/ Plural, Tab and End Of Paragraph, respectively.

AUTHOR LISTS

Use this section to specify how the authors and
editors (with the Editor L is#) will appear in the
formatted bibliography or the in-text citations
(be sure you select Author Lists or Editor Lists

from the correct section).

In the Separators area, enter any punctuation and
spaces that will separate the individual authors.
Don’t forget to use a different Before last
separator and define separators depending on
the Number of Authors, if so desired.

41 APA Sth

= Cikations
Templates
Ambiguous Citations
Author Lists
Author Mame
Mumbering
Sark Order
=-Bibliography
Templates
Author Lisks
Author Name
Editar Lists
Editar Name
Layout
Sort Order
Title Capitalization
= Footniotes
Templates
Author Lists

Author Separators

Mumber of &uthors between before last
[ © [0 [ [&
[100 w© [100 [ [&

Abbreviated Author List
() List all author names
@1 I? or more authors, st the fst (6 authors)

and abbreviate with: |, et al

For Subsequent Wiorks by the Same Author
(=) Print the author list as defined above
() Omit the author list

(O Replace repeated authors with:

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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In the Abbreviations area of the Author Lists, choose whether you want to abbreviate the list of
authors after a certain number, using e¢# 2/, or an equivalent. Make sure to specify the number of
authors needed to trigger this abbreviation, how many authors to include in the formatted
reference, what the abbreviation should be, and whether it should be italicized. For in-text
citations, make sure to specify different abbreviations for the First Appearance and Thereafter, if so
desired. These options can be found under Auzhor Lists in the Citations section.

In the For Subsequent Works by the Same Author area, choose how author names will appear after the
first entry. Author names can be kept, omitted, or replaced for subsequent entries.

4l APA 5th

AUTHOR NAME

In the Name Format area, specify how author
names should look, i.e., whether the first or last
name should come first or whether there should
be 2 comma after the last name. Make sure to
specify a different name order for the First
Author and Other Authors, if so desired. Also
specify the format for Capitalization and first and
middle Initials.

LAYouT

= Citations
Templates
Ambiguous Citations
Author Lists
Author MName

Mumbering
Sort Order
= Bibliographry
Templates
Author Lists

Editor Lists

Editor Name

Layout

Sort Order

Title Capitalization
= Footnotes

Templates

Author Lists

Name Format
First author.
Other authors:
Capitalization:

Initials:

Smith, Jane
Doe, John
Asls

AB.

LA EAES

Use this section to specify what information, if any, should appear before and after each reference
in a bibliography. This section also allows you to apply hanging indents to references.

e A common reference prefix is the bibliography number, which is used by all numbered
styles to differentiate references in a bibliography. Tabs are often entered after the
bibliography number to align the start of
End of Paragraph
each reference. Other commonly used T oo
| APA 5th ink Adjacent Tex
reference prefixes (reference type, label, —— — e
b b . Anonymaus Works Stait gach reference with: __M i 4
citation, and record number) appear in Pose hurbers e
Journal Names
the lower half of the Insert Field G Chas
. mbiguous Citations Record Number
pulldown list. preshe
Author Name
Numbering
[ ort Order
A common use for the reference e, SRR
suffix is to add a blank line between Tenpltes
references by inserting a paragraph S
Editor Name
mark. Other commonly used reference Bl
suffixes (label, keywords, abstract, notes L oo otz
1 Templates 8 an, e H.. LEN T v
and record number) appear in the lower  fo ™", R
half of the Insert Field pulldown list.
[ ]

When a hanging indent is used, it indents the second and subsequent lines of each
reference in a bibliography. It is often used in conjunction with a tab to align the start of
each reference with subsequent lines when a bibliography number is included. Hanging
indent options include None and A/l paragraphs for references with one or more paragraphs
as well as First paragraph only, Second paragraph only and A/ paragraphs but the first for
references with more than one paragraphs.

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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SORT ORDER

¢l Author-Date

Templates A Bibliography Sort Order

. . . . Ambiguous Citations ) Order of &4
You can determine sort order for bibliographic uherLis e
. Author Name O &uthar + Tite
references at the end of your paper and for multiple Numbeing © futhr + Year » Tite
ort Order 8

citations in the text. For references in the & Bblogeohy Ot bt oot 1Dl s

. . . . Templah.as () First uthor + # of futhors + Year
bibliography, the options are as shown on the right. futhorLists O ot
Additional options for in-text citations are Samwe As EdaLits

Bibliography, Year + Author, and Don’t Sort.

TiTLE CAPITALIZATION

You can also specify the capitalization format for

Layout
Sort Order

Title Capitalization

= Footnates

Templates [ Sont Edited ‘#forks After Original Works By Same Authar

Barastad Cit skinme

<

titles in your bibliographic references. The options are Leave title as entered, Headline style capitalization
(i.e. the first line of every significant word is capitalized, excluding articles and prepositions), and
Sentence style capitalization (i.e. only the title’s first letter is capitalized).

ADDING A CALL NUMBER TO A STYLE

To add a call number to a bibliographic style, go to the
Edit menu, select Output Styles, then select Open

1.

| MLA

About this Styls

Anonymaus Works
Page Numbers

i EndNote Styles Q@Igl
~

Mame: Cateqory

[] mineralium Depasita Geology
[ mineralogical 1 Geol
Style Mal’lagel’. e O M;;El;izic:ﬂy e Inizfrr?:tmn Sciences
[ Mississippi Quarterly Literature:
In the EndNote Styles dialog box, scroll to the ——— MR 1
style you would like to edit and highlight it by [t ] (ot ] [rogin 2]
clicking on it once. Siess 0
Chck the Edl[ button. Fils Names: MLA,ens
Created: Friday, April 20, 2007, 2:13:58 PM
Remember to go to the File menu and choose e RS
. Category: Humanities
Save AS' .. to save YOU.I Cdlted Style asa COpy 50 Comments: (This style |5 based on the Moderm Language &
the original style remains intact Association's ML Style Manual, 2nd ed. andthe
In the dlalog box that OanS, click on T€77Zp/df€.f Showing 2928 of 2928 oubpU styles from Ci\Pragram Files\Endhiote #11tyies
under the Bibliggraphy heading (in the left pane).
3 . e reference es for that style will appea
LE® 5. The referen for that style will r
in the right pane with all of its templates.
Journal Article -~

Journal Names

= Citations
Templates
Abiguous Citations
Author Lists
Author Name
Mumbering
Sort Order

= Bibliography
Templates

Author Lists
Author Name
Editor Lists
Editor Name
Layout
Sort Order
Title Capitalization

= Footnokes
Templates
Auther Lists
Author Name
Editor Lists
Editor Name
Repeated Citations
Tile Capitalization

=) Figures & Tables
Figures
Tables
Separation & Punctuation

Author - Title.""Rev -of Reviewed-tern.- Journal -

Yolumel lssuel(Year)| Pages|.ReprintEdition|

Book

Author.-Title -Original Publication - Trans - Translatar| -Series-
Title|-Ed *Eds.-Series-Editor] Edition-ed|.Val svolume|
Mumber-of Valumesvols| -City -Publisher|,~Year| -Reprint
Edition|

Thesis

Author Title " Thesis Type| -University] ~Year|

Conference Proceedings

Editor-ed."eds. Title|.«Conference MName|.-Date-Year of-
Canference|. Publisher|Year-Published|.

Newspaper Article

Reporter."Title." Type-of-Article. Rewv.-of ‘Reviewad ltem
MNewspaper-|ssue Date-Year| Edition-ed |, sec.Section|
Pages| -ReprintEdition|

Computer Program

Programmer. Title| - ers.-\Version|.- Computer-software|.
Publisher| Year| -Computer|, Type|

Book Section

Author.-Title " " Rev -of Reviewed tern |- Trans.-Translator.
|‘Book-Title -Original Publication -Ed "Eds -Editar| -Editian-ed|.
Mol -Aolume| -Series Title| -Cinyl-Publisher] -Year| Pages|
Reprint Edition

Magazine Article v

Within the Book reference type, place your
cursor in the spot where you would like to
add the Call Number and click Insert Field.

In the list that appears, select Cal/ Number.

Once the Call Number field is added to the
citation types of your choice, save the style,
close the dialog box, and close the Style

Manager.

8. You'll need to make sure you format the

bibliography for your document using this
new style.

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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USING TERM LISTS

EndNote term lists are used to store terms (keywords, authors, journal names etc.) within each
library. Term lists facilitate data entry and improve consistency and accuracy. The #pdate list during
data entry preference, by default, is enabled. This means that text added to certain fields will be
automatically added to the term list. As you begin to enter text into one of these fields, EndNote
will suggest the closest matching term; continue typing until the correct term appears. Press Enzer
to accept it and create another line or Tub to accept it and move to the next field (continue typing
if it is not the correct term). If you enter a new term into one of these fields, the term appears in
red text to alert you that you have entered a new term. When you close the reference that new
term is automatically added to the list

OPENING AND EDITING TERM LISTS

The following focuses on the Journals Term list but the same principles apply for any of the terms
lists. To open a terms list,

|
1. Go to the Tools menu, choose Open Term List =

Terms | Lists

then choose the list you’d like to open.
5 Journals in the Journals List:

2. To edit a journal (or any term) in the list, select it

Full Journal Abbreviation 1
. . . . " _N T
from the Term List dialog box, be sure you’re in Business Wirs [tenTem.. ]
. Communication Education W
the Terms tab and choose Edit Term. ... Computers n Libraries
McCIaFchy - Tribune Business Mews
3. Change the term as necessary and click OK when e Library orld
finished.

You can also manually add a journal (or any term) to the list by clicking on the New Ter... in the
Terms tab of the Term List dialog box. Enter the journal name and its abbreviation(s) and click OK
to add it to the list and dismiss the New Term dialog box. Clicking Save Journal (or Save Term tor
the other lists) adds the journal to the list, but keeps the window open for you to enter another
journal.

Need help? Visit the Faculty Exploratory or Knowledge Navigation Center on the 2nd floor of the Graduate Library.
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JOURNAL ABBREVIATIONS

If you add the journal’s abbreviated title in the .A/ternate Journal field as you enter the reference (or
as it is imported), the abbreviation will be automatically added to the Abbreviations 1: field of that

journal in the Journal Term list.

However, most sources from which you’ll import citations don’t have the journal abbreviations in
the record. If you need to use journal abbreviations, EndNote comes with 12 journal term lists,
including those accepted by the National Library of Medicine (NLM), the American Chemical
Society (ACS), and the Modern Language Association (MLLA). Other term lists include
Anthropology, Law, and BioScience. Depending on your discipline, you may add as many lists as

you wish.

1. Go to the Tools menu and choose Define Term Lists.

2. Click on the Lists tab, choose Journals from the list, and

then click on Import List. ..

3. Browse to the Terms folder in the EndNote application
folder, then choose the appropriate list and click Open.
The list will be imported to the selected EndNote

library.

Remember, each EndNote library has its own term lists.

To add an abbreviation at a later date, go to the Tools

menu, choose Open Term List then choose the Journals

Term List.

1. Choose the correct journal, be sure you’re in the
Terms tab and choose Edit Temn. ...

2. Add the abbreviation in the Abbreviation 1: field and
click OK to close the dialog box.

3. If the style you have selected uses the abbreviation,
the appropriate abbreviation will appear for all
articles from this journal, whether or not the
individuals reference has anything in the alternate

journal field.

Term Lists

Helix

<

Term Lists El
Terrs | Lists
Paleo.enl v Create List...
Update List...
Delimiters —
O 0O O O v O S B
[ custom Delimiter:
Carriage return is always used as a term delimiter. Link Lists. ..
Terms | Lists
12 Journals in the Journals List:

Full Journal Abbreviation 1 4

Canadian-Ametican Review of Hu... FdET

Die Neueren Sprachen —

Dissertation Abstracts Inkernational

Germanic Notes Delete Term

Journal of Arabic Literature

Mietzsche Studien: Internationale. ..

Portuguese Likerary & Cultural St...

Russian, Croatian and Serbian, ...

Soviet Studies In Likerature [

Hinit: Hold Ehe Ckrl key ko select multiple terms

Remember, some styles are not set to use the abbreviation instead of the full journal title, so you
may need to adjust the style (see the previous section on styles).
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