Part 4 : Organising Your References

Using groups

Groups make it easy for you to organise your references without having to make multiple
EndNote libraries.

There are several types of groups to help you organise your references in EndNote. Some
of these groups are automatically generated and some are ones that you can create
yourself. You can further organise your references by storing multiple groups in custom
Group Sets.

Some things to note about using groups:

o You can create a maximum of 500 Custom Groups and Smart Groups (combined) in a
single library.

o A single reference will never appear more than once in a particular group. However,
you can add that reference to any number of groups.

o Removing a reference from a Custom Group does not delete it from the library. It
removes the reference from the group subset, but the reference still exists in the
library.

o Deleting areference from the All References group also deletes it from all groups in that

library. The deleted reference will be moved to the Trash group.

If you delete a reference from Trash it no longer exists.

o

Creating a custom group

You can create custom groups as you wish, in order to organise your references. You might
wish to make groups for each chapter of your thesis, or for different papers you are
working on.

@ EndNote X2 - [My EndNote Library.enl]

@ File Edit References Groups Tools Window Help

Go to the Groups menu
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My Library

— All References =

*) Configure Sync...

£DRecently Added (0) A box will appear in the Groups
B unfiled (44) pane.
T0J Trash (0) Type in a descriptive name for the

group you have just made, then

=My Groups click the <Enter> key.

New Group €

If you are not already there, click All References.

ncyclopedia of the Zombie: The Wal...
Adams, Axel ... 2017 "Zombie" Outbreak Caused by the Syn...
Attebery, Stina 2016 Zombie tapeworms in late capitalism: ...
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Bl unfiled (44) Baldwin, Gayl... 2007 World War 2 and the end of religion a...
= 3 & Cady, Kathry... 2016 Family Splatters: Rescuing Heteronor...
Or= (0) @& Carota, A.; ... 2013 The achromatic 'philosophical zombie',...

J. W, Carter 2012 Centers for disease control and preve...
P.; ... 2017 Social death, melancholia, and zombie...
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Bich. 2: Methods 0 & Diaz-Ledh, E. 2012 Are ghosts scarlr than zombies?

=IC (0) Are We the Walking Dead? Burnout as...
E—!Ch' 5: Results (0) @& Dossey.A. 2007 The undead: botched burials, safety ...
Bich. 6: Discussion (0) Metaphor of the living dead: Or, the e...
E_]Ch. 7: Conclusion

You can then start filing references in groups by dragging and
dropping them from the Reference List pane onto the group name.

You can also file references by right-clicking on the one
you want, going to Add References to, then selecting

My Library ® 4 . Jou
| the group you want to add it to.
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Creating a smart group

Smart groups are built with search strategies, for example, works by a particular author or
matching some subject keywords. Smart groups are dynamically updated as you add
references to and edit references in the library.

@ EndMote X8 - [My EndMote Library.enl]
@ File Edit References Groups Tools Window Help

Create G
O ® | APA Bth S Go to the Groups menu and
My Library Create Smart Group € select Create Smart Group.
Create From Groups...
All References
Rename Group
*) Configure Sync... i

Type in keywords that will match some of your
references.

If you wish to search across everything in your library
select Any Field + PDF with Notes from the menu.

Type in a descriptive
name for your group.

Smart G
e Use other fields and combinations as you wish.
Smart Group Name: Zombie as Met§phaor
| Any Field + PDF with Note | | Contains +| [metaphor +| |-
|Ar1d V| |‘ﬁ=.ar V| | Contains V| | W=
|And | | Title || contains “| + [-

Click the Create button. I Options... * [CIMatch Case [ |Match Words

=My Groups Any references you have in your EndNote library
Bjch. 1: Introduction (6) | which match the search criteria for your Smart
Bich. 2: Objectives (8) | Group will automatically be filed in the Group, as
Bjch. 3: Lit Review (21) | willany future references you add.
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Bich. 5: Results {9}
Bl ch. 6: Discussion {12}
Bich. 7: Conclusion {5)
4f Zombie as Metaphor {9




Creating a group set

If you make custom groups and/or smart groups to help you organise your references,
before long you might end up with a large number of groups. To help you organise your
groups you can create group sets.

@ EndMote X8 - [My EndMote Library.enl]
@ File Edit References e e e —_
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Duplicate records

As you add more and more references to your EndNote Library, from a variety of
databases, it is likely that you will get duplicate records for the same item.

To avoid anomalies in your citations and references once you start adding them to your
Word document, you need to ensure that you only have one record for each item. (This is
another reason to only use one EndNote Library).

o Go to the References menu and click Find Duplicates.
o Any duplicate records will be displayed, with the areas of differing text highlighted.
This will help you decide which record you wish to keep.
o Generally, you should keep the older record, as this is likely to be the one you have
edited, added attachments to, and most importantly, already used for citations in your

document.

You can tell which is the older record by |

© Find Dupliq |ooking at its record number (preceded by #).

Comparing 1 and 2 of 2 duplicages.

Select the record to keep. The fecord not selected will be moved to the Trash. Select Skip to go to the next set of duplicates.

m=}:=cp This Record
Morgan, 2015 £17 €

Ref Type: Journal Article

Keep This Record

Morgan, 2015 #48
RefType: Journal Article

Skip Cancel

Date
4/
Type of Article

Short Title
Alternate Journal
ISSN

1474-4422
DOI

When you have finished any editing, click
the Keep This Record button for the one
you want to keep.

The other record(s) will be sent to Trash.

Date

2015/04/01/

Type of Article
Short Title
Alternate Journal
ISSN

1474-4422
DOI

Original Publication

Added to Library: 17072017

If necessary, you can copy &
paste information from your
‘reject’ record into the one
you want to keep - for
example, the more recent
record may have a DOL.

10.1016/S1474-4422(14)70320-5

Last Updated: 17/07/2017

Note that the criteria used by EndNote to identify duplicate records won’t always catch all
of them. You will still need to look through your Library and delete any records you don’t
want. It is probably easiest to do this if you sort your Library by ‘Author’ or ‘Title’. Click on

the column header to do this.
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