















































3.10.7 URL

If you accessed the report online, enter the URL in this field.

3.11 Web Page

Note that if an item exists in printed form, it should be cited as a printed item using the
appropriate reference type, even if it was viewed on the web (AGLC3 6.15).

For journal articles that are accessible only on the web you should use the Electronic
Article reference type (see 3.12 below). For online versions of newspaper articles,
conference proceedings, reports and theses, use those reference types.

3.11.1 Author
See 3.2.1 above.
3.11.2 Year

The year may be difficult to ascertain. Look for a copyright date, often to be found at the
bottom of the web page. If no year can be ascertained, or if the page is being continually
updated, leave this field blank.

3.11.3 Title

Capitalise the first word and all significant words. Do not italicise the title: the output
style will do this for you.

3.11.4 Publisher

If the page being cited is part of a larger website, enter the name of the website here.
Often this will be the name of the organisation responsible for the website, but it may be
a title, or both an organisation and a title. If the data in this field would be identical with
the data in the Author field, leave this field blank (AGLC3 6.15.4).

3.11.5 Last Update Date

If the webpage gives a date of last update, or failing that, a date of creation, enter the day
and month here, e.g. 29 September

3.11.6 URL
Enter the URL of the web page. Do not enclose it in angle brackets: the output style will

do this for you. Note that AGLC3 does not require that you cite a date of retrieval
(AGLC3 6.15.6).
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Where the full URL is very lengthy and the document may be easily located from a
homepage or index page of the website, it is sufficient to enter the URL of the homepage
or index page (AGLC3 6.15.6).

3.12 Electronic Article

Use this reference type for journal articles which are available only on the web. If a
journal article is readily accessible in printed form, it should be cited as a printed item,
even if it was viewed on the web (AGLC3 4.9).

3.12.1 Author

See 3.2.1 above.

3.12.2 Year

Enter the year in which the article was first published.
3.12.3 Title

Enter the title of the article in this field. Capitalise the first word and all other significant
words. Do not enclose the title in quotation marks: the output style will do this for you. If
the name of a case or statute is included as part of the title, you must italicise the case or
statute name when entering the title. Highlight the case or statute name and click on the

Italics button % on the toolbar at the top of the New Reference window. (Alternatively,
use the standard shortcut Ctrl+I to italicise text.)

3.12.4 Periodical Title

Enter the title of the journal in this field, omitting 'The' if it occurs at the beginning of the
title. Capitalise all significant words. Enter the journal title in full: no abbreviations are to
be used for journal titles. Do not italicise the title as the output style will do this for you.
3.12.5 Volume

Enter the volume number (if any).

3.12.6 Issue

Enter the issue number (if any).

3.12.7 Pages

Journals which are available only on the web do not usually have any continuous

pagination. If such data is available, enter the complete pagination, e.g.
123-156
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The output style will cite the first page only.
3.12.8 URL

Enter the URL here. Do not enclose it in angle brackets: the output style will do that for
you. Note that AGLC3 does not require that you cite a date of retrieval (AGLC3 4.9).

3.13 Legal

The Legal reference type, which you have set up as a custom reference type (see 2.2
above), is to be used for Cases, Legislation, Treaties and all other references which do not
fit into one of the reference types listed above.

3.13.1 Year

This field is optional. The output style will not use it when formatting your references.
However you may find it useful when searching your library or sorting your references.

3.13.2 AGLC Citation

Enter the complete citation in the form specified by AGLC3. Capitals, italics and
superscript must be supplied. For italics, highlight the relevant text and click on the Italics

button £ on the toolbar at the top of the New Reference window. For superscript,
1

highlight the relevant text and click on the Superscript button A" n the toolbar.

Do not insert a full stop at the end of the citation. You will supply the full stop and any
relevant pinpoint citation when you insert the reference in your document (see 4.3
below).

3.13.3 Jurisdiction

This field is optional. However you may find it useful when searching your library or
sorting your references. You can use the full name of the jurisdiction or a standard
abbreviation. The output style will not use this data when formatting your references.

3.13.4 Abbreviated and Popular Names

In repeat citations, it is common to use abbreviated or popular forms of case names
(AGLC3 2.1.14), legislation (AGLC3 3.9.1) and treaties (AGLC3 7.6).

In such instances, set up two separate references in your library. In the first reference,
give the full name of the case, piece of legislation or treaty. In the second reference, give
the abbreviated or popular name only. In the Notes field of each reference, make a note to
remind yourself that you have another version of this reference in your library.
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When you cite the case, piece of legislation or treaty for the first time, use the reference
with the full name. After inserting the citation (see 4.2 below), type any pinpoint citation,
and then type the abbreviated name, italicised, in parentheses and single quotation marks.
In subsequent citations, insert the reference which contains the short form of the name.

If your are writing a longer work and require a bibliography at the end of your document
(see 5 below), bear in mind that both references (the full form and the abbreviated form)
will appear in the bibliography. When doing the final editing, and after removing the
EndNote field codes, turn the abbreviated citation into a cross-reference to the full
citation.

3.13.5 Example

A completed reference for a case would look something like this:

&l 1983 #27

@ @ Reference Tupe: i.liega-l- v_i 4 Hide Empty Fields

o b = ® [Fenron v|Pansze v B I QE| Al

Year

1983

AGLC Citation

Lajuk v Quandt, 706 F2d 1456 (Tth Cir, 1983)
Jurisdiction

United States

Label

2 Case Law

Keywords
Abstract
Notes

Research Notes

URL

| added to Library: 5/01/2009  Last Updated: 5(01/2009

Sample Reference using Legal Reference Type
3.14 Other Reference Types

The output style is not configured to format any other EndNote reference types. Do not
use EndNote's Hearing, Bill, Statute, Case and Legal Rule/Regulation reference types. If
you insert into your paper a reference with a reference type other than those listed in 3.3-
3.13 above, the output style will insert the author's name in the footnote or bibliography,
followed by a note: Reference type not supported by output style.
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If you have downloaded the RefTypeTable XML file (see 2.3 above), all other EndNote
reference types (except Generic) will be hidden, so there is no possibility of using
reference types which are not supported by the output style.

Any reference which does not fall into one of the specific types listed in 3.3-3.12 above
should be entered using the Legal reference type. Follow the instructions given in 3.13
above. In the AGLC Citation field enter the citation exactly as it should be cited
according to AGLC3.

4. INSERTING REFERENCES INTO YOUR PAPER

We now look at some practical issues that arise when you use EndNote in conjunction
with your word-processor. These instructions apply to Microsoft Word 2007 for
Windows.

If you are using an earlier version of Word, the toolbar looks quite different. You will
find it more helpful to consult our guide to using AGLC2 with EndNote 9 or X, which
you can access at: http://www.library.uq.edu.au/endnote/aglc2/aglc2 ENX.pdf

4.1 The Word 2007 Ribbon

In Word 2007, the EndNote tools are located on an EndNote tab on the ribbon at the top
of the screen.

The commands used for inserting footnotes are located on a References tab on the
ribbon.

You may find it helpful to add the Insert Footnote command to the Quick Access
Toolbar at the very top of the screen. To do this, right click on the References tab and
select Customize Quick Access Toolbar. In the box labelled Choose commands from,
use the drop-down menu to select References Tab. In the list of commands, select Insert
Footnote and click on the Add button to add it to the Quick Access Toolbar. Click on the
OK button to close the dialogue box. You can now access the Insert Footnote command
from the Quick Access Toolbar without leaving the EndNote tab.

4.2 Inserting References in Footnotes
Follow the instructions in AGLC3 on the position of footnote numbers (AGLC3 1.1.2).
Position your cursor at the appropriate place in the Word document and use the Insert

Footnote command.

Word will create the footnote at the bottom of the screen. If you wish to insert some text
before the reference, type it first, and then make a space.
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Citation -

To insert the reference, you can use the Insert Citation button on the EndNote

tab in Word to search your EndNote library and insert the reference.

Alternatively, you can go to EndNote and display your complete EndNote library and

highlight the reference which you wish to cite. Use the Insert Citation @ button on
the toolbar at the top of the library window to insert the citation in your Word document.

If you wish to add a pinpoint citation at the end of your reference, see the notes in 4.3
below on pinpoint citations.

If you wish to cite a second reference in the same footnote, type a semicolon and a space
before inserting the second reference.

At the end of each footnote, type a full stop.
4.3 Pinpoint Citations

After EndNote has inserted the reference into the footnote, you can add a pinpoint
citation to specific pages, paragraphs or sections. Just type the details into the footnote
after the reference and before the final full stop. Note that AGLC3 sometimes requires a
comma before the pinpoint citation, e.g. for journal articles, Australian cases, UK
legislation.

For certain citations (e.g. US cases and legislation, international treaties, UN documents)
pinpoints are inserted within the reference. In these cases, do nof use EndNote to insert
the citation. Instead, open the reference in your EndNote library and highlight the
contents of the AGLC Citation field. Copy (Ctrl+C) this field and paste (Ctrl+V) it into
your footnote. The pasted text will retain the EndNote font and will have to be amended
to match the font of your document. Now type the pinpoint citation within the reference,
as specified in AGLC3.

If your are writing a longer work and require a bibliography at the end of your document,
bear in mind that EndNote will only include in the bibliography those references which
you have inserted using EndNote. To include references which you have typed yourself
or inserted with copy and paste, see 5.2.2 below.

4.4 Omitting Part of a Citation
If you quote the name of a case in the text of your document, the case name should not be

repeated in the footnote (AGLC3 2.1.15). The footnote should only contain the details of
where the case report is published, plus any pinpoint citation.
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Similarly, if a piece of legislation is mentioned by name in the text, there is no need to
cite it in a footnote unless further details are required to locate it, or unless a pinpoint
citation is required.

If the footnote is to contain only part of a citation, just type the required details in the
footnote, and do not insert the reference using EndNote. You may find it convenient to
copy and paste some of the details from the AGLC Citation field of the reference in your
EndNote library. If you want EndNote to format a separate bibliography at the end of
your document, be aware that this reference will not appear in the bibliography if you
have not used EndNote to insert the reference somewhere else in your document. To
include in the bibliography references which you have typed yourself or inserted with
copy and paste, see 5.2.2 below.

4.5 Repeat Citations
4.5.1 Repeat Citation in Following Footnote

When citing a work that has already been cited in the previous footnote, do not use
EndNote to insert the repeat citation. Type 'Ibid' or 'ibid' as specified in AGLC3 1.4.1.

4.5.2 Book, Article, etc.

When citing a source (other than a case, a treaty or a piece of legislation) that has been
cited in an earlier footnote (but not the previous footnote), do not use EndNote to insert
the repeat citation. Type the abbreviated details in the form specified in AGLC3 1.4.2,

e.g.

14 Dixon, above n 4, 247.

When making these cross-references to another footnote, you can use Microsoft Word's
cross-reference function. Instead of typing the number of the earlier footnote (the
number "4" in the above example), click on the Insert tab on the ribbon, and select
Cross-Reference.

You will now see the Cross-reference dialogue box. Under Reference type select

Footnote, and under Insert reference to select Footnote number. You will see a list of
footnotes, and you can highlight the appropriate footnote:
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Reference tvpe: Insert reference ta!
E S ~ | [Foctnote number -l
IV Insert as hyperlink [ Include above/below

T Separate numbers with I

For which footnote:

1 See Peter Birks {ed), Wrongs and Remedies in the Twenkw-First Century (1.
2 Adoption of Children Act 1964 {Qld) s 25,

3 K D Suter, World Law and the Last Wilderness (2nd revised ed, 19800 107; ..
4 Birks, above n

Insert I Cancel |

The Cross-reference Dialogue Box in Microsoft Word

Now click on the Insert button to insert the cross-reference. Close the dialogue box and
return to the footnote to add the pinpoint citation.

The advantage of using Word's cross-reference function is that you can easily update the
cross-references if your footnote numbers change. When you revise your document, you
may add or delete footnotes, causing the footnotes to be renumbered. To update your
cross-references to reflect the new numbering, click anywhere in the footnotes and press
Ctrl+A to select all the footnotes. Now press the F9 key, and all of the cross-references
will be updated.

4.5.3 Case, Legislation or Treaty

Repeat citations for a case, piece of legislation or treaty are treated differently. Use 'Ibid'
or 'ibid' if the case, piece of legislation or treaty is cited again in the following footnote. If
the reference is cited in a later footnote, use EndNote to insert the full citation again, and
add any pinpoint reference. However if you are using an abbreviated or popular name for
repeat citations to the case, piece of legislation or treaty, see 3.13.4 above for information
on creating two references for it in your library. If the repeat citation names the case or
treaty in the text, the name should be omitted from the footnote (see 4.4 above).

4.6 Removing the Field Codes
When you have finished writing your document, and have used EndNote to format the

references, the final step is to remove the field codes which link the document to
EndNote. These field codes can interfere with the software used by publishers.

24



Go to the Convert Citations and Bibliography command

) Convert Citatis d Bibliography ~ )
[]*-onvert -iatians ang =hladrap on the EndNote tab, and click on the arrow to select

Convert to Plain Text. You will see a warning message, explaining that this will
preserve your original document (with EndNote field codes) and create a new, unsaved
document (without EndNote field codes). Click on the OK button to continue.

Save the new document under a name different from that of your original document. The
original document must be retained, as it is your master copy. Any changes which require
the insertion, amendment or deletion of references should be made in the master copy.
You will then have to use the Convert Citations and Bibliography command again to
generate a new unlinked document.

5. WORKING WITH LONG DOCUMENTS

If you are writing a longer work (e.g. a thesis or book), you will probably require a
bibliography at the end of the work, in addition to the footnotes on each page. AGLC3
gives instructions for the format of such bibliographies (AGLC3 1.16).

5.1 Categorising the References

AGLC3 requires that your bibliography be divided according to the type of material. To
do this, you must enter a category in the Label field of each of your references. The
output style will sort your bibliography by the Label field, so that the references will be
grouped in categories. Then references are sorted by the first author, or, if there is no
author, by title.

In the Label field of each reference, enter one of the categories specified in AGLC3:
A Articles/Books/Reports
B Cases
C Legislation
D Treaties
E Other

If you are adding the category as you enter each reference, we suggest that you set up a
term list linked to the Label field. Store the list of categories in the term list. When you
are entering a reference and reach the Label field, press Ctrl+1 to open the term list.
Double click on the appropriate category from the term list and EndNote will insert it in
the Label field. For more information on working with term lists, see the Help function in
EndNote.

Alternatively, you can add the category to the Label field of multiple references
simultaneously by using EndNote's Change Field command. Open the library and
highlight all references which belong to a particular category. Then click on References
on the menu bar and click Show Selected References to display only those references.
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Now click on Tools on the menu bar and click Change and Move Fields. When the
dialog box opens, make sure that the Change Fields tab is selected. Use the drop-down
menu to select the Label field. Click the radio button for Replace Whole Field With,
and type the required text in the box, e.g. B Cases, and then click on the OK button.

When you use the Footnotes plus Bibliography version of the output style to generate the
bibliography, the references will appear as a single block, grouped according to the
categories. After removing the EndNote field codes (see 4.6 above), insert some blank
lines between each category and add an appropriate heading to each group.

5.2 Structuring Long Documents

Long documents can present problems for both Word and EndNote. We will look at three
possible ways of structuring long documents.

5.2.1 Each Chapter as a Separate Document

Keep each chapter as a separate Word document. This procedure is somewhat
cumbersome, but because the individual documents are not very large, you should avoid
the problems which can occur with long documents.

Use the Footnotes Only version of the output style to format the references in each
chapter.

Now create the bibliography as a separate Word document. Open your EndNote library.
If the library contains only references which you wish to include in the bibliography, just
press Ctrl+A to select all the references.

Alternatively, you may wish to include only selected references in your bibliography:

e If you have inserted some code into the required references while you were writing
your paper (for example, XXX in the Notes field), you can Search for all references
which contain that code. Then press Ctrl+A to select those references.

e If you have not coded the references, create a Group with an appropriate name. Then
go through the library, adding the required references to that group. When you have
finished, display the references in the group. Click on the first reference in the group
and press Ctrl+A to select the whole group.

Click on File then Export, and a dialog box will open. Specify where you want to save
the bibliography and give the file a name. In the Save as Type box, you must select Rich
Text Format. In the Output style box, select the Footnotes plus Bibliography version of
the output style iq_agluﬂ_fu:n:utnntes_plus_l:uil:uliu:ug W

EndNote will format the bibliography and save it as the file which you have designated.
Open this file in Word. The references should be grouped according to the categories
which you inserted in the Label field (see 5.1 above). This document is not linked to
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EndNote and contains no field codes, so you can now change the font, separate out the
categories and add an appropriate heading to each group.

5.2.2 One Large Document

Create one large Word document. Bear in mind that both EndNote and Word can
encounter problems with very large documents.

At the beginning of each chapter, insert a Section break so that each chapter is a separate
Section. When you insert your first footnote in a new chapter, display the footnote
options and check the option Restart Each Section. Word will now begin numbering the
footnotes at 1 in the new chapter.

Use the Footnotes plus Bibliography version of the output style to format the references.

You may want your bibliography to include some references which you have not directly
cited in your document, or references which you have typed in yourself or copied-and-
pasted from the reference in the library, without using EndNote to insert the reference in
the footnote. To make these references appear in the bibliography, proceed as follows:

e Insert a page break at the end of your document.

e On this new page, insert all the relevant references, one after another. It is probably
wiser to do this on a continuing basis as you are writing the document, but it can be
done in one step once you have finished writing.

e The references will not appear on the page, because they have not been inserted into
footnotes, but they will be added to the bibliography at the end of the document.

5.2.3 Master Document and Subdocuments

Set up the chapters as subdocuments within a master document. Use the help screens in
Word if you are not familiar with this function. Bear in mind that some experienced
Word users regard the Master Document / Subdocument function as unstable and
unreliable.

Use the Footnotes plus Bibliography version of the output style to format the references.
You may want your bibliography to include some references which you have not directly
cited in your document, or references which you have typed in yourself or copied-and-
pasted from the reference in the library, without using EndNote to insert the reference in
the footnote. To make these references appear in the bibliography, follow the procedure
outlined in 5.2.2 above.
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