
A  G U I D E  T O  
ENDNOTE

Developed by CUC Snowy Monaro



1

This guide is designed to help students download, set up and navigate the referencing
software EndNote.

PURPOSE OF DOCUMENT
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DOWNLOADING THE ENDNOTE APPLICATION

A GUIDE  TO ENDNOTE

Download the newest EndNote application (21) through your university’s library
resources. Try googling “EndNote download [university]”.

Once you've downloaded EndNote, launch the application and proceed with the setup
instructions provided.

When setting up EndNote, a prompt will come up regarding your EndNote library. Select
the “Create a new library” option.

Chose a location in your computer files to save your EndNote library to. Saving in the
“Documents” folder is recommended on the local drive. Do not save in cloud-synced
folders like OneDrive or Google Drive - this could result in file corruption. Ensure a suitable
“File name” is chosen and the “Save as type” is EndNote Library (*.enl).
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Your EndNote library will now open, looking like the image below. It is recommended
that you only have one EndNote library to simplify your file management, ensure
successful syncing between devices/EndNote Online and avoid citation errors. You will
be able to organise your references once in EndNote (see page 14 of this guide).
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USING ENDNOTE 
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There are multiple methods to export a source/citation for referencing in your assignment. One common approach is
depicted in the image below. Click on the "Cite" button of the desired source and choose to export it as an "EndNote" file
("RIS" file or “NBIB” file if the specific “EndNote” file type is unavailable) when prompted.
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To import the downloaded reference into the EndNote application, navigate to your computer's "Downloads" folder. Locate
and click on the most recent "EndNote Import File" (which might appear as "RIS Formatted File" if downloaded in RIS format
or “NBIB Formatted File”). The reference should then appear in your EndNote Library.

“HOW TO” VIDEO

https://www.youtube.com/watch?v=8Zr5YMRJmQQ
https://www.youtube.com/watch?v=8Zr5YMRJmQQ
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Clicking on the reference in EndNote will expand the side panel to display additional information (Summary). Here, you can
modify the reference details (Edit) and attach a PDF version of the source (PDF) to keep it linked with the reference in EndNote.
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Adding or linking your source to your EndNote reference can be very helpful. To do this, you can download the source to your
computer and attach it to your EndNote reference using the “+ Attach File” button.

Alternatively, you can right-click on the reference* and select “Find Full Text.” EndNote will try to locate the source online and
connect it to the reference. You can follow its progress under the “FIND FULL TEXT” section in the sidebar. Please note that 
EndNote may not always succeed in finding the source, so you might need to manually attach the file as described above.

Once attached, the source saves as a PDF and can be found in the “PDF” section of the reference.

*Please note that typically only journal articles will be able to be connected to your reference by the “Find Full Text” function.
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Remember to regularly save your EndNote library by selecting “File” from the top menu and then clicking “Save.” It’s also a
good idea to periodically save copies of your EndNote library for extra security, replacing the file to ensure there is not a
buildup of copies. To do this, go to “File” in the top menu and choose “Save a Copy...” and follow the prompts to save over an
existing backup copy.
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ADJUSTING THE REFERENCING STYLE 

To adjust the referencing format or style (e.g., APA 7 or Harvard), select the "Tools" option from the top menu, then click on
"Output Styles". From there, you can choose the specific referencing style you need. Many universities have their own preferred
styles for citations and referencing, so it's advisable to consult your library to ensure you are following the correct guidelines.

*Note: You may need to download and add your university's specific referencing style to the EndNote application if it's not
already available.
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To add a referencing style to your EndNote that is not seen in the short list, click on “Tools”, then “Output Styles” and finally
“Open Style Manager...”. 
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The “Style Manager” looks like the image below. Here, you can find other referencing types. Tick the small box next to the
reference to add it to your “Output Styles” in EndNote.
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*To download an EndNote reference style, check with your university library resources. Alternatively, Google search “EndNote
download [university]”. For example, UC has an “EndNote Styles” section on their EndNote information page. The 2021 Harvard
Style will be downloaded for this example.
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*Once downloaded, the EndNote Style will
appear in the “Downloads” folder of your
computer. 

1.Click on the download to open the
EndNote style.

2.Then click on “File” in the top menu.
3.Click “Save As” and save the EndNote

style (remember the name in which you
saved the style).
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*Once saved, open the “Style Manager” (as shown earlier) and find the style you previously saved and tick the box next to it.
Once ticked, exit the Styles window. You can now go into “Output Styles” and tick your newly added reference style.
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The references you transfer/download to your EndNote Library will appear in the “All References” tab. However, if you want
to organise your references by a topic or assignment etc., you can use the “My Groups” tab.  Right-click on “My Groups” to
create a group. You can also create a “Smart Group” which creates groups for you based on a criteria subset you choose,
for example, authors, publication dates, titles etc.

CREATING GROUPS OF REFERENCES
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The name of the group that was created can be changed at any time by double clicking on said group name. References
can be dragged to and from groups at any time.

If you want to delete a group, the following message should
come up. The references should not be deleted.
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CITE WHILE YOU WRITE (CWYW) - MICROSOFT WORD

Cite While You Write (CWYW) is a feature in EndNote that integrates with Microsoft Word to help you add and format
citations and bibliographies as you work on your document.  When you install EndNote, it should automatically add the
"Cite While You Write" plugin to Microsoft Word, often seen as the “EndNote 21” tab. If the plugin is not showing up, try
restarting your device and then check again.
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To use the CWYW feature, the EndNote application needs to remain open on your computer. There are a few ways in which
you can add references to your writing in Word. 

       EndNote 21            Insert Citation            Insert Citation...

       EndNote 21           Insert Citation            Insert Selected Citation(s)...
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The “EndNote Find & Insert My References” box will appear when “Insert Citation...” is clicked. Use the search bar to find
the reference, usually by year or author, and click on said reference. If you want to insert the normal format (author
and date), click insert. If you only want the Authors’ name or the year it was published, choose that option in the
dropdown list. 
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The citation will be inserted at the location of your cursor when you select the reference. The full reference will be added to
the end of the document, forming the bibliography list. The CWYW feature ensures that all references cited in the
document are included in the bibliography, usually in alphabetical order.

Note: If you cite the same reference multiple times within the document, it will appear only once in the bibliography list.

Citation

Full reference
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The other method to insert a citation requires more interaction with the EndNote application. 
Firstly, go to the EndNote application, and select the reference you want to add to your document by clicking on it.
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Then return to your Word document and click “Insert Citation” then “Insert Selected Citation(s)”. This will add the
highlighted reference from EndNote into your Word document as a citation where your cursor was placed. This can also be
achieved by clicking the quotation mark symbol in EndNote when you select a reference.



Ctrl click to
select

multiple
references

Reference list
entry

Citation

Reference list
entry

22

A GUIDE  TO ENDNOTE

Note: This method is a great way to add 2 or more references into 1 in-text citation when required. See example below.

“HOW TO” VIDEO

https://www.youtube.com/watch?v=-EeyfQ79Rlw
https://www.youtube.com/watch?v=-EeyfQ79Rlw
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ENDNOTE WEB

EndNote Web link: http://myendnoteweb.com/

EndNote online is a cloud-based reference management tool that complements the EndNote desktop app. It allows you to
sync between the online version and the desktop app, share libraries and organise references. It is best to use this option if
you are using another device that doesn’t have your EndNote desktop app installed, or if you are working collaboratively.

To get started, create an account with EndNote Web. Once you have registered and logged in, this is what the home page
will look like:

http://myendnoteweb.com/
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Syncing Your EndNote Web with Your EndNote Desktop

To sync between your libraries, first, you navigate to “Library’ in the EndNote desktop app. Then you click on “Sync”, which
will open a secondary log-in box. Enter your credentials that you used to create your EndNote Web. Accept the user
registration agreements, and then click on “Snyc”.
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When the 2 libraries have synced and you have the same reference in both libraries, the reference may duplicate in your
desktop app. To fix this, click on “Library” and then “Find Duplicates”. This will create a pop-up box for you to look at any
duplicates that may be present, so you can organise them accordingly.

When using the 2 different EndNote variants, ensure you are regularly syncing the libraries. To do this, navigate to “Sync
Status” above “All References” in the side menu. Then click “Sync Now”.
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Adding References to EndNote Web

There are a few methods to add a reference to EndNote Web. 

If you need to add a brand new reference and need to do it manually, your first step is to click on “Collect” in the main top
bar menu. Then click on “New Reference” - this will open up the menu below where you can choose your reference type,
and fill out the necessary information.

Ensure you select the
appropriate reference type!
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To add a reference that you have downloaded the file for (e.g., RIS File), select “Import Reference” under the menu option
“Collect”. Ensure the “Import Option” is set on “EndNote Import”. Then, click on “Choose File” and locate the correct file in
your computer's downloads folder, and then add it. The “To” section determines where in EndNote Web you want the
reference located. If you don’t want it in a specific group, select “Unfiled”. To find your references, navigate to the main top
menu bar, and select “My References”.
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Checking for Missed Citations/References

EndNote Web has a cool feature in which you can check your document to see if you have any unmatched or ambiguous
citations. This is unlikely to happen if you are using the CWYW function, but it is always good to check! For more information
on how this works, click here.

Navigate to the “Format” option in the menu, and then “Format Paper”. To see how this function works, it is suggested to
download the sample paper and enter it, which is what was done in this example.

https://www.myendnoteweb.com/help/en_us/ENW/hs_formatpaper.htm
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Exporting References from EndNote Web to EndNote App

If syncing EndNote libraries is not an option, the references in EndNote Web can be exported. To do this, navigate to
“Format” and then “Export References”. Choose which references you would like to export, and select “EndNote Export” as
the export style. You can either save this file or email it - this is up to you!

Note: Exporting the references from EndNote Web saves the files in
text format (txt). Txt files can be imported into EndNote desktop by
navigating to “File” then “Import” and then selecting the “File”
option. Adjust the import settings for your needs:
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Exporting the Bibliography (Reference List)

EndNote Web allows users to create a reference list from the references in their online library. To do this, select “Format”
and then “Bibliography”. Ensure you enter the correct settings in terms of which references you want, the style (e.g., APA 7)
and the file format - it is recommended to use the RTP (rich text file) so nothing is missed. You can then download or email
this file. Please check with your university referencing guide that there are no discrepancies.
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ENDNOTE CLICK

EndNote Click is an internet browser plugin that allows users to easily and quickly access PDFs for the sources they are
researching. 

How does it work?

You will need to create an account to use EndNote Click, which you can then
access on other devices if needed. This plugin also allows you to save PDFs that
are located in your “Locker” so you can access them at any time. EndNote Click
will not locate PDFs for every source, as access is contingent on the availability of
said source.

https://click.endnote.com/
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Example

Once you begin researching for sources, especially journal articles, the EndNote Click pop-up will appear on the left hand
bottom of your screen. Hover your mouse over the “View PDF” to see the availability options. To open the PDF, simply click
on the purple pop-up.
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This will then open up your EndNote Click “Locker”, where you can access the PDF, download it, retrieve the citation and
much more.
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EndNote takes some getting used to, but don’t give up! It’s a great resource for your studies,
especially at a postgraduate level. Check out your education provider's resources and enrol in
their EndNote courses.

GOODLUCK!



Student Engagement Officer (SEO) 

      0472 737 143 
      study@cucsnowymonaro.edu.au

NEED HELP?
REACH OUT


