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Advanced Endnote 
This guide describes some advanced uses of the Endnote reference 
management software package. It discusses reference management 
and some tools which can be used for writing documents. 

A basic ability to use Endnote is assumed, as would be obtained by 
mastering the material in the Introduction to Endnote manual. 
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Conventions: 

In this document, the following conventions are used: 

 A typewriter font is used for what you see on the screen. 

 A bold typewriter font is used to represent the actual characters you 
type at the Keyboard. 

 A slanted typewriter font is used for items such as filenames which 
you should replace with particular instances. 

 A bold font is used to indicate named keys on the keyboard, for 
example, Esc and Enter, represent the keys marked Esc and Enter, 
respectively. 

 A bold font is also used where a technical term or command name 
is used in the text. 

 Where two keys are separated by a forward slash (as in Ctrl/B, for 
example), press and hold down the first key (Ctrl), tap the second 
(B), and then release the first key. 
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1 Introduction 
This document describes some more advanced techniques for using the 

bibliographic reference management software Endnote. It assumes basic 

knowledge of Endnote, as could be obtained from the Introduction to 

Endnote manual (ITS Guide 92).  

This guide falls into two broad areas. Firstly, some tools for managing 

libraries and references are described. Secondly, some additional tools for 

finding and incorporating references in a document are outlined. 

Additionally, how to use Endnote with a multiple file document is shown, 

and the travelling library is also explained.  

Endnote is developing quite rapidly, and not all the features described in 

this document are available in all versions.  

Further information on Endnote can be found at the following websites: 

www.AdeptScience.co.uk 

This is the website of the UK distributers of Endnote. It contains links to 

product descriptions, updates, various fora for asking questions and getting 

advice and a section for downloads of updated connection files, filters, and 

documentation. 

durhamendnote.blogspot.com 

This is Endnote @ Durham blog, where extra information and advice can 

be found. 

 

  

http://www.adeptscience.co.uk/
file://stevens/dcl0djh/My_Documents/Courses/Endnote%20Course/guide/durhamendnote.blogspot.com
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2 Managing References 

2.1 Groups 
With large libraries, managing and finding references can become a 

problem. While using multiple libraries can solve some of the issues, it can 

also lead to problems with inserting citations from different databases. 

Endnote has Group tools to enable the division of a library into separate 

themed areas.  

There are two types of Endnote group: Ordinary Groups and Smart Groups. 

The difference is in how they are populated. Ordinary groups are populated 

by the user, while smart groups can be populated automatically using 

search terms. 

2.1.1 Ordinary Groups 

An ordinary group is a place to gather references on a given topic or theme 

together into one place where they can be examined. An ordinary group is 

created from the Groups menu item. 

 

Figure 2.1: Ordinary Group Creation 

 

A new, unnamed group is created in the My Groups area on the navigation 

pane. 
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Figure 2.2: New Ordinary Group 

The group can be renamed by the user. It can be populated by highlighting 

references in the All References group and dragging and dropping them 

into the new group. 

References can also be added to the group by right clicking on a 

highlighted reference and choosing the Add References To… option. 

 

Figure 2.3: Adding references to Groups 

References can be added to multiple groups, so an item of interest to more 

than one theme can appear in both groups related to those themes. 

Note that, when references are added to groups, the All References group 

still holds a list of all references in the database, while the Unfiled group 

lists those items which have not been placed in a group. 

 

Figure 2.4: All References and Unfiled Groups 
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2.1.2 Smart Groups 

A smart group is a group which can automatically update as new 

references are added to the library, according to given search terms. It will 

also scan the current references and add current references to the group 

that match the search.  

A smart group is created from the Create Smart Group menu option. 

 

Figure 2.5: Creating a Smart Group 

The Smart Group dialog opens. 

 

Figure 2.6: Smart Group Dialog Box 

Name the group and select the criteria for populating the group, and click 

on Create. 

 

The smart group is created and automatically populated. 
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Figure 2.7: Created Smart Group 

The search terms can be modified by using the Edit Group tool obtained by 

right clicking on the group. 

 

Figure 2.8: Edit Group 

This brings the smart group dialog with the search terms already defined for 

the group. The terms can be modified, and extra terms can be added using 

the   button. Terms can be deleted using the  button.  

 

Figure 2.9: Editing a Smart Group Search 

2.1.3 Group Sets 

A group set, as the name implies, is a set of groups. You can use group 

sets for imposing a structure on your sets. This can be particularly useful 

when you have a large number of groups. 

To create a group set, chose Groups | Create Group Set from the main 

menus. A new group set will be created in the navigation pane. 
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Figure 2.10: New Group Set 

The group set is named in the normal manner. Groups within the group set 

can be added by right clicking on the group set. 

 

Figure 2.11: Creating Group Set Groups 

The groups are populated by dragging and dropping the items (or by right 

clicking on the item and selecting Add To…) as before. 

Groups can also be moved from the Smart Groups or Custom Groups 

areas to the Group Set by dragging and dropping. 

The Group Set can be expanded and collapsed by using the +/- buttons to 

the left of the Group Set name. 
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2.2 Managing Full Text Articles 
Many of the online repositories now provide links to the full text of the 

journal article, usually in PDF format. For some items, Endnote can 

automatically locate and download the article, and attach it to the reference 

in your library (see Section 2.3). In other cases the full text article is 

available, but Endnote cannot locate it. In such cases, you can download 

the item and attach it to the reference in your library. 

Firstly, locate and download the item to your local computer, saving it with 

an identifiable name in a known location. Then, right click on the reference 

in your library and select File Attachments | Attach File. 

 

Figure 2.12: File Attachment 

In the dialog box, navigate to the file and click Open. The file will be 

attached to your reference. You will need to save the changes to the 

reference. This can be achieved by clicking on another reference and 

clicking on ‘Yes’ in the save dialog box. 

You can access the file by double clicking on the reference. The file will be 

found in the File Attachment field. It can be opened by double clicking. 
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Figure 2.13: Attached File 

Many different sorts of file can be attached to references in this manner. 

For example, typed up notes from a book could be attached to the 

reference to the work.  

It is important to note that Endnote can make a copy of the file and keep it 

with the library. This means that a copy of the file is backed up with your 

library if your library is copies using File | Save a Copy. However, some 

PDF journal articles, particularly those with high quality graphics can be 

very large, so it is important to ensure you have sufficient room on your 

storage medium for your library. 

To check if Endnote will copy the file attachment into the library, go to Edit | 

Preferences. At the bottom of the options list choose URLs and Links. 
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Figure 2.14 URLs and Links Preferences 

The checkbox at the foot of the dialog needs to be selected as shown. 
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2.3 Automatic Text Download 
 

2.3.1 Setting Automatic Download Up 

To enable Endnote to search for full article texts online, a certain amount of 

setting up is required. To do this, go the Edit | Preferences menu. 

This will show the Preferences dialog box. Select the Find Full Text area. 

 

Figure 2.15: Find Full Text Preferences 

The OpenURL path should be http://library.dur.ac.uk/resserv. The 

authentication URL is http://ezphost.dur.ac.uk. Select the technologies you 

require Endnote to search from the checkboxes and click on OK. Your copy 

of Endnote should now be ready to try to find full text articles. 

2.3.2 Running an Automatic Download 

To run an automatic download select the items for which you want the full 

text and then select Find Full Text from the References Menu. Initially you 

will need to authenticate with the library by selecting the authentication 

option. 

http://library.dur.ac.uk/resserv
http://ezphost.dur.ac.uk/
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Figure 2.16: Find Full Text Authentication 

The Find Full Text Login dialog will be shown. Use your ITS username and 

password to log in and click Login. Wait until the text appears, then click on 

Done. You are now authenticated for this session. 

After authentication, select all the references you wish to find full text for 

and choose References |Find Full Text | Find Full Text. 

 

Figure 2.17: Find Full Text 

A dialog will appear warning of copyright issues. 
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Figure 2.18: Find Full Text Copyright Dialogue 

Click on OK. Endnote will attempt to find and download the full text of the 

items requested.  This might take some time. As the download progresses, 

the PDF full text articles (if found) will be attached to the references. The 

Find Full Text groups in the navigation pane will show the state of the 

downloading. 

 

Figure 2.19: Find Full Text in Progress 

At the end of the download the Found PDF group will show the number of 

papers for which full text articles have been found and attached to the 

references. A not found group will record those items for which full text was 

not found. This does not necessarily mean that the full text is not available, 

but that Endnote has not managed to find it. This depends on which 

databases are available for Endnote to search. A list is provided in the 

Endnote manual. 
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2.4 Non-English Languages 
It may be the case the non-English authors have names, or their works 

have titles, the Endnote does not render correctly. It is possible, depending 

on the library you are downloading from, to get the characters to download 

correctly. It is also possible to correct them by hand using the system 

character map. 

2.4.1 Character Map 

The Windows character map is available from Start | Utilities | System | 

Character Map on NPCS machines.  

 

Figure 2.20: Character Map 

The character map is used by clicking on the letter required and then 

clicking on the Select button. The characters chosen are placed in the text 

box at the bottom of the dialog box. 

Clicking on the Copy button transfers the selected letter(s) to the clipboard 

and they can then be inserted into the Endnote field in the usual way. 
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2.5 Term Lists 
You may have noticed, if you have entered any references by hand, that 

Endnote attempts to guess the name of the author you are entering, and 

that a new name to the database is highlighted in red. 

 

Figure 2.21: Endnote Guessing 

Author 

 

Figure 2.22: New Name to 

Database

This is as a result of what in Endnote are called Term Lists, which are lists 

of items in the database such as author names, journal titles and keywords. 

Term lists are automatically maintained by Endnote. A new author name or 

journal title which is entered into Endnote, either by hand or by download is 

automatically entered into the appropriate term list. 

Note that term lists are specific to a given library. Thus, a new library has 

entirely empty term lists until items are added to the database. Term lists 

can be exported from and imported into different libraries. The Endnote 

Manual, Chapter 17, has more detail on this. 

2.5.1 Editing Term Lists 

Occasionally, a typographical error or a non-English language character 

can be entered, and this will be added to the term list. This will then need 

removing and / or modifying by the user. 

The term lists are accessed via Tools | Open Term Lists and select the 

term list of interest. 
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Figure 2.23: Opening term Lists 

In this case, we will open the Journals Term List.  

 

Figure 2.24: Journals Term List 
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2.5.2 Journal Name Abbreviations 

Different journals have different styles for abbreviations of journal names. 

For example, the Journal of Quantitative Spectroscopy and Radiative 

Transfer can be abbreviated as J. Quant. Spectroscop. Rad. Trans. or 

J.Q.S.R.T.. This can be handled via the Edit Journal dialog box and the 

Endnote style, which is reached from the Edit Term… button on the Term 

Lists dialog. 

Up to four abbreviations can be inserted, plus the full journal name. Each 

journal style should be inserted in a given abbreviation. Thus, abbreviation 

styles for The Physical Review might be entered in Abbreviation 1 and 

abbreviations for Journal of Physics might be in Abbreviation 2. It is 

important to be consistent about this. If a journal has no abbreviation in the 

relevant column, the style uses the journal name given in the reference. 

 

Figure 2.25: Inserting a Journal Abbreviation 

Once the abbreviations have been entered, the Endnote style can then be 

used to switch between them. To switch between abbreviations requires 

editing the style.  

Choose Edit | Output Styles | Edit “Your style name”. Select Journal 

Names from the left hand menu. You can now choose which set of 

abbreviations to use from the radio buttons. 
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Figure 2.26: Journal Name Abbreviation Set Selection 

Choose the abbreviate set and save the style. You may wish to rename the 

style, adding the particular journal which the abbreviation set corresponds 

to. Ensure that the modified style is selected both in Endnote, from the drop 

down Endnote Output Styles menu, and in the Word document. 
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2.6 Custom Reference Types 

2.6.1 Modifying the Type 

A reference type can be modified from the Edit | Preferences dialog, with 

Reference Types selected from the left hand menu. 

 

Figure 2.27: Reference Types Modification 

Click on the Modify reference Types… button. The Modify Reference 

Types dialog is shown. 
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Figure 2.28: Modify Reference Types Dialog 

The reference type to be modified can be selected from the drop down list. 

It is advised to select one of the unused types towards the foot of the list, 

but others can be used, for example the Manuscripts reference type can be 

used for a set of archive references. 

To change the name of the reference type, type into the text box at the top. 

For the fields, remove the text of the items you do not need and add text 

into the ones you do. You are advised not to edit the Author type fields, the 

title type fields and a few others (see the Endnote Reference Guide for 

details). 

A likely reason to need to edit a reference style is to include an archive 

reference. As archive referencing varies from archive to archive, an 

example will have to suffice. 

Suppose we wish to include a reference to Christine de Pisan, Collected 

Works, circa 1410-1411, Group of seated figures, two holding books, 

engaging in discussion, Harley MS 4431, f.101, which is a miniature on a 

manuscript held by the British Library. 
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The titles of the fields required for this work can be modified from the 

Manuscript reference type. When you have finished, click OK and then 

Apply and OK on the Endnote Preferences dialog. 

A new reference of type Manuscript is can now be created in Endnote and 

the fields filled in. 

 

Figure 2.29: Manuscript Reference 

The Endnote Style now needs to be updated to include this information. 

2.6.2 Updating the Style 

To update the style, choose Edit | Output Styles | Edit “Your Style 

Name”. From the dialog, select Bibliography Templates from the left 

hand menu.  Click on the Reference Types button and select the reference 

type you have just modified, unless it already has a defined template. 

In our example, we need to add the ‘Manuscript’ reference type. 

 

Figure 2.30: Adding the Reference Type 
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The blank reference type appears at the bottom of the list. 

 

Figure 2.31: Blank Reference Type Style Template 

The style of the bibliographic reference is defined here. In this case, we 

probably only want the archive reference material, as the author, date and 

title are for our reference, rather than useful to the reader. The fields for this 

are inserted from the Insert Fields button, with punctuation and special 

fields added from the keyboard (see Guide 92, Section 4.5.1 for details). 

You will also need to update the appropriate citations or footnote template 

in the style for the edited reference type. 

Sometimes, archive material is referred to in-text, while the secondary 

references are in footnotes, while the bibliography contains references to all 

the material. This can be achieved with Endnote by using the ‘Citations’ 

area of the style and inserting the archive references there. 

There are many different ways of using Endnote reference types and 

styles, and you will have to experiment to get exactly the information and 

formatting that you require. 

The ‘MS’ and ‘f.’ items are defined in the style. 

 

Figure 2.32: Modified Manuscript Reference Type Footnote Style Template 

In this case, the footnote reference finally looks like this: 

 

Figure 2.33: Footnoted Manuscript Reference 

There is a lot more information recorded in the actual Endnote reference 

(Figure 2.29), which is visible to the user of the Endnote library. This helps 

in recognizing which reference is which. 
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2.7 Read / Unread Marking 
 

References can be marked as read or unread within Endnote, by clicking 

on the dot in read / unread status column, which in this case is column 1 of 

the references display. 

 

Figure 2.34 Read / Unread Marking 

Read items are in normal text, while unread items are in plain text. Items, 

when first loaded into a library, are marked as unread. 

2.8 Rating System 
You can apply a rating to items you have read, to remind yourself of the 

usefulness and importance of the reference. To view the reference rating 

on the screen, add it to the display fields using Edit | Preferences. 

You can click in the dots in the ratings column to set a rating for a particular 

work. 

 

Figure 2.35 Rating System Display 

This can also be achieved via the rating field in the reference itself. 
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Figure 2.36 Rating System Field 

2.9 Endnote Window Layout 
You have some control over the location of the Endnote panels using the 

Layout button at the bottom right of the display. You can turn the Groups 

Panel off and on, and locate the Reference Panel either to the right or 

below the library display.  

 

Figure 2.37 Layout Button 
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3 Writing Documents 

3.1 Cite While You Write 

3.1.1 Footnoting Styles 

Some Endnote styles, such as Chicago B, are footnoting styles. This 

means that the reference is marked in the text by a superscript number, 

and the bibliographic reference information is in a footnote. Usually, the full 

bibliographic information is contained within the Endnote, and sometimes 

documents using footnoting styles do not have a bibliography at the end.  

To use a footnoting style, select it in Endnote using the Bibliographic 

Output Style drop down menu, using Select Another Style… if 

necessary. In Word, create a new footnote for a reference. In Word 2010, 

this is on the References tab of the ribbon. 

 

Figure 3.1: Word 2007 Insert Footnote 

Click on Insert Footnote. The cursor moves to the foot of the page and the 

superscript numbers are inserted. 

 

Figure 3.2: Inserting a Footnote 

The Endnote reference can than be added in the normal way. 

 

Figure 3.3: Footnoting Citation 
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The information displayed depends on the template in the footnotes area of 

the style used. This can be changed in the normal way (see Guide 92, 

Section 4 for details). 

3.1.2 Multiple Citations 

Multiple citations can be inserted into a document by highlighting all the 

items in the Endnote library required, using CNTL-click. 

 

Figure 3.4: Selecting Multiple Citations 

The citations can then be inserted into the document in the normal way, 

using Insert Selected Citation(s) from the Endnote Tab (Word 2007) or 

Tools | Endnote menu (Word 2003). 

 

Figure 3.5: Multiple Citations 

3.1.3 Finding and Inserting Citations 

You can use the find tools from Word to track down a given item in your 

open Endnote library. Click on the Find Citation button (Word 2007) or 

menu item (Word 2003) to start the process. 

 

Figure 3.6: Find Citation Button 

The Find and Insert My References dialog box appears. Type the name of 

the author of the citation in the find box. Click on Find and the possible 
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references will appear in the window, with the details of the selected 

reference below.  

 

Figure 3.7: Find & Insert Dialog 

Highlight the required reference(s) and click on Insert. Note that the Insert 

button has a variety of options for excluding the author, etc.   

The document will update the references. 

 

Figure 3.8: Updated Document 

3.1.4 Dragging and Dropping Citations 

Citation can also be dragged from the Endnote database to the Word 

document and dropped there. First, select the item(s) required in the 

Endnote database. 



Guide 119: Advanced Endnote  27 

 

Figure 3.9: Drag and Drop 

Drop the item at the desired location. 

The document updates itself. 

3.1.5 Typing Citations 

It is also possible to insert citations without leaving Word or stopping typing. 

Endnote defines a reference using three items: the last name of the first 

author, the year of publication and a Reference Number. These can be 

displayed on the database view using the Edit | Preferences | Display 

Fields item to show the Reference Number field. 

 

Figure 3.10: Endnote Displaying Reference Numbers 

The citation can be inserted using the Endnote definition as {Author, Date 

#Reference Number}. The page cited can be added using the @ symbol: 
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{Author, Date #Reference Number@page} 

 

Figure 3.11: Citation Typed 

The document may update itself, turning the typed, unformatted citation into 

a full citation and adding it to the bibliography. If this is not the case, 

clicking on the Update References and Bibliography button on the 

Endnote tab in Word 2007 (or Update Bibliography in Word 2003) will 

update the document. 

 

Figure 3.12: Update Citations and Bibliography 

The document then treats the citation as normal. 
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Figure 3.13: Updated Document 
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3.2 Subject Bibliographies 
Under some circumstances, it may be necessary to produce a simple list of 

references, without a document referring to them. In this case the reference 

can simply be selected from the library, and the information copied and 

pasted from the Preview tab to the document. 

 

Figure 3.14: Copying a Reference for a Subject Bibliography 

The reference can then be pasted into the document as required. The 

information contained in the item is determined by the reference style 

selected. 

 

Figure 3.15: Pasted Reference in a Subject Bibliography 

You can also drag and drop items from the Preview tab into your document, 

and write notes on the items, yielding an annotated bibliography. Typeface 

and style can be controlled from the normal Word controls. 

 

Figure 3.16: An Annotated Bibliography 
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3.3 Bringing Documents Together 
It is normal when writing a longer document to prepare the text section by 

section. For example, a book or thesis could be prepared chapter by 

chapter. When using Endnote, each separately prepared chapter of the 

document would have a bibliography at the end of the chapter. Normally, it 

is required to have only one bibliography for the whole document. This 

section describes the use of tools in both Endnote and Microsoft Word to 

bring documents together and to unite their bibliographies. 

3.3.1 Preparing the Sub-Documents 

Before starting, it is strongly advised that you make a back up of all the 

documents which will be involved in the process.  

Suppose we have two chapters of a document with Endnote citations, and 

we wish to bring them together into a single document.  

 

Figure 3.17: First Chapter 

 

Figure 3.18: Second Chapter 
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To prepare the documents for bringing together, we first need to unformat 

the Endnote citations. This is done using the Convert Citations and 

Bibliography button on the Endnote Tab (or the Unformat Citations menu 

item in Word 2003) 

 

Figure 3.19: Convert Citations 

Select Convert to Unformatted Citations from the menu. 

 

Figure 3.20: Convert to Unformatted Citations 

The citations are converted to unformatted. 

 

Figure 3.21: First Chapter Unformatted 
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Figure 3.22: Second Chapter Unformatted 

These unformatted files should be saved, preferably with new file names. 

3.3.2 Bringing the Subdocuments Together  

To create the whole document, the chapters need to be brought together 

using Word’s master and sub-document tools. Firstly, create a new blank 

document and switch to outline view. Select Show Document from the 

Outlining tab. 

 

Figure 3.23: Outline View Show Document 

From the master document area, chose Insert. 

 

Figure 3.24: Sub-document Insert 

From the Insert Subdocument dialog, chose your first chapter and click 

Open. 

The subdocument is inserted into the master document. 



34  Guide 119: Advanced Endnote  
 

 

Figure 3.25: Subdocument in the Master Document 

Repeat the above for the subsequent chapters. 

 

Figure 3.26: Master Document with Subdocuments Inserted 

Close outline view and switch to the Endnote tab. Choose Update 

Citations and Bibliography. 

 

Figure 3.27: Update Citations and Bibliography 

The citations will be formatted and the bibliography written at the end of the 

master document. 
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Figure 3.28: Formatted Citations and Bibliography in Master Document 

 


