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Introduction to Endnote 
This guide describes the use of Endnote for reference management on the 
networked PC service at Durham. It discusses downloading references from 
the library online catalogue and journal citations from online article stores. It 
also covers the use of Endnote with Word. 

 

A basic ability to use Microsoft Word and a web browser is assumed. 
Familiarity with the university library online catalogue and with online journal 
article repositories will be useful. 
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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 

1.1 What is Endnote? 

Endnote is bibliographical software. It consists of a database to store 

references, some tools to create references or download them from online 

databases, and tools to format the citations and bibliography in a 

document. Endnote integrates with Microsoft Word and the inserting and 

formatting of references is handled largely from the Word interface. 

1.2 Useful 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. 

1.3 Starting Endnote 

To start Endnote on a university NPCS machine, go to Start | Programs | 

Bibliographic Software | Endnote | Endnote Program. On your own PC 

or laptop, the detailed path will be different. 

Normally, Endnote will open with your default library. The first time you start 

the program, or when you start it on a different machine, you will be 

prompted to open a new library, open an existing library or view a tutorial. 

Click on the Create a new library panel. You will then be prompted to 

create a new library. Choose a meaningful name. Click on Save. The new 

library will then open. 

http://www.adeptscience.co.uk/
file://stevens/dcl0djh/My_Documents/Courses/Endnote%20Course/guide/durhamendnote.blogspot.com
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1.1: A New Endnote Library 

To start using Endnote, we need to download some references to the 

library. 
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2 Downloading References from the Library 

Catalogue 
Book references can be obtained from online library databases. There are 

two ways of obtaining references from online catalogues. Firstly, we will 

use the Endnote search facilities. Subsequently, we will see how to 

download from the library catalogue to Endnote. 

2.1 Endnote Search 

To run a search of an online catalogue from Endnote, select Tools | Online 

Search …. 

 

2.1: Online Search 

This displays the connection choice dialog box. 
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2.2: Choose a Connection Dialog Box 

Scroll down until you find the relevant establishment to connect to, and then 

click Choose. The top centre of the main window displays the Search box. 

 

2.3: The Online Search Tab 
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Fill in your search terms. Use the drop down menus to select your search 

categories. 

 

2.4: Search Categories and Terms 

Click on Search. Endnote will report how many items it has found in the 

catalogue. 

 

2.5: Confirm Online Search Dialog Box 

If Endnote has found a large number of references matching your search, 

you may wish to Cancel this retrieval and try another search, refining or 

augmenting your terms. 

If you wish to download the items Endnote has retrieved, click OK. Endnote 

retrieves the reference information it found and loads the references into 

your library.  

 

2.6: Retrieved References 
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You can hide the search box by using the Hide Search Panel command on 

the menu. 

2.2 Changing the Display Fields 

The default set of fields which are displayed in the main window are not the 

most useful to display. These fields can be changed.  

 

2.7: Example Display Fields 

To change the display fields, select Edit | Preferences.  

 

2.8: Edit | Preferences 

The Endnote Preferences dialog is displayed. 
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2.9: Endnote Preferences Dialog 

Select Display Fields. You can then choose the display fields to show 

on the main library from the drop down menus for each column. Columns 

not required can be switched off. 

When you have finished, click Apply and then OK and the library display 

fields will change to those selected. 

These settings will apply to the library, and will be default for Endnote if it is 

on your own computer. If the copy of Endnote you are using is on a 

networked PC, you will need to reset the fields each time you use the 

software. 

2.3 Finding Duplicate Entries 

Some of the references may be duplicated. To remove the duplicates of 

entries in your reference database, select References | Find 

Duplicates…. 
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2.10: Find Duplicates 

Endnote lists the duplicates that are found in a separate window. 
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2.11: Find Duplicates 

You can examine the records of the individual items that are duplicated and 

decide which to keep by scrolling down the items. Fields that differ between 

the records are highlighted in blue. When you have decided which to keep, 

click on Keep This Record. The window then moves on to the next 

duplicated item. When all items have been assessed, the window closes. 

The deleted items are then to be found in the Trash group. Click on the All 

References Group to see all the remaining references.  

 

2.12: Library after Removing Duplicates 
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2.4 Library Catalogue Download 

To download items from the library catalogue, carry out your search in the 

normal way at http://library.dur.ac.uk. Save the results of your search by 

clicking on the Save All on Page button, or selecting to items you wish to 

save individually. Then click on View Saved to view your items. 

 

2.13: Library Catalogue Save 

On the saved records page, click Endnote / Refworks and Local Disk. 

Click on the Submit button. 

 

2.14: Downloading the Items 

The Save As dialog is shown. Save the file to your local disk. 

In Endnote, select File | Import | File…. 
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2.15: Endnote Import 

This displays the Import dialog box. Select the file to be imported (i.e. the 

one you have just saved) using the Choose File button.  

 

2.16: Import Dialog 

Ensure that the Import Option is set to Endnote Import. If it is not, click 

on the drop down menu, and choose Other Filters. The Choose an 

Import Filter dialog is displayed. Scroll through this and choose Endnote 

Import. 

In the Import dialog click on Import. The references are imported and 

displayed in the Imported References group.  
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2.17: Imported Reference 

In some cases, the imported references may not exactly match those 

Endnote has found for itself. This is due to the implementation of the 

communication protocol in the library catalogue, not due to Endnote itself.  
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3 Integrating with Word 
The key advantage that Endnote has is that it integrates with most 

(excluding very old) versions of Microsoft Word. Endnote will therefore keep 

your in-text citations (or footnote citations) and your bibliography up to date. 

Adding or deleting a reference in your document will lead (usually 

automatically) to your bibliography being updated. 

3.1 Word 2010 

The Endnote commands in Word 2007 and 2010 are found on the Endnote 

tab. 

 

3.1: The Endnote Tab in Word 2010 

To insert a citation in a document, select the reference you require from 

your Endnote library by selecting it. You can select more than one 

reference by holding down CNTL and clicking on the references.  

 

3.2: Selecting a Reference 

Switch back to your Word document and click on Insert Citation on the 

Endnote tab. Choose Insert Selected Citation from the drop down menu. 

 

3.3: Insert Selected Citation 

The first time this happens there is a pause as Endnote and Word 

communicate. Eventually, the citation will appear and the bibliographic 

entry will be inserted at the end of the document. 
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3.4: Inserted Citation 

Further citations can be added using the same method. 

 

3.5: Inserted Second Citation 

Note that the bibliography will always appear at the END of the current 

document. 

3.2 Changing Styles 

The style of referencing in the document can be quickly and easily 

changed. To change the style, click on the drop down box on the Style 

area. 

 

3.6: Changing Styles 

Select the new style. 
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3.7: Selecting an Alternative Style 

The document will update in the new style. 

 

3.8: New Document Style 

The styles that appear in the list in Figure 3.7 are controlled by Endnote. To 

add styles, go to Edit | Output Styles | Style Manager. 

 

3.9: Opening the Style Manager 

The Style Manager dialog box is displayed. You can choose which styles to 

enable by clicking in the check boxes. 



16 Guide 92: Introduction to Endnote 
 

 

3.10: Style Manager Dialog 

3.3 Long Documents 

It is also possible to use Endnote while writing a longer document split into 

parts. For example, a thesis might be divided into separate Word 

documents, one for each chapter, while being written.  

The best approach is to write each chapter separately. Endnote will 

construct a bibliography at the end of each. When the document is ready to 

be produced as a whole, unformat the citations in each document. This is 

done from the Bibliography area of the Endnote tab. 
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3.11: Unformatting Citations 

This will unformat the citations and remove the bibliography from the end of 

the document. 

 

3.12: Unformatted Citations 

The chapters with unformatted citations can then be loaded as sub-

documents into a Word master document. Once this has been done, click 

on Update Citations and Bibliography in the Bibliography area of the 

Endnote tab from the master document. Endnote will go into each 

subdocument, format the citations and create a bibliography at the end of 

the master document. 

Further information is included in Guide 191 Advanced Endnote. 
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4 Output Styles 

4.1 What is a Style? 

An Endnote output style controls the formatting of references in the citation 

and also in the bibliography. Endnote contains a large number of pre-

programmed styles, mainly for journals. There are also a few generic 

styles, such as Author-Date and numbered styles which we used in Section 

3.2.  

Endnote styles are editable, but the editing of them is not a simple matter. 

In general, it is best to start from a style that is reasonably close to the one 

you need, and edit that into the exact form of citations and bibliographic 

reference you need. 

Different subjects and different journals use different styles. You are 

advised to check with your supervisor, previous work in your group, the 

journal web site or journal ‘back matter’ for the exact details of the output 

style you should use.  

4.2 Selecting a Style 

To select a new style, click on the drop down menu in Endnote where the 

current style is shown, and choose Select Another Style. 

 

4.1: Select Another Style 

The Style dialog is displayed. Scroll until you find the style you are looking 

for and click Choose. 
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4.2: Style Choice Dialog 

The style chosen is then shown in the style box on Endnote. 

 

4.3: Set Style 

4.3 Editing Styles 

To edit the current style, select Edit | Output Styles | Edit [name of 

current style]. 
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4.4: Editing a Set Style 

The Edit Style dialog will be displayed. 
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4.5: Edit Style Dialog 

The editing of a style is broadly divided into three areas – the in text 

citations (Section 4.4), the bibliographic entries (Section 4.5) and the 

footnote citations (Section 4.6), if these are used. 

4.4 Citations 

The citations section controls the information displayed in the in-text 

citations in your document. 

4.4.1 Template 

Clicking on Templates brings up the template area which controls exactly 

what appears on the screen. 

 

4.6: Citations – Template 

You can add punctuation by typing and change to italics etc by using the 

buttons in the box. 
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4.7: Editing the Citation Template 

To add fields to the template, you must use the Insert Fields button, with 

its pop-up menu. 

 

4.8: Insert Fields 

For example, to allow the citation to show a cited pages reference, click on 

the Cited Pages entry in the insert fields menu. The field will then appear 

at the cursor position in the template. 
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4.9: Inserted Fields 

4.4.2 Ambiguous Citations 

An ambiguous citation is one where a simple (in this case) author and year 

citation would not exactly identify the item references. The citation therefore 

requires disambiguation. There are four options for distinguishing 

ambiguous citations in Endnote.  

 

4.10: Ambiguous Citations 

The most often used disambiguation method is to add a letter to the year of 

the citation, so that the in text citation will then read Smith (2000a), and a 

different item from the same year would read Smith (2000b). Other 

methods are available from the options and you should choose the one 

appropriate to your style. 

4.4.3 Author Lists 

In an in-text citation, space is at a premium, and you don’t want to be 

adding extraneous information that will distract the reader from your text. 

Therefore, while you must provide citations for your material, you should 

make these citations as unobtrusive as possible. With respect to the list of 
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authors of a multi-author item, it is generally best to cut the citation down to 

the minimum. This is controlled with the author list area. 

 

4.11: Author List 

In general, it is sufficient to name the first two authors of a particular work in 

the citation itself, and abbreviate the rest with et al. It is conventional in 

English to put non-English words or expressions into italics. Repeated 

citations should usually be in the same form as the original to avoid 

confusing the reader. 

Note that you can also control the characters that appear between the 

author names from this dialog. 

4.4.4 Author Name 

The appearance in the citation of the author’s name can be controlled from 

the author name area.  

 

4.12: Author's Name 
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In the spirit of not confusing readers, it is usually best to use the last name 

of the author only in the citation and rely on the date disambiguation 

(Section 4.4.2) to deal with any possible uncertainty.  

4.4.5 Numbering 

It is also possible to set up a numbered citations system. The Numbering 

area controls how that is worked out. 

 

4.13: Numbering 

4.4.6 Sort Order 

There are various options for the order of multiple citations within a single in 

text reference. They are controlled from the sort order area. 
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4.14: Sort Order 

Broadly speaking, ordering by date is probably the simplest of the options. 

4.5 Bibliography 

The bibliography section controls the appearance of the references in the 

final bibliography of the document. This is very flexible, but the price of that 

flexibility is a degree of complexity. 

4.5.1 Templates 

As with the in text citations, the bibliography template controls the 

appearance of, and information in, the bibliographical entries. 

 

4.15: Bibliography Template 
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The template looks confusing at first, but if we examine the Book entry, we 

can pick out the fields we see in the bibliography (Figure 3.4).  

 

4.16: Book Template 

Firstly, we get the author field followed by the year. The title is underlined 

and followed by the city and publisher.  

There are four rules for working with styles: 

1. Text or punctuation not separated from a field name by an ordinary 

space is dependent on the field. 

2. Punctuation between two fields with no intervening spaces is 

dependent on the preceding field. 

3. The first space after a field is dependent on the field. Subsequent 

spaces are independent. 

4. Independent text always appears in the bibliography. 

Endnote will do its best to tidy up according to the above rules, and will sort 

out obvious problems, but editing bibliographic templates usually takes a 

degree of experimentation.  

Endnote also has special formatting characters to help group the fields and 

punctuation in a reference. Some of these uses can be seen in Figure 4.15.  

The vertical bars force separation between a field and the text or 

punctuation preceding or following it. The text is then not dependent on the 

preceding field.  

The diamond links adjacent text to the field. Thus, in the above, the 

Publisher field has the preceding comma dependent on it. If there is no 

Publisher field in the reference, the comma will not appear.  

The accent grave (`) forces Endnote to recognise a word as just text even 

though it is the same as a field name. Hence `Editor` will appear as text. 

The caret (^) separates singular and plural terms. Hence ed.^eds. enables 

Endnote to check whether there is just one or multiple editors of a work, 

and to use the appropriate text. 

Other editing of the template is relatively straightforward. For example, we 

can edit the book template to change the underlining of the title to italics 

using the buttons on the dialog. 
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4.17: Editing a Template 

 Punctuation can be altered by typing in the normal way. 

4.5.2 Field Substitutions 

Endnote allows some fields to be substituted for others. For example, if the 
work is edited and translated by the same person, this can be 
accommodated using the last checkbox on the list. 

 

4.18: Field Substitution 

4.5.3 Sort Order 

The order in which references appear in your bibliography is controlled from 

the Sort Order area. 
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4.19: Bibliographical Sort Order 

The order depends on your bibliographical style. If you have a numbered 

style, then the order is in that of appearance in the document. An author- 

date style, however, would be ordered by the author name and the year of 

publication.  

4.5.4 Author List 

The author list area allows you to control the appearance of the author list 

in bibliographical entries.  

 

4.20: Bibliographical Entry Author List 
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It is conventional in the bibliography to list all the authors of a referenced 

work. If there are subsequent works by the same author, your style guide or 

examples should enable you to decide on how they should appear. 

4.5.5 Author Name 

The author name area defines how the names of the authors appear in the 

bibliography. It is essentially similar to the author name area in the citations 

definition (Section 4.4.3).  

 

4.21: Bibliographic Author Name Entries 

In general, author’s initials should be included in the bibliography. Some 

styles require full author names (which can be a problem if the full name is 

not on the work referenced). Some styles also require that the first author 

name is in the form <last name, first name> while subsequent authors are 

<first name, last name>.  This is accomplished from the drop down menus. 

Check your style guide or examples for guidance as to the style required. 

4.5.6 Editor Lists 

The editor lists area looks similar to the author lists area, and performs a 

similar function for lists of editors. Similar considerations to those in Section 

4.5.2 apply. 
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4.22: Bibliographic Editor List Control. 

4.5.7 Editor Name 

The formats of the editor’s names are controlled from the Editor Name 

area. This is similar to the Author Name area and the considerations are 

similar (see Section 4.5.5). 
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4.23: Bibliography Editor Name Control. 

4.5.8 Title Capitalization 

On occasion, particularly when downloading journal articles from online 

databases (Section 4.7), the title of the work can be capitalized. Endnote 

provides the facility to control the capitalization of the title to enforce 

consistency across the bibliography. This is controlled from the Title 

Capitalization area. 
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4.24: Bibliography Title Capitalization 

The three options are to leave the titles as entered, to use a headline style, 

where the first letter of the main words are capitalized and those of the link 

words (e.g. ‘the’ and ‘of’) are not, and sentence style where only the first 

letter of the first word is capitalized.  

4.6 Footnotes 

Footnoted citations have, broadly speaking, the same edit characteristics 

as a combination of bibliographic entries and in text captions. Footnote 

entries generally have fuller bibliographic details than an in-text citation, at 

least on the first citation of the item. The main difference with in text 

citations is in use. You must first create a Word footnote before inserting 

the Endnote citation. 

The most notable difference between the in-text citations and the footnote 

citations is in the handling of repeated citations. In text citations will simply 

repeat the cited items. In footnotes, there is a range of options. 
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4.25: Repeated Citations 

The options include using ibid instead of the reference itself, or using a 

shortened form of the title of the work referred to. Refer to your style guide 

and examples to establish which form is required. 

4.7 Saving the Style 

Once you have adjusted the style, you will need to save it. If you are 

working on your own machine with Endnote installed, this is just a matter of 

clicking on File | Save As… and saving the file (preferably changing the 

name) to the Endnote styles folder. 

If you are working on a Networked PC Services (NPCS) computer, Endnote 

will automatically save your style in the folder J:/endnote/styles. When you 

choose Select Another Style (Figure 4.1) you will find your new style in 

the Style Choice Dialog (Figure 4.2). 
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4.8 Inserting a Page Citation 

We are now in a position to insert a page reference into a citation.  

First, in Word, highlight the citation to add the page reference to. 

 

4.26: Select Citation 

Next, click on Edit and Manage Citations. 

 

4.27: Edit and Manage Citations 

The Edit and Manage Citations dialog box appears. 
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4.28: Edit and Manage Citations Dialog 

Enter the page number required in the Pages text box and click OK. The 

page number will then appear in the citation in the Word document. 

 

4.29: Citation with Page Reference 
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5 References from Journal Article Databases 
Library catalogues hold references to book holdings only. References to 

articles in journals can be obtained by a different route, via online 

databases. 

The journal article databases all operate in a slightly different way. We 

cannot show all the possibilities, but have selected two popular sites. The 

overall process is the same in all cases. First, you will need to find the 

references of interest. Second, you will need to mark them for download. 

Finally, you will need to instruct the website to download the references. 

5.1 Google Scholar 

Google Scholar is a useful source of research material, and it can be 

configured to download bibliographic material to Endnote. The configure 

Google Scholar for download, select the Settings link to the top of the 

page.  

 

5.1: Google Scholar Preferences 

The preferences page will then load. 
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5.2: Scholar Preferences Page 

At the foot of this page, there is a bibliography manager. Click the ‘Show 

links…’ radio button and choose Endnote from the drop down menu. Click 

on Save. 

Conducting a search then leads to a list of items, which have a link reading 

‘Import into Endnote’ as well as other items. 

 

5.3: Scholar search with Endnote enabled 

Click on the Import into Endnote link and the bibliographic material will be 

exported to Endnote. You may need to click open in a dialog box 

depending on your browser and settings. The reference will be added to 

both the Imported References group and to All References. 
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5.2 Web of Knowledge 

Suppose that you have carried out a search on ISI Web of Knowledge for 

the topics of “Augustine” and “free will”, and have received the 

following results: 

 

5.4: Web of Knowledge Results 

To select the items to be entered into your library, click on the checkboxes 

to the left of the item details. Click on Add to Marked List. 

At the top of the page, click on Marked List. 

 

Figure 5.5: Endnote Download from WoS 
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At step 3, select Endnote in the Send to dropdown list. 

 

Figure 5.6: Selecting Download Destination 

A small file containing the data will be downloaded. Click on Open and the 

contents should be loaded to your Endnote library. 

Note that the exported item is in both the Imported References group and 

the All References group. 

 

Figure 5.7: Imported References Group 
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5.3 JSTOR 

In this case, suppose we have searched JSTOR for articles authored by 

Strawson.  

 

5.8: A JSTOR search 

Click on the article link. The article window appears. 

 

5.9: JSTOR Article Window 

Click on the Export Citation link. The Export window appears. 
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5.10: JSTOR Export Window 

Click on the RIS file link. The bibliographic reference to the article is then 

downloaded. You may need to click on Open in a file download dialog 

depending on your browser and settings.. 

The system should recognise the incoming file as Endnote compatible and 

load the reference into your library. 

 


