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ENDNOTE X 

 

Course Aim 

Learn features of EndNote X to manage in-text citations and produce bibliographies. 
 

Learning Objectives 

1. Create, open and save a library. 

2. Add a new reference to your library manually, edit a reference, search for a 
reference and sort references.  

3. Use EndNote with Word to create in-text citations and to format a bibliography in 
a required bibliographic style (e.g.: APA or Harvard). 

4. Import references to EndNote from databases using EndNote Filters and/or Direct 
Export. 

5. Import references from Macquarie University Library catalogue using an EndNote 
connection file. 

6. Identify EndNote Help options. 
 
 
Note: These notes have been written using EndNote X with Windows XP and Word 
2007. 
 

System Requirements 

EndNote X runs under the following operating systems: 

1. Windows 2000 

2. Windows XP 

3. Mac OS X (10.3.9 ï 10.4.x) 

4. Palm OS 4.x and higher 
 

Word Processor Compatibility: 

1. Microsoft Word for Windows 2000, XP, 2003 

2. Microsoft Word for Macintosh X (10.1.2 ï 10.1.6), 2004 

 
EndNote versions 8, 9 and X have compatibility issues with Windows Vista. 
EndnoteX1 is compatible with Windows Vista. 
 
Check the EndNote X manual for complete information on system compatibilities.  
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INTRODUCTION 

With EndNote X you can: 

 Create a Library to organise, store and manage your references (citations). 

 Add references to your EndNote library from online databases and library 
catalogues by either: 

1. Using EndNote Filters to import a saved reference file. 

or 

2. Direct Export (e.g.: Ovid, Science Direct, Web of Science, EbscoHost). 
or 

3. Connect to Library Catalogues to download selected references to your 
EndNote library. 

 Insert citations into your Word document whilst automatically creating a 
bibliography in your required Style. 

 
 

The EndNote Library 

An EndNote Library is a collection of references, each containing the information 
required to create a bibliography.  Additional information can also be stored in these 
references, such as keywords, abstracts and notes which can help you to manage 
and identify references relevant to your research: 

 There is no limit to the number of references you can create in an EndNote 
library. It is recommended that the number not exceed 100,000 to maintain 
efficient performance managing the database.  

 There is no limit to the number of libraries you can create, assuming that you 
have the disk space to store them. We recommend that you keep all the 
references you cite in your paper in one main library. 

 By default the Library window displays a paperclip and PDF icon for reference to 
files, the first Author, Year, Title, Journal, Reference Type and URL of each 
reference, sorted in alphabetical order by the first author. 

 Each library is a separate file that can be moved, copied, renamed or deleted. 
 

 

EndNote Manual  

When you load a copy of the EndNote program you are also given access to the full 
EndNote Manual. The manual provides all the information you need to get started or 
find out specific answers to questions. The EndNote guided tour chapter is a great 
place to start.   
 
Select Start then the menu All Programs | EndNote | EndNote Manual to open the 
manual.  
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Creating, Opening and Saving Libraries 

It is possible to create more than one library and to have more than one library open 
at the same time. 
 

To Open EndNote and create a new library 

1. Select Start then the menu All Programs | EndNote | EndNote Program. 

 

 

 

 

2. Select the Create a new EndNote library radio button. 

3. Mouse click the OK button. 

4. Select the location where you want to store this library (e.g.: to your A: or C: or 
other drive) from the Save in drop down list. Enter a name for the file in the File 
name field.  

Note: EndNote libraries are created with the following filename: filename.enl with 
filename being the name you assign. ñenlò is the file extension for EndNote Library.  
Save your library file/s to a location that will make it easy for you to retrieve them 
later. 

5. Mouse click the Save button. 
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Your new library will look like this and is now ready for you to add your data.  
 

 

 

To Create a new Library from within EndNote 

1. Select the menu File | New.  

2. Select the location where you want to store this library (e.g.: to your A: or C: or 
other drive) from the Save in drop down list. Enter a name for the file in the File 
name field. 

3. Mouse click the Save button. 
 

To open an existing Library from Startup 

1. Open EndNote by selecting the menu Start | All Programs | EndNote | 
EndNote Program 

2. Select the Open an existing EndNote library radio button. 

3. Mouse click the Browse button. 

4. Select the location where you previously saved the library from the Look in drop 
down list. 

5. Select the library file name in the File name list and mouse click the Open 
button. 

 

EndNote 
Library name 

Number of references in the library 
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OR 
 

To open a library when already in EndNote 

1. Select the menu File | Open.   

2. A list of file names for recently opened libraries is listed underneath Open Library. 
Select the required library name from the Open menu to open the library, or 
select Open Library to browse for the library. 

 

To close a library 

 Select the menu File | Close Library. 

OR 

 Mouse click the X in the top right corner of the EndNote Library window. 

 

 

Exercise 1.     
Creating, 
closing and re-
opening a New 
Library  

1. Open EndNote by selecting the menu Start | All 
Programs | EndNote | EndNote Program.   

2. Select the Create a new library radio button and mouse 
click the OK button. 

3. From the Save in drop down list select the location 
where you want the library to be saved. 

4. Name your library, e.g.: test.enl, in the File name field. 

5. Mouse click the Save button. 

6. Close the library. Select the menu File | Close Library. 

7. Re-open the test.enl library by selecting the menu File | 
Open | test.enl. 
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ADDING, EDITING, SORTING AND 
SEARCHING FOR REFERENCES 

Most of the functions you will use when working with references in your Library can 
be found under the menu References.  This menu allows you to add, edit and delete 
references.  It also offers the EndNote search and sort functions. 
 
 

 
 
 

Adding a New Reference 

To add references manually the EndNote library must be open. 

1. Select the menu References | New Reference or press the shortcut keys 
CTRL+N.  This opens a New Reference template. 

2. The default Reference Type on a New Reference template is Journal Article. If 
you require a different Reference Type, select another Reference Type, e.g. 
Book, from the Reference Type drop down list. 

Note: It is possible to amend and/or create new Reference Types.  Check Appendix 
2 for information on how to do this.  
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3. To add the information into the template, mouse click in the appropriate field 
(Author, Title etcé) and start typing. Use the Tab key or mouse to move between 
fields.  Key guidelines on entering data are available on page 8.  

Note: Information on basic reference structure is available in Appendix 1. 

 

 

 

4. To save the information select the menu File | Save or mouse click the X in the 
top right corner of the New Reference template. 

 

Reference Type drop down list 
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The Reference Template 

Information on entering References 

Author & Editor Names 

 Author and editor names must be entered one name per line.  If an authorôs name 
is too long to fit on a single line, just let it wrap to the next line as you type it. 

 Author names can be entered either with the last name followed by a comma and 
the first name, or the first name followed by the last name. 

 EndNote can abbreviate first and middle names, so for maximum flexibility enter 
whole names whenever possible.  

 If you are entering initials instead of full names, be sure to type a period or a 
space between initials, (for example ñFisher, J.O.ò or ñJ O Fisherò), otherwise 
EndNote interprets the initials as a single name: ñJoò. 

Corporate Authors 

When entering corporate authors, put a comma after the name: 

 BHP Pty Ltd, 

Make sure that you do not have any commas in the name because all text before a 
comma is interpreted as a last name. 

Dates 

Enter dates as you would like them to appear in your references. EndNote does not 
reformat dates.  

Using ñet al.ò or Similar Abbreviations 

 Enter all author names for a particular reference.  EndNote will truncate the list of 
authors with ñet al.ò or ñand othersò as required by the bibliographic style. 

Anonymous Works 

 If a reference has no author, you should leave the Author field blank.  Do not 
enter ñAnonymous.ò  The style that you use to format the bibliography determines 
how anonymous references are treated. 

Complex Author Names 

 For multiple-word last names, like Charles de Gaulle, enter the name with the last 
name first, such as: 

 de Gaulle, Charles  

Entering a name this way ensures that both words ñdeò and ñGaulleò will format as 
the last name. 

 Enter authors with titles, such as ñJr.ò or ñIIIò, as Last, First, Title.  For example, 
ñAlfred Smith Jr.ò must be entered as:  

 Smith, Alfred, Jr. 

Titles (includes Title, Secondary Title, Tertiary Title, Alternate Title) 

 Enter title without a period at the end. 

 Capitalize the title in the same way that it needs to be capitalized in the 
bibliography. 
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Pages 

 Page ranges can be entered as complete (1442-1449) or abbreviated 
(1442-9) ranges. 

 The style used to create the bibliography can change the page numbers to be 
either full or abbreviated page ranges, or show just the first page. 

 Do not enter commas in the Pages field for page numbers in the thousands. 
 

Edition 

 The text of the Edition field is not modified by EndNote for your bibliographies, 
so be sure to enter ñ1stò, ñ2ndò, and so on for this field if that is what you need 
in your bibliography. 

 
Check the EndNote Manual for more complete information on entering data. 

Additional Fields 

In addition to the core fields of Author, Title, Journal, Pages etc there are a number of 
fields in the template that can be utilised to assist you in your research process and 
tracking. Examples of uses for these fields are: 
 
Call Number:  Can be used to store library call numbers or your own classification 
system. 
 
Label:  Can be used as an additional field for categorising references according to 
your unique system (group a, b, c) or for recording the location of a hard copy of the 
particular item (3rd shelf, 2nd left, under the bed in the blue box!). 
 
Keywords:  Keywords indicate key topic coverage of each reference. Electronic 
databases and print indexes assign standardised keywords to each citation, however 
you can also assign additional and/or unique keywords to improve retrieval relevant 
to your research.  
 
Research Notes:  Use the Research Notes field to annotate the references with any 
additional information you may require. For example a quote from the article, book 
etc could be added in the Research Notes field, along with its page reference, to 
allow you to easily track the important element of that particular reference. It can be 
useful to note the name of the database and the date that this reference was 
sourced.  
Note: The Notes field is commonly used by databases when exporting citations to 
EndNote.  Data in exported citations that does not have a field location will go into 
the Notes field by default.  Do not use the Notes field for your personal annotations; 
always use the Research Notes field for these. 
 
URL:  When a URL (web address) is entered in this field it becomes a dynamic link. 
Either copy and paste or type the web address into the field. Mouse clicking on the 
address link will then open the web page in your web browser.  
 
Link to PDF:  The Link to PDF field can store the path to files on your computer 
(such as graphics, word processing documents, and PDF files).  Click on the 
documentôs icon to open for viewing.  Multiple files can be stored in this field. 




